
State of Minnesota 

Attorney General's Office 

July 1, 2020 - June 30, 2022 Affirmative Action Plan 

Attorney General's Office 

102 State Capitol 

St. Paul, MN 55101 

(651) 296-3353 

MN Relay (800) 627-3529 

www.ag.state.mn.us 

As requested by Minnesota Statute Section 3.197: 

This report cost approximately $1,550 to prepare, 

including staff time, printing and mailing expenses. 

To request an alternative format of this document, please contact 

Sue Vrooman, sue.vrooman@ag.state.mn.us 

.. 

Attorney Genera rs Office 2020-2022 Affirmative Action Plan 

This document is made available electronically by the Minnesota Legislative Reference Library 
as part of an ongoing digital archiving project. http://www.leg.state.mn.us/lrl/lrl.asp 



Table of Contents 

Statement of Commitment............................. ....... ... ........ .. ................................................................. 1 
Executive Summary ............................................................................................................................2 
Organizational Profile .................................................................................................. ..... ... ............. .. 3 
Individuals Responsible for Directing/Implementing the Affirmative Action Plan ............................... 3 

A. Attorney General. ....... .... .. ... ..... ............... ........... ........ .......... .......... ........... , ......... ......... ... .......... 3 

Responsibilities ...... ... ..................... ... .... .... ... ........... ............. ....... .. .... ...... ....... ............ .......... .... 3 

B. Affirmative Action Officer............. , .......... ..... ......... .. ...... ...... .... ...... ........ .... ... .......... ................. .. 4 

Responsibilities .... .......... , .. , ..................... ..... ..... ...... .......... ......................... , .... ................. ........ 4 

C. Affirmative Action Officer Designee(s)...... ..... .. .. .. ..... ... ... .. ........ .. ... .. ........................................... 6 

D. Human Resources Director or Designee(s) ............... ... ... .. .......... .. ........................ .. ... .. ............... 6 

E. Americans with Disabilities Act Title I Coordinator ....................................................... ............... 8 

Responsibilities ....... .. ........... ... ..... , .... ... ........ ... .................. ..... ........ ..... ... .... ..... ....... ... ....... .... .... 8 

F. Americans with Disabilities Act Title II Coordinator .... .......... .................. ... .. ... ................. ...... ...... 9 

Responsibilities ............. ... ............................. ...... ... .... ............... ................................. ........ ...... 9 

G. Senior Managers and Facility Executive Team Leaders ... ... .. ............................ .... .. ... .. .............. 10 

Responsi bil iti es....................................................................... ............ .............. .... ... ........ .... .. 10 

H. All Employees ......................................... ............. ... ....... ... ............... .. ........ ... ............ ..... ... ... ... 11 

Responsibilities ..... ................................ ... ...... ... ........ ... .. .. ..... ... ... .... .. , .... ..... ........................... 11 

Communication of the Affirmative Action Plan ................................................................................. 12 

Internal Methods of Communication .................... ................ .................. .. ... .... .................... .. ... ... 12 

External Methods of Communication .................. ... ................. .. ....................................... .. .... ... .. , 13 

Job Category Analysis ...... ............................................................................ ....... ................. .... .. ...... . 14 
Determining Availability .............................. .......... .... ....... ........ ...... ....................... ... ..... ... ................ 14 
Utilization/Availability Analysis, Establishment of Goals, and Timetables ......................................... 15 
Progress and Personnel Activity Reports .................... .................................... .......... ............ ........... . 16 
Identification of Areas for Further Monitoring.................................................................................. 16 

Workforce Snapshot,., .......... .. .... .......... ..... .. ..... .... ..... ........ ......... ........ ... ... .......... .... ..... ..... ........... 16 

Pe rsonne I Activities ... , .... .................................. .. .. .... ...... ......... , .... .. ............. ........... .... ........ .. ...... . 17 

Progress Reports .................................. , ..... ... .. .. .. ..... ... ........................... ... .... .... ..... ..... ... ..... .. . 17 

Separations .......... .... ....... .............. ......... .. ........................................ .. ................................... 17 

Corrective Actions and Action-Oriented Programs ............................................................................ 18 

Corrective Actions .......... ; ...... ,, ........................ ..................... .......... ............ ......... ..... ............ .. ... ,. 18 

Other Action-Oriented Programs ................................. .. ...................... ...... ... .. ......... ........ ... .. .. .. ... 24 

Barriers ................ .... .................................... ........ .... .. ... .... .... .. ..... ...... .... ... ... ..... .. ... .... ... ........ 24 

Recruitment and Processes ......................... .. ......... .............. .. ... .. ................... ......... ...... .. .... ... 24 

Retention ............................................... , ..... ... ..... ...... ..... .... ...... ......... ... ..... .... .... ... .. .. ...... ... .. . 26 

Training ............... .... ............................................. ...... ..... ... ................ ..... ... ........ .......... .... ..... 26 

Methods of Auditing, Evaluating, and Reporting Program Success .................................................... 28 

Pre-Employment Review Procedure/Monitoring the Hiring Process .............................................. 28 

Pre-Review Procedure for Layoff Decisions ............................................................................. 28 

Other Methods of Program Evaluation ............ ..... .............................................................. , ... 29 

Attorney Generar s Office 2020-2022 Affirmative Action Plan 



Policies, Procedures, and Notice ......... ..... .. .. ........... ... .. ..... ...................... .. ... .................... .. ............ ... 30 

A. Statewide Harassment and Discrimination Prohibited Policy, HR/LR Policy# 1436 (issued 
6/12/2019} ............. .... ... .... ... ............ .. ... ..... .. .. .. ........................ .. ... .. .. ..................... .. .. .... ... ... . 30 

B. Statewide Sexual Harassment Prohibited Policy Statewide HR/LR Policy#1329: Sexual 

Harassment Prohibited (revised 6/12/2019) .... ... .... .. ..... .... ... .. ......... .. ...... ..... .. .. ..... .... .. .... ... .... 37 

C. Complaint Procedure for Processing Complaints Under the Harassment and Discrimination 

Prohibited Policy or the Sexual Harassment Prohibited Policy: ................ ... .. .. ........ .. ...... ... ... .. . 42 

D. Attorney General's Office Harassment and Discrimination Prohibited/Sexual Harassment 
Prohibited Policies Complaint Form .......... .... ........ .. ............... ... ... .......... .... .. .. ..... ...... ... ... .. ...... 51 

E. Attorney General's ADA Reasonable Accommodation Policy.......................... .. .................... ... 51 

F. Notice Under the Americans with Disabilities Act ............................................ .. ................ ... .. 62 

G. Attorney General's Office Grievance Procedure Under Title II of the Americans with 
Disabilities Act ...... .... ..... ... ..... ... .. ... ... ..... ... ..... ....... ...... ......... ..... ..... .. .............. ... ...... ... ... ..... .... 63 

H. Americans with Disabilities Act ("ADA") Title II (non-employee) Reasonable 
Accommodation/Modification in Public Services, Programs or Activities Request Form ....... ... . 65 

I. Evacuation Procedure for Individuals with Disabilities or Otherwise in Need of Assistance .. .... . 66 

Appendix............................................................................ ....... .... ... .. ............. .. ..... .. ........................ 69 

Definitions of Terms Used in This Affirmative Action Plan ................................................................ 70 

Attorney Genera rs Office 2020-2022 Affirmative Action Plan 



Statement of Commitment 
Minnesota Administrative Rules, part 3905.0400, subpart 1, item C 

This statement reaffirms that the Attorney General's Office {hereafter "the office") is committed to 
Minnesota's statewide affirmative action efforts and providing equal employment opportunity to all 
employees and applicants in accordance with equal opportunity and affirmative action laws. 

I affirm my personal and official support of these policies which provide that: 

• No individual shall be discriminated against in the terms and conditions of employment, 
personnel practices, or access to and participation in programs, services, and activities, or 
subject to harassment, on the basis of race, sex (including pregnancy), color, creed, religion, 
age, national origin, sexual orientation, genderexpression, gender identity, disability, marital 
status, familial status, status with regard to public assistance, or membership or activity in a 
local human rights commission. 

• The prohibition of discrimination on the basis of sex precludes sexual harassment, gender
based harassment, and harassment based on pregnancy. 

• This office is committed to the implementation of the affirmative action policies, programs, and 
procedures included in this plan to ensure that employment practices are free from 
discrimination. Employment practices include, but are not limited to the following: hiring, 
promotion, demotion, transfer, recruitment or recruitment advertising, layoff, disciplinary 
action, termination, rates of pay or other forms of compensation, and selection for training, 
including apprenticeship. We will provide reasonable accommodation to employees and 
applicants with disabilities. 

