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DEPART!\1E~T <>F E.\IPL<>YEE RELATH>:\S 
Jrd Flo(,r. Sp<JLe Center BuiiJtng 
++-+Lafayette RtlJJ. St Paul. \1~ 55101 • 61~ ~tl(l-~()16 

August 7. 1987 

Sandra Gardebr1ng, Commissioner 
Department of Human Serv1ces 
4th Floor. Centennial Building 
658 Cedar Street 
St. Paul, MN 55101 

Dear Commissioner Gardebring: 

[\lJJ} A 0 0 Bl~~ 
3rrl Floor 
520 lafayette Road 
St. Paul, MN 55155 

The 1987 Affirmative Action Plan for the Department of Human Services has been 
received, reviewed and approved. We wish to commend you and your staff for a 
good plan which should advance the cause of affirmative action in state 
serv1ce during this year. We look forward to working with you on the 
implementation of your plan. 

' 

Should you require any assistance, please feel free to call. 

S 1 nc_ere ly. /") 

7<11 /"/ . 
y /.-.:o .....- . $.~ ~{JU / ~-2-·L--

a Vega-Pere~1rector ~ 
f.qual Opportunity Division 

f.VP:tmg 

/cc: Mary Jean Anderson 

Attachment 

A~ E<)l'.\L ( li'I'UR I l '-II Y !·.\11'1 < >'t 1-R 
'<t'~--
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/EPARTMENT 

DATE : 

TO : 

FROM 

PHONE 

SUBJECT 

STATE OF MINNESOTA 
of Human SeLvices 

Office Memorandum 
Fel:xuary 3, 1987 

All Department of Human Services 8mployees 

Sandra Gardebdng, Conrnissione~'tJ' 
296-2701 

Equal Opportunity and Affirmative Action 

The Department of Human Services has long had a policy of equal 
opportunity and affirmative action. This policy has my full personal and 
official endorsement. It is particularly important to me because it is so 
closely in keeping with the Department's goal t-.n prorrote individual 
capabilities, rights and dignity. 

It is the policy of DHS to provide equal opportunity in employment and in 
the provision of ser-vices to all per-sons, without r-egard to race, color:-, 
creed, religion, national origin, sex, marital or public assistance 
status, age, disability, political affiliation or Vietnam era veteran 
status. Where women, minority persons, disabled persons or:- Vietnam era 
veterans are underrepresented in our workforce, I am committed to a 
program of affirmative action to achieve their:- full participation in the 
work of the Department. 

This policy requires your active suppoct and involvement in maintaining an 
environment free of discrimination. I e~)ect all managers, Chief 
Executive Officers and supervisors to understand and advance the 
objectives of the Department's Affirmative Action Program. Effor-ts in 
this area will be a factoc in performance evaluation. Mary Jean Anderson 
is the Department's Affirmative Action Director and is assigned 
responsibility f~ administrative direction and implementation. She can 
be reached at 296-3510. At each residential facility, affirmative action 
officers have been designated responsibility f~ implementing this 
policy. The Department's Affirmative Action Plan will be posted on all 
official bulletin boards and will be available far review in the 
Affirmative Action Office, 4th Floor, Centennial Office Building, 
St. Paul, and in the Personnel Offices of each residential facility. 

OUr goal is to see that all persons have the opportunity to work and 
participate in the pr~ams of this Department without regard to personal 
characteristics. Although we have made progress toward a representative 
workforce, rrore remains to be done. I urge you to becorre acquainted with 
the Affirmative Action Plan, and in the spirit of affirmative action, 
contribute to its successful implementation. 





I. 

ORGANIZATION ·-------
This Minnesota Department of Human Services is organized into eleven 
geographic areas of the state and includes a central office and ten 
regional centers. 

The DHS Affirmative Action Direct~ acts as Affirmative Action Officer. 
foe the central office and provides department-wide direction and 
consultation to the Regional Centers. The Chief Executive Officer of 
each facility has responsibility for implementing the Affirmative Action 
Plan and designating a facility Affirmative Action Officer. The following 
individuals are designated Affirmative Action Officers: 

Ah-Gwah-ching: 

Anoka: 

Brainerd: 

Cambridge: 

Faribault: 

Fergus Falls: 

Erma Shantle, 
Ah-Gwah-Ching, 
MN 56430 

Steve ThQ~yt>son 
Anoka-Metro Regional 
Treatment Center 
3300 4th Ave. 
Anoka, MN 55303 

Keith Rernard 
Brainerd Regional 
Human Services Center 
East Oak Street 
Brainerd, MN 56401 

218-547-1250 

422-4150 

218-828-2201 

Shirlee Holyfield 612-689-0011 
Cambcidge Regional 
Human Services Center 
Hwy 293 
Camtridge, MN 55008 

Dave Lenway 501-332-3000 
Faribault Regional 
Center 
Faribault, ,MN 55021 

Doug Boyer 218-739-7200 
Fergus Falls Regional 
Treatment Center 
North Union Ave., 
Box 157 
Fergus Falls, MN 56537-1057 
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MoOse Lake: Earl Schiltz 21R-485-4411 
Moose Lake Regional 
Treatment Center 
1000 Lakeshore Drive 
Moose Lake, MN 55767 

oak Terrace : Cathy Johnson 934-4100 
oak Terrace Nursing HCI'OO 
14500 County Road 67 
Minnetonka, MN 55345 

St. Peter: Jerry Ylinen 507-931-7100 
St. Peter Regional 
Treatment Center 
100 Freeman Drive 
St. Peter, MN 56082 

Willmar: Jo Tha:cpson 612-2 31-5100 
Willmar Regional 
Treatment Center 
Box 1128 
Willmar, MN 56201 
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'ffl· ~ 

7iCSt~; .ri2il'$£llM~4ii.14i&ii£1.t&w:;s.:aJ£t&3~,.;:JL, __ ·i&'<.oiiti£i,.?;"v.#tt!J'±_,. _ ..... -

Human Services 
~fi~~~iv~ -~ction Functional Organi~ation~hart 

Commi~oner J 
__.____ r=--
!Deputy Cammissio~erl 

I
Pers .. on. n. el 1----~Affirmal:lVe ActiojJ::- !Assistant-Catiitlssioner AssiStant ---
Director _L---- Director I Residential Facilities !Commissioner 

I 

I
I 

!Chief Executive Officer~ r 
Residential Facility ---r 
Affirmative Action .I 
Officer Designess ______1 ,--

1

- IAffirmativ~ ~ction I 
Committee (if applicable)! 