• This office will continue to actively promote a program of affirmative action, whereverfemales, 
racial/ethnic minorities, and individuals with disabilities are underrepresented in the workforce, 
and work to retain all qualified, talented employees, including protected group employees. 

• This office wil I evaluate its efforts, includingthose of its directors, managers, and supervisors, in 
promoting equal opportunity and achieving affirmative action objectives contained herein. In 
addition, this office will expect all employees to perform their job duties in a manner that 
promotes equal opportunity for all. 

It is the office's policy to provide an employment environment free of any form of discriminatory 
harassment as prohibited by federal, state, and local human rights laws. I strongly encourage 
suggestions as to how we may improve. We strive to provide equal employment opportunities and the 
best possible service to all Minnesotans. 
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Executive Summary 
Minnesota Administrative Rules, part 3905.0400, subpart 1, item A 

This Affirmative Action Plan meets the requirements as set forth in statute, in Administrative Rule, and 
by Minnesota Management and Budget (MMB). The plan outlines: 

• Affirmativeactiongoals 

• Timetables 
• Reasonable and assertive hiring and retention methods for achieving these goals 

This Affirmative Action review revealed underutilization of the following protected group(s) in the 
followingjob categories: 

Table 1 Workforce Underutilization Analysis of Protected Groups 
(x indicates the job categories and protected groups that have underutilization.) 

Job Categories Female 
Racial/Ethnic 

Minorities 

Individuals 
with 

Disabilities 

Officials & Administrators X 

Professionals X 

Paraprofessionals X 

Administrative Support 

Once complete, information about how to obtain or access a copy of this Plan is provided to every 

employee of the office. Our intention is to make every employee aware of the Attorney General's Office 
commitments to affirmative action and equal employment opportunity. The completed Plan is also posted 
on the office's website and maintained in the Human Resources office . 

Date Signed: JI• D(;. ;Jo~o---'~::::::~------:;-------------
.,,,/ .. j ,, "~ · ~ s· d 11/05/2020

Attorney GeneraI:_ __,;,/\_e __________________0ate 1gne : _ _ ____ 
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Organizational Profile 
The Attorney General is the chief legal officer for the State of Minnesota and is the legal advisor to the 
Governor and all constitutional officers. The duties of the Attorney General arise from the 
Constitution, State statutes, and common law. Every board, commission and agency of the State 
receives its legal counsel and representation from the Attorney General. 

The office is comprised of five sections: Executive/Legal Operations, Consumer Protection, Health and 
Safety, Government Support, and Solicitor General. The Chief of Staff oversees the Executive/Legal 
Operations Section, which is comprised of non-legal units such as Human Resources, Finance, and IT. 
The Chief Deputy Attorney General oversees the other four sections which provide the legal.services of 
the office . The Solicitor General Section is managed by the Solicitor General. Each of the other three 
sections are managed by a Deputy Attorney General. There are a total of 15 divisions divided among 
the four legal sections, all of which are managed by an attorney designated as division manager. 

Individuals Responsible for Directing/Implementing the Affirmative 
Action Plan 

Minnesota Administrative Rules, part 3905.0400, subpart 1, item B 

A. Attorney General 

Responsibilities 

The Attorney General is responsible for establishing an Affirmative Action Program, including goals, 
timetables, and compliance with all federal and state laws and regulations. Quarterly, the Attorney 
General reports the office's progress in meeting its affirmative action goals and objectives to the 
Commissioner of MMB. The MMB Commissioner is responsible for reporting all agencies' progress to 
the Governor and the Legislature. 

Duties 

The duties of the Attorney General include, but are not limited to: 

• Appoint the Affirmative Action Officer or designee and include accountability for the 
administration of the office's Affirmative Action Plan in his or her position description. 

• Take action, if needed, on complaints of discrimination and discriminatory harassment. 

• Issue a statement affirming the office's commitment to affirmative action and equal 
employment opportunity and ensure the statement is shared with all employees. 

• Make decisions and changes in policies, procedures or physical accommodations as needed to 
implement effective affirmative action in the office. 

• Actively promote equal employment opportunity and incorporate diversity and inclusion 
principles in annual business plans, strategic plan, and the office's mission. 

• Notify al I contractors and sub-contractors with the office of their affirmative action 
responsi bi Ii ties. 
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• Enforce equal employment opportunity in affirmative and non-affirmative hiring decisions 
reviewed in the hiring process. 

• Require that all office deputies, managers, and supervisors include responsibility statements for 
the supporting affirmative action, equal opportunity, diversity, and/or cultural responsiveness 
in their position descriptions and annual objectives. 

• Comply with the state-wide and office anti-discrimination and anti-harassment policies. 

Accountability 

The Attorney General is accountable directly to the Governor and indirectly to the Commissioner of 
MMB for affirmative action matters. 

Name of individual(s) responsible 

Name: Keith Ellison Email: keith.ellison@ag.state.mn.us 

Title: Attorney General Phone: (651) 296-6197 

B. Affirmative Action Officer 

Responsibilities 

The Affirmative Action Officer is directly responsible for developing, coordinating, implementing, and 
monitoring the office's affirmative action program. 

Duties 

The duties of the Affirmative Action Officer include, but are not limited to: 

• Develop and administer the office's Affirmative Action Plan. 

• Develop and set office-wide affirmative action hiring goals. 

• Monitor office compliance and fulfill all affirmative action reporting requirements. 

I,.• Disseminate the affirmative action policy to employees in the office. 

• Inform the Commissioneron progress on affirmative action and equal opportunity goals and 
report potential concerns. 

• Act as the affirmative action liaison between the office, MMB, and the Governor's Office. 

• Determine the need for affirmative action training within the office. Developtraininggoals and 
content with internal and external resources. 
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• Review and recommend changes in policies, procedures, programs, and physical 
accommodations to implementaffirmative action and equal opportunity. 

• Develop innovative programs to attract and retain individuals from protected groups in the 
office. 

• Support and participate in the recruitment of individuals of protected groups for employment, 
promotion, and training opportunities. 

• Manage the office's pre-hire review process. 

• Review requests for non-affirmative non-justified hires in the Monitoring the Hiring process and 
refer unresolved issues to the Commissioner for final decision. 

• Ensure supervisors and managers are making affirmative efforts to recruit and retain 
candidates and employees from protected groups. 

• Oversee the administration of the Americans with Disabilities ActTitle I and Title II. 

• Receive requests for ADA accommodations and work with appropriate supervisors, unions, etc. 
to approve or deny the request, or provide alternative accommodations. 

• Maintain records of requests for reasonable accommodations. 

• Oversee the administration of diversity recruitment. 

• Complywith the state-wide and office anti-discrimination and anti-harassment policies. 

Accountability 

The Affirmative Action Officer is accountable to the Chiefof Staff for program impacts and for ongoing 
program activities and direction . The Affirmative Action Officer ensures that aggregated data and 
trends of complaints of illegal discrimination in hiring are provided and shared with leadership on a 
quarterly basis. 

Name of individual(s) responsible 

Name: Sue Vrooman Email: sue.vrooman@ag.state .mn.us 

Title : Human Resources Director Phone: (651) 757-1057 
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C. Affirmative Action Officer Designee(s) 

Responsibilities 

Designees are responsible for the implementation of the office's Affirmative Action Plan at their 
facility/work location. Each designee is directly accountable to the office's Affirmative Action Officer 
for matters relating to affirmative action. 

Duties 

The duties of Affirmative Action Designees include, but are not limited to: 

• Fulfill all affirmative action reporting requirements by submitting standard reports. 

• Ensure dissemination of all relevant affirmative action information to appropriate staff. 

• Serve as ex-officio member of the Employee Resource Group ( ERG) diversity committee at their 
work and/or participate in the office's diversity or equity committee. 

• Determine the need for diversity training and recommend training at their respective work 
location. 

• Review policies, procedures, and practices to recommend changes to the Affirmative Action 
Officer. 

• Partner with the office's recruitment team at their work locations. 

• Comply with the statewide and office anti-discrimination and anti-harassment policies. 

Accountability 

The Affirmative Action Designee is accountable to the Affirmative Action Officer/Human Resources 
Director on matters pertainingto Affirmative Action and Equal Opportunity. 

Name of individual(s) responsible 

Name: K.C. Moua Email: kc.moua@ag.state.mn.us 

Title: Personnel Assistant Phone: (651) 757-1279 

D. Human Resources Director or Designee(s) 

Responsibilities 

The Human Resources Director or Designee is responsible for ensuring equitable and uniform 
administration of all personnel policies, in conjunction with the office ADA Coordinator, to ensure 
timely responses to all Americans with Disabilities Act (ADA) requests for reasonable accommodations 
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to remove barriers to equal employment opportunity with the office. HR Director or Designee is 
responsible for assisting managers and supervisors in human resources management activities. 