Direct line of Authority 

--------------------------------- WOrking Relationship/Liaison 

The chart above outlines the relationship between the people primarily 
responsible for the many facets of DHS's Affirmative Action Program. 
The narrative on the following page describes the affirmative action 
responsibilities of these individuals. 
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RESPONSIBILITIES, DUTIES AND ACCOUNTABILITIES 

I. Commissioner/Deputy Commissioner 

Responsibilities: To oversee and ensure implementation of the 
Department's equal oppoctunity policy and affirmative 
action program including Central Office and 
Residential Facilities, in compliance with existing 
federal and state laws, and regulations. 

Duties: l. 

2. 

3. 

4. 

5. 

6. 

Appoint an Affirmative Action Director. 

Include accountability for the administration of the 
agency's affirmative action plan in his/her position 
description. 

Require Chief Executive Officers, managers and 
supervisors to include responsibility statements for 
affirmative action in their position descriptions and 
annual objectives. 

Take action on complaints of discrimination as 
outlined in the Affirmative Action Plan complaint 
procedure. 

Issue an annual written statement to all employees 
affirming suppoct of the State's equal opportunity 
policy and the Department's Affirmative Action 
Program. 

Make decisions and changes in policy, procedures, or 
acoommodations as may be needed to facilitate 
effective affirmative action. 

Accountability: To the Govecnor. 

II. Affirmative Action Director 

Responsibilities: To administer the Department's affirmative action 
program. 

Duties: 1. Monitor implementation of the Department's affirmative 
action plans. 

2. Investigate alleged discrimination complaints, 
coordinate handling of discrimination charges brought 
against the Department, and maintain a centralized 
record of such charge~. 
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3. Establish annual hiring goals, revise the Deparr~nt's 
AA Plan biennially and complete all civil rights and 
affirmative action reports as required. 

4. Monitor and provide direction and consultation on aa, 
eeo matte~ to Regional Center Chief Executive Officers 
and Affirmative Action Officers. 

5. Ensure that Equal Opportunity and Affirmative Action 
Plan information is disseminated throughout the 
department. 

6. Encourage errployees to make themselves available for 
an exit interview and evaluate exit interview data. 

7. Act as the liaison between the Department and the 
Equal Op~tunity Division of the Department of 
Employee Relations. 

8. Determine the need fer aff irma ti ve action related 
training programs. 

9. Review department policies, procedures, programs, and 
reasonable acoommodations for handicapped persons and 
recommend changes to the Commissioner. 

10. Plan and participate in the recruitment of protected 
group applicants for Department job openings. 

11. Maintain contacts with protected group recruitment 
sources, hold membership in professional and community 
organizations, and keep apprised of new developments 
in the area of affirmative action and equal 
opportunity. 

12. Act as the Department's 504 and Title XX Civil Rights 
Coordinator. 

Accountability: Commissioner/Deputy Commissioner 

III. DHS Personnel Director 

Responsibilities: 

The Personnel Direct~ is responsible for ensuring that personnel policies 
are administered fairly and are uniformly applied to all employees, and 
shall take positive action to remove all barriers to equal employment 
opportunity within the Department. 

Duties: The duties of the Personnel Directoc include, hut are not 
limited to the following: 

1. Make available to the Affirmative Action Directoc all 
records and information data necessary to perform 
affirmative action duties and responsibilities. 
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2. Provide the Affirmative ~ction Director an oppcrtunity 
to participate in decisions regarding personnel 
practices. 

3. Recommend specific annual Affirmative Action program 
objectives and annual hiring goals for the Affirmative 
Action Plan. 

4. Aid in the recruitment of members of protected groups 
and ensure that managers and supervisors are notified 
of existing disparities at the tbne of the employment 
interview. 

5. Recommend changes in policy and procedure to improve 
the Department's ability to achieve affirmative action 
objectives. 

6. Inform the AA Director of discrimination charges 
brought thr.ough a union grievance process and consult 
with the AA Director regarding resolution of the 
grievance. 

Accountability: Commissioner/Deputy Commissioner 

IV. Chief Executive Officer: 

Responsibilities: 

Responsible for overall administration of DHS Affirmative Action 
policies at Regional Center. 

D.lties: 

1. 

2. 

3. 

4. 

Accountability: 

Appoint an Affirmative Action Officer and 504 
Coordinator and notify DHS Affirmative Action Director 
of these designations. 

Resolve internal discrimination complaints and notify 
DHS Affirmative Action Director of all enforcement 
agency charges. 

Ensure that DHS Affirmative Action policies ar.e 
carried out and approve all actions necessary to 
facilitate this. 

Issue an annual'written statement to staff 
communicating suppoct of the affirmative action/equal 
oppcrtunity policies. 

To the Assistant Commissioner - Residential Facilities 
and to the Commissioner. 
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v. Affirmative ~ction Officer/Designee: 

Responsible for implementing and maintaining the facility's 
Affirmative Action Program. 

Responsibilities: 

1. 

2. 

3. 

4. 

5. 

Develop and recommend changes oc inmprovements to the 
AA/EEO progam Chief Executive Officer. 

Manit~ the facility's personnel practices for impact 
on protected groups; complete progress and other 
required repccts. 

Act as liaison with DHS Affirmative Action Director. 

Ensure that affirmative action policies and procedures 
are disseminated to employees, including developing 
and implementing training programs. 

Investigate, mediate and recommend resolution of 
discrimination complaints to the Chief Executive 
Officer. · 

Accountability: To the Chief Executive Officer 

VI. Managers and Supervisors 

Responsibilities: To ensure compliance with statewide and Department 
Affirmative ~ction programs and to ensure equal 
treatment of all employees. 

Duties: 1. Assist the Affirmative Action Director and/or Officer 
in identifying and resolving problems and eliminating 
barriers .which inhibit equal employment opportunity. 

2. Hire and promote qualified protected group members 
where a dispar.ity exists. 

3. Communicate and demonstrate a personal commitment to 
the Department's Affirmative Action policy. 

4. Include responsibility statements foe Affirmative 
Action/Equal Employment opportunity in position 
descriptions, and annual performance objectives. 

6. Assist and make recommendations to the Affirmative 
Action Officer/Director regarding special recruitment 
projects. 

7. Discuss and document training needs and discuss career 
planning goals with each employee during scheduled 
performance evaluations. 

8. Ensure that for all employees under their supervision 
receive an annual Affirmative Action orientation. 
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Accountability: To the Deputy Commissioner, Assistant Commissioner or 
Chief Executive Officers, directly, and to the 
Commissioner, indirectly. 

VII. All Employees 

Responsibilities: 

All employees shall be responsible f~ conducting 
themselves in accordance with the State's Equal 
Employment Oppcrtunity Policy by refraining from any 
actions which would interfere with any employee's work 
performance with respect to race, creed, color, sex, 
nation origin, age, marital status, disability or 
handicap, reliance on public assistance, religion, 
Vietnam Era Veteran status, political opinions or 
affiliations. 8mployees who believe they have been 
subjected to unlawful discrimination are encouraged to 
avail themselves of resource through the Department's 
discrimination complaint procedure. 