Staff within Human Resources who work on affirmative action and diversity issues are accountable to 
the HR Director or Designee. 

Duties 

The duties of HR Directors include, but are not limited to: 

• Maintain effective working relationships with office affirmative action officers and designees. 

• Provide leadership to HR staff and others to ensure personnel decision-making processes 
adhere to equal opportunity and affirmative action principles. 

• Provide guidance in the development and use of selection criteria to ensure they are objective, 
uniform, and job related. 

• Assist in recruitment and retention of protected groups and notify managers and supervisors of 
existing disparities. 

• Ensure an Affirmative Action Pre-hire Review process is implemented and followed by hiring 

managers and supervisors in collaboration with the Affirmative Action Officer. 

• Initiate and report on progress made with program objectives contained in the Affirmative 
Action Plan. 

• Ensure that the reasonable accommodation process is implemented and followed for all 
employees and applicants in need of reasonable accommodation. 

• Assist supervisors, managers, and the Affirmative Action Officer in recruitment of protected 
group members through career and job fairs and other efforts, as well as in selection and 
retention of protected group members. 

• Assist supervisors, managers, affirmative action officers, and human resources staff in the 
creation of supported worker positions. These positions help reduce office costs by diverting 
supportive employment duties from higher skilled workers to supported worker positions. This 
can improve employee morale and retention of individuals with disabilities in integrated 
employment. 

• Request assistance from MMB to support diversity recruitment efforts, as well as the retention 
of protected group members in hard-to-fill or executive level positions. 

• Include responsibility statements for affirmative action/equal employment opportunity in 
position descriptions and annual performance objectives. 

• Comply with the state-wide and office anti-discrimination and anti-harassment policies. 

Accountability 

HR staff are accountable to the Chiefof Staff and HR Director. 
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Name of individual(s) responsible 

Name: Sue Vrooman Email: sue.vrooman@ag.state.mn.us 

Title: HR Director Phone: (651) 757-1057 

Name: K.C. Moua 
Email: kc.moua@ag.state.mn.us 

Title: Personnel Assistant 
Phone: (~51) 757-1279 

E. Americans with Disabilities Act Title I Coordinator 

Responsibilities 

The Americans with Disabilities Act (ADA) Title I Coordinator is responsible for ensuring the office's 
compliance with the ADA Title I - Employment, in accordance with the ADA- as amended, and the 
Minnesota Human Rights Act. 

Duties: 

The duties of the ADA Title I Coordinator include, but are not limited to : 

• Provide guidance, coordination, and direction to office management on the ADA. The office 
develops and implements policies, procedures, and practices to ensure office employment 
practices and programs are accessible and nondiscriminatory. 

• Provide training, technical guidance, and consultation to office management and staff on 
compliance and best practices for hiring and retaining individuals with disabilities, as well as the 
provision of reasonable accommodations to employees and job applicants. 

• Track and facilitate requests for reasonable accommodations for job applicants and employees, 
as well as members of the public accessing office services, and report reasonable 
accommodations annually to MMB. 

• Research case law rules and regulation and update leadership on evolving ADA issues. 

• Ensure compliance with ADA reporting according to state and federal requirements. 

• Submit reasonable accommodation reimbursement under the guidelines of the state-wide 
accommodation fund. 

• Provide reasonable accommodations to qualified individuals (as defined by ADA) with known 
physical or mental disabilities, to enable them to compete in the selection process, perform 
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essential functions of the job, and/or enjoy equal benefits and privileges. The ADA Coordinator, 
in consultation with the employee and supervisor, and other individuals involved must: 

o Discuss the purpose and essential functions of the job and complete a step-by-step job 
analysis; 

o Determine the precise job-related 1 imitations; 

o Identify potential accommodations and assess the effectiveness each would have in 
allowing the employee to perform essential functions of the job; and 

o After discussion and review, select and implement the accommodations that are 
appropriate for both the employee and the employer using the Reasonable 
Accommodation Agreement. 

• Comply with the state-wide and office anti-discrimination and anti-harassment policies. 

Accountability: 

The ADA Title I Coordinator is accountable to the Chief of Staff. 

Name of individual(s) responsible 

Name: Sue Vrooman Email: sue.vrooman@ag.state .mn.us 

Title: HR Director Phone: (651) 757-1057 

F. Americans with Disabilities Act Title II Coordinator 

Responsibilities 

The Americans with Disabilities Act (ADA) Title II Coordinator is responsible forensuringthe office's 
compliance with the ADA Title II- PublicServices, in accordance with the ADA as amended, and the 
Minnesota Human Rights Act. 

Duties: 

The duties of the ADA Title II Coordinator include, but are not limited to: 

• Provide guidance, coordination, and direction to office management on the ADA. The office 
develops and implements policies, procedures, and practices to ensure office employment 
practices and programs are accessible and nondiscriminatory. 

• Provide training, technical guidance, and consultation to the office's management and staffon 
compliance, obligations, and best practices with regards to members of the public with 
disabilities, as well as the provision of reasonable modifications for visitors. 
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• Track and facilitate requests for reasonable modifications for members of the public accessing 
office services. Report reasonable modifications annually to MMB. 

• Research case law rules and regulation and update Executiveteamon evolvingADAissues. 
Meet bi-annually with state ADA Coordinators and learn updates and share practices on ADA. 

• Ensure compliance with ADA reporting according to state and federal requirements. 

• Provide reasonable modifications to members of the public (as defined by ADA) with known 
physical or mental disabilities, to ensure equal access and privileges to programming and 
services. The ADA Title II Coordinator will consult with the member of the public in need of a 
modification and: 

o Discuss the purpose and essential functions of the reasonable modification. 

o Identify the potential modifications and assess the effectiveness of each request. 

o After discussion and review, select and implement the modifications that are 
appropriate for both the memberof the public and the office. 

o Document this review and reported in the State ADA Annual Report. 

• Comply with the state-wide and office anti-discrimination and anti-harassment policies. 

Accountability: 

The ADA Title II Coordinator is accountable to the Chief of Staff. 

Name of individual(s) responsible 

Name: Sue Vrooman Email: sue.vrooman@ag.stat e.mn.us 

Title: HR Director Phone: (651) 757-1057 

G. Senior Managers and Executive Team Leaders 

Responsibilities 

Office senior managers and executive team leaders are responsible for implementing all aspects of the 
office Affirmative Action Plan and the office's commitmentto affirmative action and equal opportunity. 

Duties 

The duties of senior managers and executive team leaders include, but are not limited to: 
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• Identify problem areas and eliminate barriers that prevent equal employment opportunity within 
the office. 

• Communicate the equal opportunity employment policy and the affirmative action program and 
plan to all employees. 

• Assist the Affirmative Action Officer in periodic audits of hiring and promotion patterns to remove 
obstacles to attaining affirmative action goals and objectives. 

• Hold regular discussions with managers and employees to ensure the office's equal employment 
opportunity policies are beingfollowed. 

• Inform and evaluate managers on their equal employment opportunity efforts and results, in 
addition to other job performance criteria. 

• Comply with the statewide and office anti-discrimination and anti-harassment policies. 

Accountability 

Senior managers and executive team leaders are accountable directly to the Attorney General, Chief 
Deputy Attorney General, and Chiefof Staff. 

Name of individual(s) responsible 

Name: John Keller Email: john.keller@ag.state.mn.us 

Title: Chief Deputy Attorney General Phone: (651) 757-1057 

H. All Employees 

Responsibilities 

All employees are responsible for conducting themselves in accordance with the State of 
Minnesota's policy of equal employment opportunity. This includes refraining from any actions that 
would subject any employee to negative treatment on the basis of race, creed, color, sex (including 
pregnancy), national origin, age, marital status, familial status, disability, sexual orientation, gender 
expression, gender identity, reliance on public assistance, membership or activity in a local human 
rights commission, religion, political opinions, or affiliations. Employees who believe they have 
been subjected to such discrimination or harassment are encouraged to use the office's complaint 
procedure. 

Duties: 

The duties of all employees include, but are not limited to: 

• Exhibit an attitude of respect, courtesy, and cooperation toward colleagues and the public. 
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• Refrain from any actions that would adversely affect a colleague on the basis of their race, 
creed, color, sex (including pregnancy), national origin, age, marital status, familial status, 
disability, sexual orientation, gender expression, gender identity, reliance on public 

assistance, membership or activity in a local human rights commission, religion, political 
opinions, or affiliations. 