-8-





I. A) 

II. A) 

AUDIT AND EVALUATION 

On a quarterly basis the DHS Affirmative ~ction Direct~ and 
residential facility affirmative action officers will: 

1) review goal achievement and hiring op~tunity repocts 
received from the Department of Employee Relations. 

2) infcrm the Commissioner, Supervisors and managers of 
progress or changes in goal achievement status. 

3) evaluate progress with action steps/efforts made during 
the previous quarter to address barriers. 

Annually the residential facility affirmative action officers 
will send to the DHS AA Office an end of the year s~y of the 
following activities: 

1) changes in internal aa/eo procedure or policies. 

2) training and infcrmation sessions conducted that are 
related to aa/eo. 

3) progress toward completion of action steps that were 
established for the year. 

4) recruitment sources identified or protected group 
community ~ganizations contacted. 

5) specialized projects undertaken, such as protected group 
pre-service training, work experience programs, or 
selection criteria revisions. 

6) # and type of discrimination complaints received, both 
inf~mal and formal, and status of resolution (e.g., 
resolved internally, charge filed with enforcement agency, 
no discrimination occurred. 

B. Annually , the residential facility affirmative action officers 
will forward to the AA Director: 

1) completed and signed annual transmittal forms that 
identify facility disparities. 

2) specific action steps for the next fiscal year. 

3) recommendations for improvement in DHS aa/eo policies or 
recommendations for necessary department-wide action 
steps. 

4) annual/interim hiring goals for the next fiscal year, 
based on current disparities. 

5) # of reasonable accommodation requests received and 
approved or denied. 
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C) Annually the AA Directoc will ~ubmit f~ approval to the 
Department of Errplnyee Relations, the following: 

1) All Annual Transmittal Forms 

2) Policy revisions or additions that have occurred during 
the pervious fiscal year. 

3) All DHS Annual/Interim hiring goals. 

4) Commissioner's statement of commitment. 

5) All DHS action steps. 

-lQ-





I. 

INfERNAL PND EXTERNAL DISSEMINATION 

Internal Dissemination 

A. The Commissioner will transmit a letter oc memo annually to the 
Department's employees reaffirming DHS's oammitment to equal 
opportunity and affirmative action. 

a. Annual training sessions will be conducted for managers and 
supervisors on the Affirmative Action Plan and their 
responsibilities. 

c. On each official bulletin board the following will be posted 

1) the AA/EEO policy; 

2) a copy of the AA Plan 

D. Employee orientation programs will have an equal 
oppactunity/affirmative action component. 

E. The AAP will be summarized in the Communique, and any other 
appropriate Departmental publications. 

F. The AAO/EEO policy will be included in and policy and 
procedures manuals. 

II. External Dissemination 

A. The phrase "An Equal Opportunity ~loyer" will be included on 
DHS's letterhead and in all advertisements for positions. 

B. Positions will be advertised in appropriate protected group 
publications. 

c. Whenever possible, protected group employees will be featured in 
newspapers, magazines, advertising, ~ochures, etc. A written 
expression of the Departzrent' s position on equal oppot"tunity 
will be included, where appropriate, in the above. 

D. An assurance of non-discrimination will be included in all 
contracts for programs or activities receiving federal financial 
assistance, in accordance with HHS regulations, 45. C.F.R. Part 
80. 
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II. 

ANNUAL TRANSMITIAL FORMS 

DISPARITIES IDENTIFIED FY 1987 

*INTERIM HIRING GOALS 
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INTERIM GOALS 

FACILITY GOAL UNIT PRCII'EcrED GROUP & NO. HIRI~ TOTAL 
GOAL 

Ah-Gwah-Ching 203 Service H ( 1) VFN ( 1) 4 
204 H.Care H ( 1) VFN ( 1) 
N. Prof. 

Anoka 

Brainerd 

Ccunbridge 203 Service M ( 1) VFN ( 1) 7 
204 H. Care M ( 1) VFN ( 1 ) 
214 Gen. H ( 1) VEV ( 1} 
Prof. 

Central Office 214 Gen. v ( 1} 2 
Prof. 206 H ( 1) 
Office 

Fat:ibau1t N/A No anticipated hit:es 
due to salary deficit, 
but intends to act 
affinnatively if 
vacancies occur. 

Fergus 213 Health 0 no protected 0 
Treabnent group on the 
Prof. eligible list. 
205 H. All anticipated hires 
Care will be inter-tni ttence 
Prof. except 1 P.T. 

Moose Lake 

Oak Terrace 203 Service M (1) 
204 H. M ( 1) 
Care N. w (1) 

Prof. 3 
216 Supv. 

St. Peter 216 Supv. W (1} H ( 1) 
203 VEV (1} 6 

204 H ( 1) 
205 H ( 1} 
214 VEV (1) 

Willlnar 216 Supv. H ( 1) 
204 H. VF.(J (1) 2 
Care 
N. Prof. 





A.FFIRMA.TIVE ACTION PW 
Fiscal Year .J.!li. 7 

For 

DEPARTMENT OF HUMAN.SERVICES - CENTRAL OFFICE 
(Agency or Agency SUbdivision) 

1• This annual reriew revealed underutilization or the following protected group(s) in 
tbe tolla~ins soal 1m its: (Cleek each unit appropriate) · 

Data as of October 1986 
..- PROTECTED GROUPS 
! OOAL tJNITS Watmf MINORITIES BAHDI CAPPED VETERANS 

~aw Enforcement 
craft t Maintenance _L Labor 

1 
se~ioe 
~alth care Non-Professional 
, Health Care Professional 
"Clerical X Y.. '1. 
-Technical X Y.. '1. 

Correctional Guards 
state University Instructional 
cccnmunity College Instructional 
~State University Administrative 
'Profe!sional Engineering SUpervuory 
-Health Treatment Professional 
-General Professional X X 
~Professional State Residential Instructional 
SuPervisory X X X 
~ ~ssioner's Plan X X 
-agerial Plan X X X 
Other 

2. This annual plan is and will be posted at the following central location so that 
every employee is aware or the department's commitments in affirmative action for 
the year. 

4th Floor Centennial Bldg., St. Paul, Official bulletin board and Affirmative Action Off· 

4. 

I - ..._, ':.2 _...--·1 "1 
• . ~ .-.:;:JII -

Date 

and groups responsible 
as my personal 
described herein. 

5. Tbia &Mual plan Meta the rules sove ins atfirmati ve action, Chapter 20: 2 MCAR 
~.290-2.299, and oontains a-:als and t etables as well as aetboda tor achievina them 
bich are reasonable and suttic1entlJ ressive to deal with the identified 

disparities. 