• Comply with the state-wide and office anti-discrimination and anti-harassment policies. 

Accountability: 

Employees are accountable to their designated manager and indirectly to the Attorney General. 

All employees are responsible for conducting themselves in accordance with the Affirmative 
Action Plan. 

Communication of the Affirmative Action Plan 
Minnesota Administrative Rules, part 3905.0400, subpart 1, item D and Minnesota Administrative Rules, 

part 3905.0400, subpart 1, item E 

The following information describes the methods that the office takes to communicate the 
Affirmative Action Plan to employees and the general public: 

Internal Methods of Communication 

• Internal memorandum. Office leadership or the Affirmative Action Officerwill send an 
internal memo to office employees each year. This message identifies the location of 
the Affirmative Action Plan and the employees' responsibility to read and understand it. 

It also indicates the employees' responsibility to support and implement equal 
opportunity and affirmative action. 

• Intranet. The office's Affirmative Action Plan is available to all employees on the office's 
internal website at https ://intranet.ag.state.mn.us/ and in print to anyone who requests 
it. As requested, the office will make the plan available in alternative formats. 

• Printed copy. A physical copy of the Office's Affirmative Action Plan is available to 
employees at the fol Iowing address: 

Office of the Attorney General 
Human Resources Office 

445 Minnesota Street, Suite 1400 
St. Paul, MN 55101 

• Signage. Nondiscrimination and equal opportunity statements and posters are 
prominently displayed in areas frequently used by employees. 
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External Methods of Communication 

• Public website. The office's Affirmative Action Plan is available on the office's public 
website at https :ljwww.ag.state .mn .us/. Printed copies are available to anyone who 
requests it. As requested, the office will make the plan available in alternative formats. 

• Equal opportunity employer language. The office's website homepage, letterhead, 
publications, and al I job postings, includes the statement "the Attorney General's Office 
is an equal opportunity employer."The office will also ensure a representative ratio of 
diversity is on all marketing materials. 

• Signage. Nondiscrimination and equal opportunity statements and posters are 
prominently displayed in common public areas. Examples of posters displayed include: 
Equal Employment Opportunity is the Law, Employee Rights under the Fair Labor 
Standards Act, and the Americans with Disabilities Act Notice to the Public. 

• A physical copy of the Office's Affirmative Action Plan is avai I able to contractors, 
vendors, and members of the public at the following address: 

Office of the Attorney General 
Human Resources Office 
445 Minnesota Street, Suite 1400 
St. Paul, MN 55101 
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Job Category Analysis 
Minnesota Administrative Rules 3905.0600 Subp 3.A and Minnesota Administrative Rules 3905.0600 

Subp 3.B 

The office conducted a Job Category Analysis to determine the percent of protected group 

employees in each job category. The job category analysis listsjob class titles in each Equal 
Employment Opportunity (EEO) job category at the office. A job classification is a group of one 
or more positions with similarduties and responsibilities. These classifications help clarify 
positions within the class so the same schedules of pay can be applied with equity to all 

positions in the class that fall underthe same, or substantially the same, employment 
conditions. 

Determining Availability 
MS 43A.19(b), MS 43A.19(c), Minnesota Administrative Rules 3905.0600 Subp 1, Minnesota 

Administrative Rules 3905.0600 Subp 2, Minnesota Administrative Rules 3905.0600 Subp 3C, and 
Minnesota Administrative Rules 3905.0600 Subp 3D 

For purposes of this Affirmative Action Plan, "availability" means an estimated percentage of 
qualified females, racial/ethnic minorities, or individuals with disabilities in the relevant labor 
market who are available for positions in each job category at a state office. 

The office used the United States Census Bureau's 2014-2018 American Community Survey, 

which is the most current statistical information available at the time of developing this 
Affirmative Action Plan. 

The office used the American Community Survey statistical data for external availability and 
feeder job statistics of employees for internal availability. For affirmative action purposes, 
"feeder job" means staffed positions within the office that can be promoted and/or transferred 
into/within EEO job categories (referto Appendix D. Feeder Jobs for details). 

These external and internal factors are weighted according to the office's past hiring patterns 
and/or future recruitment focus to obtain the final availability ( Refer to Appendix D. Feeder 
Jobs and Appendix E. DeterminingAvailabilityfordetails). 
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Utilization/ Availability Analysis, Establishment of Goals, and 
Timetables 
Minnesota Administrative Rules 3905.0400 Subp 1 Item G, Minnesota Administrative Rules 3905.0600 
Subp 3, Minnesota Administrative Rules 3905.0600 Subp 4, Minnesota Administrative Rules 3905.0600 

Subp 5, and Minnesota Administrative Rules 3905.0600 Subp 6. 

Utilization is an analysis of affirmative action and equal opportunity employment data used to 
assess the available workforce for a given state. As explained in the previous section, 
"avai I abi I ity" means an estimated percentage of qua I ified females, racial/ethnic minorities, or 
individuals with disabilities in the relevant labor market who are available for positions in each 
job category at a state office . 

Through the utilization and availability analysis, the office has determined which job categories 
are underuti Ii zed forfemales, racial/ethnic minorities, and individuals with disabilities in the 
office and has set hiring goals for the next two years. Hiring goals are objective and used for 
making good faith efforts for al I aspects of the affirmative action program. Effective hi ring goals 

are strategic, actionable, and measurable efforts the office is committed to pursuing and 
implementing in 2020-2022. 

The goals are not quotas, nor do they require protected group status-based hiring preferences. 
They are aspirational goals so that the office makes good faith efforts to remove barriers to 
equal employment opportunity. 

The office used the whole person rule to establish a hiring goal. This means when the actual 

representation percentage of females, racial/ethnic minorities, or ind ividuals with disabilities is 
less than reasonably would be expected given the workforce participation in the labor market 
area, and that difference is at least one whole person (more than 1), then a goal is established 
for that job category. 

When a hiring goal for a job category is established, a percentage goal equal to the final 

availability percentage is calculated for females, racial/ethnic minorities, and individuals with 
disabilities in that job category. 

In Table 2. Hiring Goals by Job Category and Protected Group, if a protected group in a job 
category shows "Monitor," the office will proactively make good faith efforts to recruit external 
qualified protected groups. The office will 9lso train and retain employees in the job category to 
help prevent underutilization due to an employee move or attrition. 

Refer to Appendix F. Utilization-Goals for details for underutilization and hiring goals. 

Table 2. Hiring Goals by Job Category and Protected Group is a summary of hiring goals by job 

category and protected group. The actions the office will take to address these hiring goals will 
be described in Corrective Actions and Action-Oriented Programs section. 
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Table 2. Hiring Goals by Job Category and Protected Group 

Job Categories 
Females 
Establish 
Goals? 

Females 
If Yes, 

Goals for 
FY 2020-

2022 

Racial/ 
Ethnic 

Minorities 
Establish 
Goals? 

Racial/ 
Ethnic 

Minorities 
If Yes, 

Goals for 
FY 2020-

2022 

Individuals 
with 

Disabilities 
Establish 
Goals? 

I ndividua Is 
with 

Disabilities 
If Yes, 

Goals for 
FY 2020-

2022 

Officials/Administrators Yes 56.03% 

Professionals Monitor Yes 7.37% 

Para-Professionals Yes 84.23% 

Administrative Support 

Progress and Personnel Activity Reports 
MS 43A.19 Subd. l(a)(3) for separations, and Minnesota Administrative Rules 3905.0400 Subp. 1 Item I 

The progress report examines hiring goals established in the prior Affirmative Action Plan. As a 

part of the office's monitoring practices, the office evaluated if it met the hiring goal(s) 
established in the prior Affirmative Action Plan (refer to Appendix A. Progress Report). 
However, the agency did not have hiring goals in any job categories and protected groups in the 
prior Affirmative Action Plan. 

Separation results were evaluated to identify potential action area(s) to establish retention 
strategies for the 2020-2022 plan year (referto Appendix B. Separation Analysis). 

Identification of Areas for Further Monitoring 
Minnesota Administrative Rules 3905.0400 Subp. 1 Item H and I 

Monitoring personnel activity helps agencies monitor progress in meeting hiring goals. Data 
from the previous plan period can help indicate when changes to program efforts are 

appropriate. 

Workforce Snapshot 

In Appendix F. the Utilization Goals worksheet indicates if a job category by protected group is 
underutilized. 
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Area(s) in the office's workforce that require further monitoring appear in the "Establish 
Goals?" column as: 

• "Yes": there is underutilization. 

• "Monitor": the office needs to monitor the job it may be underutilized where employee 
movement occurs. 