Equal OpportunitJ Division 

PE-00102-02 (5/82) 

Date 
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AFFIRMATIVE ACTION PLAN . 
>i 5 ~~~ /:~~uNSfevi;wF~;v%9~a ~~/e~~~H ,1}~il3~5 0f

1 ~~~t}% ~i odft§ -'V-0 ;,. :_ .u uj 
IJro tee ted group ( s) in the fo 11 owing occupation a 1 categories: 
{Check (x) each category as appropriate) 

OCC.UPATI0~4AL PROT~CTED GROUPS 

CATEl,OR IE S ~.fiNOR IT IE S '..I OMEN HANDICAPPED 

202 Craft. Mtce .. Labor -~ -'l 'i 
203 Service .'l 

104 Health Care Non-Prof. "' 205 Health Care Prof. .'X 
206 Cler1cal K X 

107 Techn1cal ' 
~13 Health Treat. Prof. 
214 General Profess1onal ~ 

115 Prof. Res1d. Instr. 
21"b Suoerv1 sorv X 
217 Conmissioner' s Plan ~ X 
220 Manaqer' s Plan r 

Other 
Other 

2. This annual plan is posted at the following central location 
so th3t every employee may be aware of the institution's commitments 
in affirmative action for the year. 

~ ~ 

i>~ r2~ L1~G (i_~_J (Jj~ 
J· This annual plan contains an internal procedure for processing 
complaints of alleged discrimination and each employee has been 
aporaised of this procedure as well as the affirmative action 
goals for this year. 

12--:?.J,Ik 
Date 

1. This annual plan contains clear designations of those persons 
anrl groups responsible for implementing the attached affirmative 
J~tion pi~n as well as my personal statement of commitment to 
achievi~g the grals and timetables described herein. 

nst1tut1on 
-rr~>-;.;IU dat .> 

5. This annu~l plan covers all elements of the institution's 
~ersonne1 polity and management practices as related to affirmative 
acticn ~nd has been reviewed by the Dept. of Human Services. 

/1 I~ • I I I I 
~. ~. · .· ! '.,;./'(( tJ--~1 ~ I ",~ .'t'J 
L,rec~or. A 1rmat ve ct on ce. Dept. o Human ervices ~ 
5·/h1sci~nua1 pldn meets the rules governing affirmative action 
~~ con~a1ns goals and timetables as well as methods for achieving 
.. em.wh1c~ ~re reasonable and sufficiently aggressive to deal with 

ldent1f1ed disparties. 

-_,rector E • qual upportun1ty D1v1s1on, Dept. of Employee Reiat1ons 
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VIETNAM ERA VETERANS 

X 
'( 
) 
) 

X 

}. 

X 





0CCI/PAT10UL 
" rrGCR IlS 

~,.aft.._ 1ttct. labor 

H~t• th :are Non·Pr-of. 

Tncnn1c11 
~ Hea 1 th T,.tat. P.-.or. 

21 A GenerA 1 P.-o_t't s s ~ on a 1 
4~ Prof. Rts1d. 1nstr. 
1 J) suoervfiOrY 

_, ' COI'Iftf ss i ontr' s Plln 
22J) Manager's _Plan 

Other 
o~ner 

t'MU I !.L TED ~OUPi 
MINORITIES W<JI4EN HANDl CAPPED 

X X 

X 
~ 

X .. 
_y_ K 

X 

X 

X 

2. This annual plan fs posted 1t the following central 1ocat1on 
so. that every employee~b~ aware of the institution's cOMmitments 
in •Z!-?tht action ~~~year. 

--:L ~ ~ t:.k:z~ 
Personnel otrte•r 

4. This annual pl1n contafns c1tar designations of those persons 
and groups responsible for 1~11Mtnting the attlchtd afffMmative 
action plan as well as ~ person•l st1tement of commitment to 
achieving t ~~~~tablts described herein~~ 

ve ctr, e nst1tut1on bite 
• 

5. This annu•l plan covers 111 elements of the fnstftutfon's 
personnel ~1fcr an• mtnagement pract1cts as rt11ttd to affir~atfvt 
action 1nd hii lien rtvftwtd b7 the Dept. of HuMan Services. 
j' .~ ~· I I . . '~ .:&-t ~ .. '?;) . /!~; ~ 

Director, xnn£'~on~pt. oP Humin ~rvfcu. ~ 
L . 

8. This annual p1tn meets the ru1ts governing aftt~atfve action 
and contains goals and timetables as wt11 as ~•thods for achieving 
the• which are rtlsonablt and sufficiently aggressive to deal wit~ 
the tdentftftd dispart1ts. 

a•,.iC!BP. tqUii Ojportun1ty D1v1ston. Dlpt. of liployte Rilatfoni 

. "' -15-

_ll£nw.- ERA 1[1 
I 
I 

• 
X 
%_ 

~ 

z 
z 

X 

X 

Diti 





AFFIRMATIVE ACTION PLAN 
""i seal Year 1987 - For · This annu~ rev1ew rev~e~aHe~~u~ne~r~utt~,~,~z~a,tt,o~n~o~~t~e~~o~~~~~~~~~~~. 
~~otec ted group ( s) in the fa 11 owing occ up a tiona 1 categories: 
(Check (x) each category as appropriate) 

OCCUPATIONAL PROTECTED GROUPS 
r.ATEGOR IES MINORITIES '..J0~1EN HANDICAPPED 
~202 Craft. Mtce. Labor X X 

'203 Service X 

204 Health Care Non-Prof. X X 
105 Health Care Prof. X 
206 Cler1ca1 X X 
207 Techn1caT X 

"213 Health Treat. Prof. NA NA NA 
214 General Profess1onal 'I. X X 
215 Prof. Res1d. Instr. X X 
2T6 suoerv1 sorv X X 
217 Commissioner's Plan 'I. 
220 Manaqerrs Plan X 

Other 
Other 

2. This annual plan is posted at the followinq central location 
so that every employee may be aware of the institution's commitments 
in affirmative action for the year. 
~ Regulation 2601, it is located in every work unit throughout 
~he entire nrganization. 

J. This annual plan contains an internal procedure for processing 
complaints of alleged discrimination and each employee has been 
appraised of this procedure as well as the affirmative action 
goals f, this year. 

I \ 

nst1tut1on 

4. This annual plan contains clear designations of those persons 
ann groups responsible for implementing the attached affirmative 
action pi.~n as well as my personal statement of commitment to 
achievi~g the gr~ls and timetables described herein. 