Corrective Actions and Action-Oriented Programs will be followed to address the identified 
placement goal(s). 

Personnel Activities 

Progress Reports 

The office did not have goals established in the prior Affirmative Action Plan. 

Separations 

Appendix B. Separation Analysis shows the results by separation type and the protected group 
during the prior Affirmative Action Plan period. The separation percentages were derived 
within the separation type by protected group to identify impact on protected group members. 
There are two examinations in this worksheet: 

1. The total percentage indicates the percentage by separation type. For example, if there 

were 15 separations in total. Of those separations, 10 employees separated due to 

dismissal or non-certification. The dismissal or non-certification percentage is 66.67% 

(10 divided by 15). 

2. The "percentage type 1
" in Appendix B. Separation Analysis indicates percentages by 

protected group within a separation type. For example, if there were 10 separations by 

dismissal or non-certification in total. Of those separations, eight were female 

employees. The female dismissal or non-certification separation is 80.00% (8 divided by 

10). 

Corrective Actions and Action-Oriented Programs will be followed to address the identified 
area(s) to monitor/focus. 
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Corrective Actions and Action-Oriented Programs 
Minnesota Administrative Rules 3905.0400, Subp. 1, Item H 

The office's Affirmative Action Program is designed to implement the provisions of this 
Affirmative Action Plan and meet requirements found in Minnesota Statutes section 43A.191, 
subdivision 2. These Action-Oriented Programs are carried out throughout this Affirmative 
Action Plan period. 

Corrective Actions 
This section identifies ways the office will eliminate barriers, provide corrective actions, and 
make good faith efforts toward the affirmative action goals for underutilized protected groups 
(broken down by specific job categories). 

The office developed the below action-oriented programs specificto the job 
category/protected group(s) identified in the "Identification of Areas for Further Monitoring" 
section supported by the "Utilization/Availability Analysis, Establishment of Statement of Goals, 
and Timetable" and "Progress Reports and Personnel Analyses sections." 
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Table 3. Areas of Further Monitoring and Corrective Actions 

Areas for Further Monitoring 

Officials/Administrators 

• The office is underutilized in 
females in this job category 

Corrective Actions 
The office is underutilized in the female category of 

Officials/Administrators, which is made up of managerial 
staff. 

•The office has already made progress in this category as 
a female minority was hired as a Deputy Attorney 
General after the reporting period of this Plan. 

• By June 30, 2021, develop an awareness strategy with 
executive leadership, deputies and managers for 
females in the officials/administrators job category to 
prepare for promotional opportunities. 

• Assess appointment summary data on a quarterly basis 
and compare the data to the prior quarter in orderto 
ensure that the office is maintaining its goals in this 
category. 

• Immediately review office exit survey data for females 
and analyze data for common reasons for leaving, 

identify areas for improvement, communicate data to 
leadership, and develop and implement positive change 
based on survey data. Immediately develop a plan to 
address any significant issues that are discovered. 

• By December 31, 2020, establish a method to 
disseminate exit survey data to division managers. 

• By December 31, 2020, mitigate any biases that may 
exist in the recruiting/selection process by providing 

"Inclusive Hiring Practices" trainingto all leadership, 
executives and managers involved in the hiring process. 

• Immediately review/evaluate job announcements, both 
internally and externally, to eliminate non-inclusive 
language. 

• By December 31, 2020, develop a standardized list of 
questions for all job applicants in order to minimize bias .. 
and promote equal opportunity. 

• By December 31, 2020, develop a plan to ensure 
managers are proactively contributing to the success 
and retention of female attorneys by helpingthem 
achieve the goals gleaned through one-on-one meetings 
and the annual review process. 

• Enhance outreach efforts by immediately researching 
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Areas for Further Monitoring 

Professionals 

•The office is underutilized in 
racial/ethnic minorities in this 
job category 

• The office needs to "monitor" 
females in this job category 
because underutilization may 
occur by employee movement 
or if there are additional 
hi res/promoti ans of males in 
this category 

Corrective Actions 

opportunities to post job announcements to women 
focused recruiting sites. 

The office is underutilized in the racial/ethnic minorities 
category of Professionals, which is made up of Assistant 
Attorneys General. 

• By December 31, 2020, create formal, year-round law 
clerk and internship positions with all MN law schools 
and any key staff and student groups that support racial 
and ethnic minorities. Actively recruit racial/ethnic 
minorities to be used as a feeder program for entry level 
attorney positions. 

• By December 31, 2020, contact offices of equity and 
diversity at a minimum of ten targeted law schools on at 
least a quarterly basis to attract qualified candidates, as 
well as network with numerous student associations 
and organizations to encourage protected group 
candidates to consider the office for employment. 

• By December 31, 2020, mitigate any biases that may 
exist in the recruiting/selection process by providing 
"Inclusive Hiring Practices" training to all leadership, 
executives and managers involved in the hiring process. 

• By December 31, 2020, develop a standardized I ist of 
questions for al I job applicants in order to minimize bias 
and promote equal opportunity. 

• By December 31, 2020, develop a plan to ensure 
managers are proactively contributing to the success 
and retention of racial/ethnic minority attorneys by 
helpingthem achieve the goals gleaned through one-on-
one meetings and the annual review process. 

• By December 31, 2020, and at least every three years, 
communicate with employees that the office collects 
summary data to make determinations about where we 
need to improve in terms of recruitment, selection, or 
retention of racial/ethnic minorities and individuals with 
disabilities, and encourage self-identification. 

• By June 30, 2021, develop a mentor program to support 
career development of racial and ethnic minority 
attorneys. 
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Areas for Further Monitoring Corrective Actions 

Professionals (continued) • Although there were a very small number of 
racial/ethnic minority separations in this category, we 
will continue to review office exit survey data in a timely 

manner for racial/ethnic minorities and analyze data for 
common reasons for leaving, communicate data to 
leadership, and develop and implement positive change 

based on survey data. Any significant issues will be 
addressed immediately. 

• Continue to partner with the AGO's Hiring, Recruitment 
and Diversity Committee to carry out recommendations 
including affinity AGO group memberships. 

• Immediately begin posting employment opportunities 
on the LOCUS site. LOCUS is a private Facebook group 
of nearly 5,500 professionals across Minnesota from the 

following communities: Black, Indigenous, and People of 
Color. The group actively promotes employment 
opportunities across their individual and professional 
networks on a daily/weekly basis. 

• By June 30, 2021, deepen partnerships with state bar 
affinity associations by ensuring either direct 
membership by one or more members of the Attorney 
General's Office (AGO), and at least annual direct 

outreach by the Attorney General, or his designee from 
leadership. Evaluate the success of these activities at the 
end of this plan year. 
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Areas for Further Monitoring Corrective Actions 

Professionals Although there is no underutilization of females in this job 

• The office needs to "monitor" 
category, it is an area that potentiallywill be underutilized 

females in this job category 
because underutilization may 

if protected group members separate or if there are 
additional hires/promotions of males in this category. 

occur by employee movement • Assess appointment summary data and movement data 
or if there are additional on a quarterly basis and compare the data to the prior 
hires/promotions of males in quarter in order to ensure that the office is maintaining 
this category its goals in this category. 

• By December 31, 2020, develop a plan to ensure 
managers are proactive ly contributing to the success 
and retention of female attorneys by helpingthem 
achieve the goals gleaned through one-on-one meetings 
and the annual review process. 

• By December 31, 2020, conduct a manager training on 
sexual harassment & sexual discrimination. 

• By December 31, 2020, conduct an office-wide training 
on sexual harassment and sexual discrimination. 

• By June 30, 2021, develop a mentor program to support 
career developmentoffemale attorneys. 

Para-Professionals The office is underutilized in the female category of Para-
Professionals, which is made up of a wide variety of IT, 

• Females are underutilized in paralegal, investigative, and other professional level 
this category positions. 

• Of the total numberof • Immediately review office exit survey data for females 
separations in this category and analyze data for common reasons for leaving, 

there was a disproportionately identify areas for improvement, communicate data to 
higher number of female leadership, and develop and implement positive change 
resignations based on survey data. Immediately develop a plan to 

address any significant iss·ues that are discovered. 

• By December 31, 2020, establish a method to 
disseminate exit survey data to division managers. 

• By December 31, 2020, mitigate any biases that may 
exist in the recruiting/selection process by providing 
"Inclusive Hiring Practices" trainingto all leadership, 
executives and managers involved in the hiring process. 
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Areas for Further Monitoring Corrective Actions 

Para-Professionals • Immediately review/evaluate job announcements, both 
(continued) internally and externally, to eliminate non-inclusive 

language. 