<::'L a-. :&~ j ?../'2')._/<JG;. 
ch,ef E"ecut1Ve Offlcer, State Inst1tUtlon Date I 

\ 

5. This annu~l plan covers all elements of the institution's 
oersonnel poliey and management practices as related to affirmative 
action ~nd has been reviewed by the Dept. of Human Services. 

VIETNAM ERA VETERANS 

X 
X 
X 
X 

NA 

X 

X 

I . 
I/ / ... . . ' ,... ......:; ;/ ....._ I I,,., 

. ( t_ 1 ._<._~[ _ l ". d'.3_l / 
o;rector, 1rmat ve ct on ce, Dept. of Human Services Date 

1 

I : 

6. This annua1 pldn meets the rules governing affirmative action 
and contains goals and timetables as well as methods for achieving 

hem which are reasonable and sufficiently aggressive to deal with 
che identified disparties. 

cr,rector. Equal bpportunlty 01V1S10n, Dept. Of Employee Re1at1ons 

-16-





AFFIRMATIVE ACTION PLAN · 
~: 5~~~s v:~~ua19'Vevi;)jF~~v~9ta ~~aWJ!B~~liiil1g~s Of

1 ~=t~~~o~ gJ-;f! •. ~~ ; : "· ,._, 
protected grou~(s) in the following occupational categor,es: 
(Check (~} each category as ap~ropr1ate) 

2. This annual plan is posted at the following central ,oeat1on 
so thet every employee may be aware of the institution•s commitments 
~f:rmat~action for the year. 

L:JAfhJ ~··A.A. ~q.,J 

' . ·-5. This annutl plan covers all elements of the institution's 
personnel pol1ey and management practices as related to affirmative 
action and has bi•~ reviewed by the Dept. of Human Services. 

uman er: c s «< 
6. Th1 s annua1 plan meets th• •. ru.las .9.Sl.Y•rn1ng affirmative action 
and contains goals and t1metablts as well as methods for aehiev1ng 
them which art reasonable and sufficiently aggressive to deal with 
the identified d1spart1es. · ~ .. 

Oir.ectdr. Equt1 Opportunity D1v1s1on. Dept. of Employee Re1at1ons 
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~FFIRMATIVE ACTION PLAN 
r ·al Year 19131 - For De~t cf Huma!J serlqces, 1 a~atfr FARIBAULT 
) /his annual review revea ea underut1l1zat on oft eo Towfttg 
p~otected group(s) fn the following occupational categories: 
(Check (x) each category as appropriate) 

OCCUPATIONAL PROTECTED GROUPS 
r:ATE: GOR IE S MINORITIES WOMEN HANDICAPPED 
~2 craft. Mtce. Labor * * 
7Q3 Service 
To4 Health Care Non-Prof. * 
705 Hea 1 th Care Prof. * * 
~6 Cler1cal * * 
~07 rechn1cal * 
~3 Health Treat. Prof. * 
;214 General Proress1ona1 * * 
~5 Prof. Resid. Instr. * rzTb -suoerv1 sorv "'f 'fit 

:217 Commissioner's Plan * 
220 Ma~ager' s Plan * * - Other 

r- Cther I -
2. This annual plan is posted at the following central location 
so that every employee may be aware of the institution's commitments 
in affirmative action for the year. 

PERSONNELt CENTER REGULATION 

3. 1nis annual plan contains an internal procedure for processing 
complaints of alleged discrimination and each employee has been 
appraised of as well as the affirmative action 

for t i 

tut1on 

~. This annual plan contains clear designations of those persons 
anrl gr~,ups responsible for implementing the attached affirmative 
3ction pl~n as well as my personal statement of commitment to 
achievi~g the gcals and timetables described herein. 

6. Thi annua1 pldn meets the rules governing affirmative action 
and contains goals and timetables as well as methods for achieving 
t~ which are reasonable and sufficiently aggressive to deal with 
tht;. Identified disparties. 

mrector, Equal bpportunlty 01V1S10n, Dept. Of Employee Relatlons 
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I OCCUPATIO~IAL PROTECTED GP.OUP S 
1 C.A rr GOP. IE'S MINORifiES "'OMOJ HAND I CAPPED 
202 Craft. Mtcf. Labor X >: X 

203 Service 
204 Health Care Non-Prof. X 

205 Health Care Pror. X X 

o Clerl"cal 20l X X 

20 1 Technica1 X X 

~~-~~~~-.. 2K 
214 General Profess1onal " 215 Prof. Res1d. Instr. X -x " 216 Suoerv1 sory X X X 

217 Conni ssi oner' s Plan ,., 
220 ManaQer's Plan X X X 

Other 
Other 

2. This annual plan is posted at the following central location 
so that every employee may be aware of the institution's commitments 
in affirmative action for the year. 

CENTRAL BULLETIN BOARO- AD~I;-.:TSTR.!.TTf·:: ~~!.[):-:. 

3 nis annual plan contains an internal procedure for processing 
complaints of alleged discrimination and each employee has been 
appraised of this procedure as well as the affirmative action 
goals for thi \ 

4. This annual plan contains clear designations of those persons 
ann groups responsible for implementing the attached affirmative 
action pi~n as well as my personal statement of commitment to 
achieving the. gt'al s and tim_etables descr;bed herein. 

et.......... .9--· 7.':-s I ... .l. _," -~, 
th,elfltxecutlVf Officer' tate lnst1tut;on Date 

5. This annu•l plan covers all eleme~ts of the institution's 
personnel poltcy and management practices as related to affirmative 
action and his bien reviewed by the Dept. of Human Services. 

a !~0 
ce, Dept. o Human erv ces ~ 

6. This annua1 plan meets the rules governing affirmative action 
and contains goals and timetables as well as methods for achieving 
them which are reasonable and sufficiently aggressive to deal with 
t 1 identified disparties. 

D1rect0r. Equal bPportun1ty Division, Oipt. ot Employee Relations 

-lS-
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A 
.\ 

X 
X 

: 
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~FFIRMATIYE ACTION PLAN 
Fiscal Year 1987 -For Qe~t cf Humao ~ervtces, Lo~attnr · ·_y (__,_.;..,~ 
1. This annual review revea ea underutl llzatlon of teo lowing ~,. r I 
pro tee ted group ( s) 1 n the fo 11 ow1 ng occupation a 1 categories: r ~ , Jtt" 
(Check (x) each category as appropriate) ./ 

OCCUPATIONAL PROTECTED GROUPS 
CATEGORIES MINOR IT (E-S 'rJOMEN HANDICAPPED 
202 Craft. Mtce. Labor X X X 

203 Service 
204 Health Care Non-Prof. 
205 Health Care Prof. 
206 Cler1cal -x- X 

2 0 7 Tech n 1 c a 1 X X 
213 Health Treat. Prof. Less than fi e ( 5) empTo vees 
214 General Profess1onal 
215 Prof. Res1 d. Instr. Less than fi ve {SJ emplo ~ees 
216 Suoerv1 sorv X 'f. 
217 Com1issioner's Plan X X 
220 Manaqer's Plan Less than fi 'e ( 5) emp 1 o ¥ees 

Other 
Other 

2. This annual plan is posted at the following central location 
so that every employee may be aware of the institution's commitments 
in affirmative action for the year. 

personnel Qeoartment 

3. This annual plan contains an internal procedure for processing 
complaints of alleged discrimination and each employee has been 
appraised of this procedure as well as the affirmative action 
goals for this year. 

lt-/1 r/ c-<P 
Date ' nst1tut1on 

4. This annual plan contains clear designations of those persons 
and groups responsible for implementing the attached affirmative 
action :1· . as well as my personal statement of commitment to 
achievt!'lg h ..,t'als and timetables described herein. 