• By December 31, 2020, develop a standardized list of 
questions for all job applicants in order to minimize bias 
and promote equal opportunity. 

• Contact offices of equity and diversity at colleges on an 
ongoing basis in order to attract qualified candidates, as 
wel I as network with numerous student associations and 
organizations to encourage protected group candidates 
to consider the office for employment. 

• Immediately begin sendingjob announcements to the 
Workforce Community Email List, which will result in job 
openings being distributed directly to statewide 
organizations and individuals servingwomen, minorities, 
individuals with disabilities, and veterans. 

• By June 30, 2021, the office will develop a framework to 
be used to identify development needs for individual 
staff which could lead to promotional opportunities. 

• Enhance outreach efforts by immediately researching 
opportunities to post job announcements to women 
focused recruiting sites. 

• Immediately repost job announcements if qualified 
female applicants are underrepresented in the applicant 
pool. 

Persons Responsible for Corrective Actions: 

• Executive Leadership, Deputy Attorneys General, Division Managers, Affirmative Action 
Officer, Personnel Assistant 
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Other Action-Oriented Programs 

This section provides an overview of the office's general efforts and actions to ensure equal 
opportunity. The office has reviewed barriers to hiring and identified recruitment strategies, 
processes, and training to address underutilization forth is plan year. 

Barriers 

The office has constraints to address underutilization and areas for monitoring identified in the 
previous section. 

• Limited anticipated number of open positions in this plan year due to hiring 
freeze/pause. 

• Limited anticipated number of open positions or promotional opportunities in the 
Officials/Administrators category due to small total number of employees in the 
category and anticipated lack of movement or separation. 

• Limited outreach due to unanticipated budget deficiencies. This wil 11 imit our outreach 
and effectiveness of recruitment efforts (lack of ability to attend costly job fairs, postto 
costly job boards, etc.). 

• Unwillingness of employees to self-identify, including individuals with disabilities. This 
will affect the representation of employees in this protected group. 

• Lack of staffing and resources in the Human Resources office to fulfill all objectives. 

Recruitment and Processes 

The office takes the following actions to improve recruitment and increase the number of 
qualified females, racial/ethnic minorities, and individuals with disabilities in the applicant pool: 

• Recruit attorneys from the MN Affinity Bar Associations, Twin Cities Diversity in Practice, 
the StarTribune Diversity Network, and othercommunity partners. 

• Place advertisements of classified job opportunities through the State of MN Careers 
website (https://mn.gov/mmb/careers/search-for-jobs/). 

• Continue to consider females, racial/ethnic minorities, and individuals with disability 
applicants for all positions for which they qualify. 

• Continue to consider C700 applicants for al I classified positions for which they qua I ify. 

• Interview equally proportionate numbers of applicants in protected groups as compared 
to non-protected group members. 

• Continue to participate and expand our participation if possible, in job fairs to recruit 
females, racial/ethnic minorities, and individuals with disabi Ii ties. Job fairs the office 
participated in during the prior plan year: 

o 2020 Career & Internship Fair College of Social & Behavioral Sciences 

o University of Minnesota Job & Internship Fair 
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o 2020 Careers in Law Fair - University of Minnesota 

o Government& Nonprofit Career Fair UMN/AII Colleges 

o Metro State's 2019 Diversity Networking and Job Fair 

• Continue to use the expanded equal employment opportunity language on all job 
postings and advertisements which states: "The Attorney General's Office greatly 
encourages, celebrates and values diversity. It is an equal opportunity employer which 
does not discriminate on the basis of race, creed, color, national origin, religion, sex, 
marital status, sexual orientation, gender identity, age, disability, or military status." 

• Review/evaluate job postings to eliminate non-inclusive language. 

• Leverage the assistance of the Hiring, Recruitment and Diversity Committee in providing 
recommendations for improvement that align with and support the Attorney General's 
mission to hire and retain a staff that is diverse in personal background, gender, race, 
ethnicity and sexuality. 

• Encourage employees to refer members of protected groups in their networks to the 
office for potential employment. 

• Network with offices of equity and diversity and student associations at colleges to 
attract qualified candidates for employment. 

• Recruit AGO staff to participate and be active directly in affinity bar groups. 

• The Attorney General or his designee will conduct outreach at least once per year to 
affinity bar groups. 

Persons Responsible: 

• John Keller, Chief Deputy Attorney General 

• Sue Vrooman, HR Director 

• K.C. Moua, Personnel Assistant 
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Retention 

The office will take the following actions to improve retention of females, racial/ethnic 
minorities, and individuals with disabilities: 

• Conduct exit interviews and surveys, analyze the data, and immediately address 
identified concerns. 

• By December 31, 2020, develop a plan to ensure managers are proactively contributing 
to the success and retention of protected groups by helpingthem achieve the goals 
gleaned through one-on-one meetings and the annual review process. 

• leverage the assistance of the Hiring, Recruitment and Diversity and Training 
Committees to implement a method to create and promote employee development 
opportunities. 

• Create an inclusive workplace by providingfrequenttraining and modeling appropriate 
workplace behavior. 

• Ensure an inclusive work environment and equal opportunities for all employees. 

• Work to implement methods to gather employee feedback to learn more about what 
improvements employees would like to see in workplace culture. 

• Continue to provide brown bag lunch presentations fora II staff for both informational 
purposes and to promote promotional opportunities. Presentations are given by 
section deputies and/or division managers to provide an overview of the work of each 
of their sections/divisions. 

• Support the creation of affinity groups within the office for employees in protected 
classes. 

• Promote the use of the Employee Assistance Program as a tool to resolve conflicts in the 
workplace. 

Persons Responsible: 

• John Keller, Chief Deputy Attorney General 

• Donna Cassutt, Chief of Staff 

• Sue Vrooman, HR Director 

Training 

The office will take the following actions to improve retention of females, racial/ethnic 
minorities, and individuals with disabilities: 

• Continue to provide office-wide training and development opportunities to all 
employees. Examples of trainings provided during this plan year include: 

o Implicit Biases and Microaggressions in the Workplace, presented by Anne 
Phibbs, PhD, founder and president of Strategic Diversity Initiatives. 
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o Movingfrom Pain to Power: The Deleterious Impact of Racism and Implicit Bias 
on Everyone, presented by Dr. BraVada Garrett-Akinsanya, a healing and self
care expert. 

o Healing Historical and Racialized Trauma, presented by Resmaa Menakem, a 
healer, author, and trauma specialist. 

• Continue to provide cultural learning opportunities fora II employees to promote 
knowledge, equity, and inclusivity. Examples ofo.pportunities provided duringthis plan 
year includes: 

o Art gallery open housesfeaturingminorityartists' artwork on a rotating basis at 
the State Capitol location. 

o lftar pot-luck celebration and the sharing of facts about Ramadan. 

o Black History Month celebration. 

o National Hispanic Heritage Month luncheon. 

• Provide on-boarding orientations that intentionally include our opportunities and 
support for racial and ethnic minorities and other underrepresented groups. 

• Announce training opportunities to all employees. 

• Broadly announce all promotion and transfer opportunities to all employees. 

• Ensure that al I new hires take required mandatory trainings including sexual 

harassment, discrimination and harassment, respectful workplace, and implicit biases 
and microaggressions in the workplace. 

Persons Responsible: 

• John Keller, Chief Deputy Attorney General 

• Donna Cassutt, Chief of Staff 

• Sue Vrooman, HR Director 

• K.C. Moua, Personnel Assistant 
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Agency Name:
Progress Toward Goals Report
Data Range: 07/01/2018 - 07/05/2020

FEMALES (Promotion includes both promoted into and within the job category.)

Job Category
Prior AAP 

Total Females 
%

Prior AAP Year 
Goals Females 

%
Females 
Hired %

Female 
Promoted %

Actual Females 
Placement (%)

Females
Goal Met? 

Officials/Administrators 50.00% 7.45% blank blank blank blank
Professionals 37.61% 32.48% blank blank blank blank
Para-Professionals 65.74% 37.11% blank blank blank blank
Administrative Support 97.40% 51.31% blank blank blank blank

End of table

Racial/Ethnic Minorities (Minorities) (Promotion includes both promoted into and w    

Job Category Prior AAP 
Total 

Minorities %

Prior AAP Year 
Goals 

Minorities %
Minorities 

Hired %
Minorities 

Promoted %

Actual 
Minorities 

Placement (%)
Minorities
Goal Met? 