L cJ C! ~ 12-22- -rx.. 
r, tate nst1tut1on Date 

5. This annu'l plan covers all elements of the institution's 
personnel poliey and management practices as related to affirmative 
action ~nd has been reviewed by the Dept. of Human Services. 

t?· : !');S /# 
ce, Dept. of Human ervices ~ 

I 

6. Th1s annua1 plan meets the rules governing affirmative action 
and contains goals and timetables as well as methods for achieving 
them which are reasonable and sufficiently aggressive to deal with 
the identified disparties. 

VIETNAM ERA 

X 
X 
X 
X 
X 

X 

VETERAN! 

.. • ·- ,.t 

D1rector, Equal Opportun1ty 01v1s1on, Dept. of Employee Relat1ons 
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AFFIRMATIVE ACTION PLAN 
Fi sea 1 Year 1987 - For De9t of Humao services I I Ofiatto~i -~~ T~rnce Nursing Home 
, . This annual review revea ea underutlllZatlon of t e 0 0\irg 
protected group(s) in the following occupational categories: 
(Check (x) each category as appropriate) 

OCCUPATIONAL PROTECTED GROUPS 
CATEGORIES MfNQR ITIES '..JOMEN HANDICAPPED 
202 Craft. Mtce. Labor X. 

203 Service X 
204 Health Care Non-Prof. X 

205 Health Care Prof. 
206 Cler1cal X X 

207 Techn1cal X X 

213 Health Treat. Prof. X X 
214 General Profess1onal X ' 

215 Prof. Resfd. Instr. 
216 Suoerv1 sorv- X 

217 Commissioner's Plan X 
220 Manaoerrs Plan 

Other 
Other 

2. This annual plan is posted at the following central location 
so that every employee may be aware of the institution's commitments 
in affirmative action for the year. 

Human Resources Bulletin Board 

3. This annual plan contains an internal procedure for processing 
complaints of all·eged discrimination and each employee has been 
appraised of this procedure as well as the affirmative action 
goals fgr this year: 

: ;l_/;1. /·r .. / ! . f\v ~ 

Date 1 

4. This annual plan contains clear designations of those persons 
anrl gr,:,ups responsible for implementing the attached affirmative 
action pl~n/as well, as my personal statement of commitment to 
achi i~g,~he ;~w/~01a ,··jmetab1es described herein • 

... / /// ',.7' .///' - ./ I"' ,..... /, / -<,. . . /. v -/-(' /2 :/G. . Y""C.. 
•'---., ,(-/ {/cf ' - ---------

Ch1~~E~ecut1Ve Off1cer, State lnst1tut1on Date 
\ 

5. This annu~l plan covers all elements of tne institution's 
personnel poli£y and management practices as related to affirmative 
action ind has been reviewed by the Dept. of Human Servi~es. 

" "" I I 

' ,'! . .' "3te'1 
ce. Dept. o Human ervices ate 

6. Th1~ annual p1dn meets the rules governing affirmative action 
and contains goals and timetables as well as methods for achieving 
them which are reasonable and sufficiently aggressive to deal with 
the identified disparties. 

01rector, Equal Opportun1ty 01V1S10n, Dept. of Employee Relat1ons 
-21-
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=-~...- -- -~ 

-- • i - • I . ~- ..... _ 

·..' . : 3 ; ., ~ .; : .. '5 

wnmn vE ,.en oN PLAN P+1 ;,· 6jj. .. ~- "t. .:.....o~:t .... "' 
F i sc a 1 Yea,. 1 saz - F' 0,. PeRt g f I:IIIJ!II y ~erltc es • I o~t jP V' ~tfe&r R.l!gional Trt!&l:llle nt 
1. This annual revfew revea ea underut 1 za on oft ~ 1uw>1 Center 
protected group(s) 1n tht following occupational categor1es: 
{Check (x) each category as appropriate) 

OCCUPATIONAL 
~r ··rr~RI[S 

2 ' Craft. Mtce.. Lclb_Q_r 
2 Sarv1ce 
2 Health Care Non-Pro-f. 
2 Hea 1 th Care Prof. 
204 Clerical 
zo Techn1c;al 
21 J Health Treat. Prof. 
214 General Profess1onal 
-zH Prof. Resi d. Instr. 
2T, suaerv1 sot"Y 
21" Comfssioner•s Plan 
22 Mana~er • s l'l an 

Other 
Qtner 

t'l<UtJ!.\ TiD GROUPS 
MINtlRtTt£S WOMEN 

X v 
X 

X 
NA NA 

X 

X X 

HANOICAPP~Il VIETNAM l:RA VETERANS 

X 
X X 
X 

X 
NA 

y 

X 
X 
X 

2. Tn;s annual plan is posted at the fo11owing central 1ocat1on A-only cateacries with 
so that @V!ry employee may be aware of the institut;on's commitments 4ny chance of meeting 
in affirmative action for the year. ACl a minirunum it is posted on aoals given size of 
Adminill'trntion Building bulletin boards, by Personnel Office and in discrepancies, lack of 
main ~levator, protected candidates, 

and anticipated open-
J. This annual plan contains an internal procedure for processing 
complaints of alleged discrimination and each employe@ has been 
apprais@d of this procedure as well as the affirmative action 
goals for th~s year. _ 

1-26-87 
Date 

4. This annual plan contains clear desfgnations of those persons 
ano groups responsible for 1mple.ent1ng the attached affirmative 
action pi as well as my personal statement of commitment to 

;evin~ th g s and timetables described herein. 

Joseph W'. Solien 1-26-87 
Oate 

in&•· Ririna 1-3 new 
protected employees ; 
will meet these aoal~. 

AB-Given past lists 
and anticipated open
inas this is the only 
10al WG have a '0=50 
chance of meetins. 