Officials/Administrators 3.33% 0.88% blank blank blank blank
Professionals 11.93% 7.04% blank blank blank blank
Para-Professionals 13.89% 7.30% blank blank blank blank
Administrative Support 12.99% 8.28% blank blank blank blank

End of table

Job Category

Prior AAP 
Total 

Individuals 
with 

Disabilities %

Prior AAP Year 
Goals 

Individuals 
with 

Disabilities %

Individuals 
with 

Disabilities 
Hired

%

Individuals 
with 

Disabilities 
Promoted %

Actual 
Individuals with 

Disabilities 
Placement (%)

Individuals with 
Disabilities
Goal Met? 

Officials/Administrators 16.67% 7.00% blank blank blank blank
Professionals 7.34% 7.00% blank blank blank blank
Para-Professionals 12.04% 7.00% blank blank blank blank
Administrative Support 19.48% 7.00% blank blank blank blank

Minnesota Attorney General's Office

Individuals with Disabilities (Promotion includes both promoted into and within the 
job category.)



No need to enter data  All are populated from the previous worksheets

Agency Name: Minnesota Attorney General's Office

Separation Analysis 
Data Range Dates: 07/01/2018 - 07/05/2020

Note: 1 The percentages by protected group within a separation type

Separation Type Total %
Female % 

within Each 
Sep Type1

*Minority % 
within Each 
Sep Type1

Individuals with 
Disabilities % within 

Each Sep Type1

Dismissal or Non-Certification 2.13% 50.00% 50.00% 0.00%
Resignations 70.21% 62.12% 19.70% 6.06%
Enhanced Separation 0.00% 0.00% 0.00% 0.00%
Retirement 20.21% 63.16% 0.00% 26.32%
Death 0.00% 0.00% 0.00% 0.00%
Lay-off 2.13% 50.00% 0.00% 100.00%
Termination without Rights 5.32% 100.00% 60.00% 0.00%
Total Separations 100.00% 63.83% 18.09% 11.70%

end of table

Separation Type Total %
Female % 

within Each 
Sep Type1

*Minority % 
within Each 
Sep Type1

Individuals with 
Disabilities % within 

Each Sep Type1

Dismissal or Non-Certification 11.11% 100.00% 0.00% 0.00%
Resignations 44.44% 50.00% 0.00% 0.00%
Enhanced Separation 0.00% 0.00% 0.00% 0.00%
Retirement 33.33% 66.67% 0.00% 66.67%
Death 0.00% 0.00% 0.00% 0.00%
Lay-off 0.00% 0.00% 0.00% 0.00%
Termination without Rights 11.11% 100.00% 0.00% 0.00%
Total Separations 100.00% 66.67% 0.00% 22.22%

end of table

Separation Type Total %
Female % 

within Each 
Sep Type1

*Minority % 
within Each 
Sep Type1

Individuals with 
Disabilities % within 

Each Sep Type1

Dismissal or Non-Certification 4.17% 0.00% 100.00% 0.00%
Resignations 79.17% 47.37% 5.26% 0.00%
Enhanced Separation 0.00% 0.00% 0.00% 0.00%
Retirement 16.67% 50.00% 0.00% 0.00%
Death 0.00% 0.00% 0.00% 0.00%
Lay-off 0.00% 0.00% 0.00% 0.00%
Termination without Rights 0.00% 0.00% 0.00% 0.00%
Total Separations 100.00% 45.83% 8.33% 0.00%

Total Separations                                      *(Minority = Racial/Ethnic Minorities)

Officials/Administrators

Professionals



end of table

Separation Type Total %
Female % 

within Each 
Sep Type1

*Minority % 
within Each 
Sep Type1

Individuals with 
Disabilities % within 

Each Sep Type1

Dismissal or Non-Certification 0.00% 0.00% 0.00% 0.00%
Resignations 78.26% 63.89% 27.78% 5.56%
Enhanced Separation 0.00% 0.00% 0.00% 0.00%
Retirement 15.22% 85.71% 0.00% 28.57%
Death 0.00% 0.00% 0.00% 0.00%
Lay-off 0.00% 0.00% 0.00% 0.00%
Termination without Rights 6.52% 66.67% 33.33% 0.00%
Total Separations 100.00% 67.39% 23.91% 8.70%

end of table

Separation Type Total %
Female % 

within Each 
Sep Type1

*Minority % 
within Each 
Sep Type1

Individuals with 
Disabilities % within 

Each Sep Type1

Dismissal or Non-Certification 0.00% 0.00% 0.00% 0.00%
Resignations 46.67% 100.00% 28.57% 28.57%
Enhanced Separation 0.00% 0.00% 0.00% 0.00%
Retirement 33.33% 60.00% 20.00% 20.00%
Death 0.00% 0.00% 0.00% 0.00%
Lay-off 13.33% 50.00% 0.00% 100.00%
Termination without Rights 6.67% 100.00% 100.00% 0.00%
Total Separations 100.00% 80.00% 26.67% 33.33%

Para-Professionals

Administrative Support



Agency Name: Minnesota Attorney General's Office

Job Category Analysis: Listing of Job Titles
Data as of: 7/6/2020

Job Code Job Title
8005 Attorney General
8653 Manager 1
8654 Manager 2
8655 Manager 3
8656 Manager 4

end of data end of data
end of data end of data

Blank

End of Table

Job Code Job Title
8636 Assistant Attorney General - S1
8639 Assistant Attorney General - S2
8640 Assistant Attorney General - S3

end of data end of data
end of data end of data

Blank

End of Table

Job Code Job Title
8782 Legal Assistant 1
8783 Legal Assistant 2
8784 Legal Assistant 3
8785 Legal Assistant 4
8786 Legal Assistant 5
8787 Legal Assistant 6
8788 Legal Assistant 7
8789 Legal Assistant 8
8790 Legal Assistant 9

end of data end of data
end of data end of data

Blank

Officials/Administrators                                                                              

Professionals                                                                                                     

Para-professionals                                                                                              



End of Table

Job Code Job Title
427 Legal Secretary

1542 Legal Secretary Senior
3627 Office and Administrative Specialist
3628 Office and Administrative Specialist Intermediate
3629 Office and Administrative Specialist Senior

end of data end of data
end of data end of data

Blank

End of Table

Administrative Support                                                                                   



Agency Name: Minnesota Attorney General's Office
Feeder Jobs and Feeder Group Analysis
Data as of: 7/6/2020

Officials/Administrators

Job Code EEO Category Job Title
Weighted 
Female %

Weighted 
Minority  %

Weighted Indv 
w/Disabl %

8653 Officials/Administrators Manager 1 1.75% 0.58% 0.58%
8654 Officials/Administrators Manager 2 1.75% 0.00% 1.17%
8655 Officials/Administrators Manager 3 4.09% 1.17% 0.00%
8656 Officials/Administrators Manager 4 1.75% 0.00% 1.17%
8640 Professional Assistant Attorney General - S2 6.43% 1.75% 1.75%
8640 Professional Assistant Attorney General - S3 7.60% 0.00% 2.92%
8789 Para-Professionals Legal Assistant 8 2.34% 0.58% 0.00%
8790 Para-Professionals Legal Assistant 9 0.58% 1.17% 0.00%

427 Administrative Support Legal Secretary 36.26% 4.09% 3.51%
1542 Administrative Support Legal Secretary Senior 1.17% 0.00% 0.00%

end of data end of data end of data end of data end of data end of data
Blank Blank Total 63.74% 9.36% 11.11%
End of Table

Professionals

Job Code EEO Category Job Title
Weighted 
Female %

Weighted 
Minority  %

Weighted Indv 
w/Disabl %

8636 Professional Assistant Attorney General - S1 24.68% 3.90% 3.90%
8639 Professional Assistant Attorney General - S2 14.28% 3.90% 3.90%

end of data end of data end of data end of data end of data end of data
Blank Blank Total 38.96% 7.79% 7.79%
End of table

Para-Professionals

Job Code EEO Category Job Title
Weighted 
Female %

Weighted 
Minority  %

Weighted Indv 
w/Disabl %

8782 Para-Professionals Legal Assistant 1 1.55% 0.00% 0.00%
8783 Para-Professionals Legal Assistant 2 0.00% 0.00% 0.00%
8784 Para-Professionals Legal Assistant 3 4.12% 1.55% 2.06%
8785 Para-Professionals Legal Assistant 4 5.67% 2.58% 1.03%
8786 Para-Professionals Legal Assistant 5 12.37% 3.09% 0.52%
8787 Para-Professionals Legal Assistant 6 8.25% 1.03% 1.55%
8788 Para-Professionals Legal Assistant 7 3.61% 2.06% 2.06%
8789 Para-Professionals Legal Assistant 8 2.06% 0.52% 0.00%

427 Administrative Support Legal Secretary 31.96% 3.61% 3.09%
1542 Administrative Support Legal Secretary Senior 1.03% 0.00% 0.00%
1542 Administrative Support Office and Administrative Specialist Inte 10.82% 1.03% 3.09%
3628 Administrative Support Office and Administrative Specialist Seni 1.55% 0.52% 0.00%

end of data end of data end of data end of data end of data end of data
Blank Blank Total 82.99% 15.98% 13.40%
End of Table

Administrative Support

Job Code EEO Category Job Title
Weighted 
Female %

Weighted 
Minority  %

Weighted Indv 
w/Disabl %

427 Administrative Support Legal Secretary 70.45% 7.95% 6.82%
3627 Administrative Support Office and Administrative Specialist 4.55% 0.00% 3.41%
3628 Administrative Support Office and Administrator Specialist Inter 23.86% 2.27% 6.82%

end of data end of data end of data end of data end of data end of data
Blank Blank Total 98.86% 10.23% 17.05%



Agency Name: Minnesota Attorney General's Office

Determining Availability                              (note: *Minority= racial/ethnic minority; **Indiv. W Disabl = Individuals with Disabilities)

Factor
Weight 
Ratio

Raw 
Statistics 
Female

Raw 
Statistics 
*Minority

Raw Statistics 
**Indiv. w 

Disabl

Weighted 
Statistics 
Female

Weighted 
Statistics 
*Minority

Weighted Statistics 
**Indiv. w Disabl Source of Statistics

Reasons for External and Internal Weight 
Ratio

1: External - Percentage of females 
or racial/ethnic minorities with 
requisite skills in the reasonable 
recruitment area.

20.00% 25.20% 5.00% 6.50% 5.04% 1.00% 1.30%

American Community Survey (2014-2018) compiled by the U.S. 
Department of Labor, Bureau of Labor Statistics
Regions: State of Minnesota
COC and COC Title: 0010 Chief Executive and Legislators

Majority of AGO workforce in management 
positions are promoted internally with the 
exception of chief executive positions. 

2: Internal - Percentage of females 
or racial/ethnic among those 
promotable, transferable, and 
trainable with your agency.

80.00% 63.74% 9.36% 11.11% 50.99% 7.49% 8.89%

Employee workforce for the job classifications that constitute 
feeders to this job category.

The value of weight must equal to 
100.00% →

100.00% blank blank Final Avail % 56.03% 8.49% 10.19% Blank Blank

End of table

Factor
Weight 
Ratio

Raw 
Statistics 
Female

Raw 
Statistics 
*Minority

Raw Statistics 
**Indiv. w 

Disabl

Weighted 
Statistics 
Female

Weighted 
Statistics 
*Minority

Weighted Statistics 
**Indiv. w Disabl Source of Statistics

Reasons for External and Internal Weight 
Ratio

1: External - Percentage of females 
or racial/ethnic minorities with 
requisite skills in the reasonable 
recruitment area.

85.00% 38.30% 7.30% 3.10% 32.56% 6.21% 2.64%

American Community Survey (2014-2018) compiled by the U.S. 
Department of Labor, Bureau of Labor Statistics
Regions: State of Minnesota
COC and COC Title: 2100 Lawyers, and Judges, Magistrates, 
and other Judicial

Majority of AGO workforce in the Professionals 
category are externally recruited. 

2: Internal - Percentage of females 
or racial/ethnic among those 
promotable, transferable, and 
trainable with your agency.

15.00% 38.96% 7.79% 7.79% 5.84% 1.17% 1.17%

Employee workforce for the job classifications that constitute 
feeders to this job category.

The value of weight must equal to 
100.00% →

100.00% blank blank Final Avail % 38.40% 7.37% 3.80% Blank Blank

End of table

Factor
Weight 
Ratio

Raw 
Statistics 
Female

Raw 
Statistics 
*Minority

Raw Statistics 
**Indiv. w 

Disabl

Weighted 
Statistics 
Female

Weighted 
Statistics 
*Minority

Weighted Statistics 
**Indiv. w Disabl Source of Statistics

Reasons for External and Internal Weight 
Ratio

1: External - Percentage of females 
or racial/ethnic minorities with 
requisite skills in the reasonable 
recruitment area.

20.00% 0.892 0.083 0.03 17.84% 1.66% 0.60%

American Community Survey (2014-2018) compiled by the U.S. 
Department of Labor, Bureau of Labor Statistics
Regions: State of Minnesota
COC and COC Title: 2145 Paralegals and Legal Assistants

Majority of AGO workforce in the Para-
Professionals category are internal promotions. 

2: Internal - Percentage of females 
or racial/ethnic among those 
promotable, transferable, and 
trainable with your agency.

80.00% 82.99% 15.98% 13.40% 66.39% 12.78% 10.72%

Employee workforce for the job classifications that constitute 
feeders to this job category.

The value of weight must equal to 
100.00% →

80.00% blank blank Final Avail % 84.23% 14.44% 11.32% Blank Blank

End of table

Officials/Administrators

Professionals

Para-Professionals



Factor
Weight 
Ratio

Raw 
Statistics 
Female

Raw 
Statistics 
*Minority

Raw Statistics 
**Indiv. w 

Disabl

Weighted 
Statistics 
Female

Weighted 
Statistics 
*Minority

Weighted Statistics 
**Indiv. w Disabl Source of Statistics

Reasons for External and Internal Weight 
Ratio

1: External - Percentage of females 
or racial/ethnic minorities with 
requisite skills in the reasonable 
recruitment area.

90.00% 0.906 0.077 0.013 81.54% 6.93% 1.17%

American Community Survey (2014-2018) compiled by the U.S. 
Department of Labor, Bureau of Labor Statistics
Regions: State of Minnesota
COC and COC Title: 5720 Secretaries and Adminstrative 
Assistants

Majority of workforce in the Administrative 
Support category are externally recruited through 
MMB competitive placement hiring system. 

2: Internal - Percentage of females 
or racial/ethnic among those 
promotable, transferable, and 
trainable with your agency.

10.00% 98.86% 10.23% 17.05% 9.89% 1.02% 1.70%

Employee workforce for the job classifications that constitute 
feeders to this job category.

The value of weight must equal to 
100.00% →

100.00% blank blank Final Avail % 91.43% 7.95% 2.87% Blank Blank

Administrative Support



Agency Name: Minnesota Attorney General's Office

Utilization Analysis: 
Comparing Incumbency to Availability, Establishing Placement Goals, and Timetable
Table 1

Job Categories
% of Female 

Employees in the Job 
Category

Female Availability %     
Female Establish 

Goals?
If Yes, Goals for FY 

2020-2022

Officials/Administrators 50.00% 56.03% Yes 56.03%
Professionals 37.72% 38.40% Monitor blank
Technicians blank blank blank blank
Protective Services: Sworn blank blank blank blank
Protective Services: Non-sworn blank blank blank blank
Para-Professionals 68.52% 84.23% Yes 84.23%
Office/Clerical 98.92% 91.43% blank blank
Skilled Craft blank blank blank blank
Service Maintenance blank blank blank blank
Totals 64.84% Blank Blank Blank

End of table 1 females
Table 2

Job Categories
% of Racial/Ethnic 

Minority Employees 
in the Job Category

Racial/Ethnic 
Minority Availability 

%     

Racial/Ethnic 
Minority Establish 

Goals?

If Yes, Goals for FY 
2020-2022

Officials/Administrators 12.50% 8.49% blank blank
Professionals 5.26% 7.37% Yes 7.37%
Technicians blank blank blank blank
Protective Services: Sworn blank blank blank blank
Protective Services: Non-sworn blank blank blank blank
Para-Professionals 20.37% 14.44% blank blank
Office/Clerical 10.75% 7.95% blank blank
Skilled Craft blank blank blank blank
Service Maintenance blank blank blank blank
Totals 12.10% Blank Blank Blank

End of table 2 minorities
Table 3

Job Categories

% of Individuals with 
Disabilities 

Employees in the Job 
Category

Individuals with 
Disabilities

State Goals %     

Individuals with 
Disabilities 

Establish Goals?

If Yes, Goals for FY 
2020-2022

Officials/Administrators 15.63% 10.19% blank blank
Professionals 8.77% 3.80% blank blank
Technicians blank blank blank blank
Protective Services: Sworn blank blank blank blank
Protective Services: Non-sworn blank blank blank blank
Para-Professionals 12.96% 11.32% blank blank
Office/Clerical 16.13% 2.87% blank blank
Skilled Craft blank blank blank blank
Service Maintenance blank blank blank blank
Totals 12.68% Blank Blank Blank

FEMALES

RACIAL/ETHNIC MINORITIES

INDIVIDUALS WITH DISABILITIES
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