5. This annu4l plan covers all elements of the institution's 
personne, poliey and management practices as related to affirmative 
action .tnd has tiet!n reviewed b he Otp • of Hu an Services. / 1 ~, 

~ ~S-"','1§~-- ~ 
=~~,r~e~c~t~o~r~.~A~~;~2~~~~e~t~o~n§~.~9~e~~p~t~.~o~~u~m~a:n~e~r~v~c~e~s Oa~,ff ~~}~ 
6. This annua1 p1an meets the ru1es gove,.ning affirmative action 2-~. ·-~~~-··~,~·~~·:~; 
-lnd contains goals and timetables as well as methods for achieving ~ 'i\v:-:~·_:1 ~:,.:.~~ 
them which are reasonable and sufficiently aggressive to deal with ~·-·.per~.;,· ..... 
the identified d1spart1u. '~z~/./ 

01rector. rqual Opportunity 01w1s1on, Oipt. of Employee Relations 

,.,,., 





AFFI~MATIVE ACTION PLAN 
Fi seal Year ~987 - For De9t pf flumaQ Servtces, I a~attnr \!if'i>tU<J(.. i2-rC 
1. This annua review revea ea underut1 ll zat on of t eo 16 tf§ . 
protected group(s} in the following occupational categories: _.·- · 
(Check (x) each category as appropriate) , 

OCCUPATIONAL PROTECTEJ1 GROUPS 
CATEGORIES MTNOR !TIES '..JOMEN HANDICAPPED 
202 Craft. Mtce. Labor X X 

203 Service X 

204 Health Care Non-Prof. X X 

205 Health Care Prof. X X 
206 C Ter1cal X X 
207 Techn1cal 'f. X 
213 Health Treat. Prof. X 
214 General Profess1onal X 
215 Prof. Res1d. Instr. 'i x._ 

216 Suoerv1sorv y _X X 
217 Commissioner's Plan X X 
220 Manaqer's Plan 'l 

Other 
"::t"'~r 

2. This annual plan is posted at the following central location 
so that every employee may be aware of the institution's commitments 
in affirmative action for the year. 

·' ' 
. ' \ .. : ~ . ... 'c:_ \ \ ''" -

3. This annual plan contains an internal procedure for processing 
complaints of alleged discrimination and each employee has been 
aporaised of this procedure as well as the affirmative action 
goals for this year. 

\ ;7 ... ){i 
Date 

4. This annual plan contains clear designations of those persons 
anrl groups responsible for implementing the attached affirmative 
actio~JPi~n as well ~s my personal statement of commitment to 
achi vi~g the gC'als nd ti etables described herein. 

1/=r/Yg 
Date ' 

5. This annu~l plan covers all elements of the institution's 
oersonnel polity and management practices as related to affirmative 
action ~nd has been reviewed by the Dept. of Human Services. 

I I I' I 

6. Thts annuat p1dn meets the'r~les governing affirmative action 
a~d contains goals and timetabl~s as well as methods for achieving 
them which are reasonable and sufficiently aggressive to deal with 
the identified disparties. 

01rector, Equal dpportun1ty D1v1s1on, Dept. of Employee Relat1ons 
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III. 

POLICY 

Equal Employment Opportunity and Affirmative Action 

Pre-Employment Review 

Prohibition of Sexual Harassment 

Reasonable Accommodation 

Recruitment 

AIDS/Employee Work Status 

Discrimination Complaint-Handling 
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MINNESarA DEPARIMENI' OF HUMAN SERVICES 

EQUAL EMPWYMENT OPPORTUNITY AND AFFIRMATIVE ACTIO'l POLICY 

PURPOSE: T0 establish consistency in the Department of Human 
Services with regard to equal employment opportunity and affirmative 
action. 

AUTHORITY: Minnesota Human Rights Act, Chapter 363; M.S. 43A, 
Rules Governing the Statewide Affirmative Action Program. 

roLICY: It is the policy of the Department to conduct all 
personnel activities without regard to race, creed, color, sex national 
or.igin, age, marital status, disability, religion, political affiliation, 
reliance on public assistance, or Vietnam era Veteran status. 

Personnel activities include, but are not limited to, recruitment, 
selection, assignment, training, promotion, compensation, fringe benefits, 
leaves of absence, discipline and lay-offs affecting all employees and 
applicants. 

Where the Department's workforce is underrepresented in any goal unit/job 
category for women, Vietnam era Veterans, minority or disabled persons, 
affirmative action will be taken to employ individuals from those 
underrepresented groups. 

A program of affirmative action will be developed and maintained to 
eliminate barriers to equal employment opportunity and to encourage the 
employment and advance~nt of qualified wo~n, Vietnam era Veterans, 
minority and disabled persons in accocdance with their availability in the 
relevant labor market. 

RESPONSIBILITIES: The Commissioner has responsibility far overall 
implementation of this policy throughout the Department. The Commissioner 
has delegated implementation of this policy to the DHS Affirmative Action 
Director, DHS Personnel Director, Chief Executive Officers and residential 
facility Affirmative Action Officers. 

These accountabilities are detailed in this DHS Affirmative Action Plan 
(pages 2-6, ~ganization & Accountabilities Section). 

PROCEDURES: Central Office and Residential Facilities have 
established specific internal procedures that minimally meet and may 
exceed the standards established in the DHS Affirmative Action Plan. 

Central Office: 
Ah-Gwah-Ching: 
Anoka: 
Brainerd: 
Cambridge: 
Faribault: 
Moose Lake: 
Oak Terrace: 
St. Peter: 
Willmar: 

Procedures Manual #'s 30,153 

Regulations #2601 
Policy #C2 050 
Regulations #220, 2201, 2111 
Policy #21 • 9 
Personnel Policy #'s 8, 9, 15 
Policy #71650, 73350 
Policy #3002.8, 3002.6 

-25-
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MINNESOTA DEPARTMENT OF HUMAN SERVICES 

AFFIRMATIVE AcriOO REVIEW OF SELEC!ION DECISICNS 

1 • PtJRPQSE: 

2. AUTHORITY: 

To establish a m3thod to ensure that affirmative action 
hiring goals are considered whenever hiring decisions are 
made within disparate goal units. 

M.S. 43A.l91 and Department of Employee Relations Rules Governing the 
Statewide Affirmative Action Program. 

3. POLICY: 

Whenever a vacancy occurs in a goal unit where a disparity exists, and 
a qualified, available protected group candidate is on the certified 
eligible register, the protected group candidate will be offered an 
interview. Before an offer of eJ:tt>loymant is made to anyone other than 
a protected group candidate, the supervisor will provide written 
justification for the non-selection to the affirmative action. 
officer/designee and receive the designees approval. 

4. DEFINITIONS: 

A. Protected groups: women, mircrity persons, disabled persons, 
Vietnam era Veterans. 

B. Disparate Goal Unit: A goal unit in which the numerical 
representation of one or m::re protected groups is less than that 
group's est~ted availability in the relevant geographic area 
and labor fcrce. 

5. RESPONSIBILITIES: 

A. Cammd~sioner and Chief Executive Officers shall: 

1) Review and make final determinations on selection 
decisions that the Affirmative Action Designee ~ 
Directcrd isapproves., 

-26-





B. Affirmative Action Directcr and Designees: 

1) Review selection decisions in all disparate goal units and 
advise the supervis~ of the appropriateness of the hiring 
decision. 

c. Supervisors: 

1) Make a good faith effort to contact and offer an interview 
to all qualified and available protected group candidates. 

2) [X)cument the interview process and all t"easons fer 
non-selection of available protected group candidates. 

6. PROCEOORES: 

A. Commissioner and Chief Executive Officer: 

1) Review justification for non-selection of available 
protected group candidates upon request of the AA Designee 
or Director. 

2) Approve selection decisions in these situations price to 
an offer of employment. 

B. Affirmative Action Director and Designee: 

1) Evaluate written justifications for non-selection of 
available and qualified protected group candidates foe 
hiring decisions in all disparate goal units. 

2) Approve or disapprove selection decision, where protected 
group candidate(s) are not selected to fill vacancies in 
disparate goal units. 

-
3) If the selection decision is not approved, request 

Ccmnissioner or cro review and final determination. 

4) Sign the D.O.E.R. protected group report. 

C. Supervisor: 

1) Provide the Affirmative Action Directac ~ Designee with 
written justification f~ non-selection of available 
protected group candidates whenever a vacancy is filled in 
a disparate goal unit. 

2) Provide documentation on the interview and selection 
process as requested by the Affirmative Action Designee or 
Directac. 

3) Delay making an offer of enployment until approval is 
received from the AA Designee or Director a final 
determination is made by the Ccmni.ssioner ac CED. 

-27-





1 • PURJ?CSE : 

2 • AUTHORITY: 

MINNESOTA DEPARTMENT OF HUMAN SERVICES 

Prohibiti0r of Sexual Haras~nt 

To establish a means f~ maintaining a work environment 
free of sexual harassment in the residential facilities 
of the Department of Human Services. 

A. U. S. Civil Rights Act, Title VII 

H. Minnesota Human Rights Act, M.S. Chapter 363. 

c. M.S. 43A.l91 and Department of Employee Relations Administrative 
Procedure 1.2 Prohibiting Harassment. 

D. All applicable collective bargaining agreements. 

3. POLICY: 

The Minnesota Department of Human Services shall provide a work 
environment free of any f~m of sexual harassment. 

4. DEFINITIONS 

Sexual Harassment can occur between supervisc:rs and subor:dinates or 
annng peers or co-workers. Includes unwelcxxne sexual advances, 
requests for sexual favocs, and other verbal or physical conduct of a 
sexual nature when: 

A. Subnission to that conduct cr COOIII.lnication is made a term or 
condition, explicitly or implicitly, of employment; 

B. Sutmission to or rejection of that conduct ac camunication is 
used as a factor in decisions affecting that individual's 
enployment; cr 

c. That conduct or camunication has the purpose a: effect of 
substantially interfering with an individual's employment or 
creating an intimidati~, hostile, or offensive errt>loyment 
environment; and the employer knows or should have known of the 
existence of the harassment and fails to take timely and 
a~opriate action. 
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5. RESPONSIBILITIES: 

A. Commissioner and Chief Executive Officer (CEO) 

1) Implement the provisions of this policy. 

2) Ensure that el'fl)loyees are fully aware of this policy. 

B. Aff~tive Action Directcr and Officer Designees: 

c. 

1) Investigate all complaints of sexual harassment. 

2) Reoammend appropriate resolution to the Chief Executive 
Officer. 

Errployees: 

1) Refrain from sexually harassing behavi~ in the work 
place and follow the provisions of this policy to prevent 
occurrence and resolve complaints of sexual harassment. · 

6. PROCEDURES: 

Complaint Procedure: 

A. Commissioner and Chief Executive Officers: 

1) Make final determinations to resolve complaints of sexual 
harassment. 

2) Include Prohibition of Sexual Harassment in the 
facility's annual training plan. 

B. Affirmative Action Direct~ and Designees: 

1) Investigate and reoommend resolution of sexual harassment 
complaints, in acoocdance with the depatment's 
Discrimination Corrplaint Procedure. 

2) Ensure that specific provisions concerning complaints of 
sexual harassment are followed in accccdance with 
collective bargaining agreements. 

C. Enployees: 

1) If subjected ~o sexual harassment, repoct the harassment 
to his/her ~iate supervi~ or to the Affirmative 
Action Designee. 

2) If the complaint is related to an action of the Lmmediate 
supervisor, report the harassment to the next 
higher-level supervisee cr to the AA Designee. 

-29-





MINNESOI'A DEPARI'MENI' OE' HUMAN SERVICES 

REASONABLE ACCCt-1MJDATIONS 

1. PtJRPCSE: To ensure that reasonable accolli'OC)(jations are made to the 
known physical or mental disabilities of otherwise 
qualified disabled employees or applicants for employment. 

2. AtmiORITY: 

MN Human Rights Act, Chapter 363~ M.S. 43A.l91 Depar~nt of Ercployee 
Relations (D.O.E.R.) Rules Governing the Statewide Affirmative Action 
Program~ Section 504 of the federal Rehabilitation Act of 1973, as 
amended. 

3. roLICY: 

It is the policy of the Department to provide reasonable 
accxxmodation to the known physical or mental disabilities of 
otherwise qualified disabled employees or applicants fcc employment, 
unless the acoammodation would result in an undue hardship to the 
Department, or would not enable the employee or applicant to perform 
essential functions of the job. 

4. DEFINITIOOS: 

A. Handicapped Persons - A handicapped person is anyone who: 

1) Has a physical or IMntal ~airment which substantially 
!Units one ar moce of such ~son's major life activities; 

2 ) Has a reccrd of such l.nt>airment; or 

3) Is regarded as having such irrpairrrent. 

B. Otherwise Qualified Handicapped Person - An "otherwise 
qualified" handicapped p«son, with respect to enployment, is 
one who can perform the essential function.c; of the job in spite 
of his/her handicap, with reasonable acCOOI'OOdations, and who is 
eligible for appointment under M.S. Chapter 43A. and OOER rules 
and administrative procedures, and Bargaining Unit Agreements. 

c. Essential Functions - Essential Functions are tasks which are 
necessary or fundamental to acc:n1plish duties of the job. 
Essential job functions vary with individual job descriptions 
and wa.tld include those physical, mental and interpersonal 
activities necessary to effectively achieve adequate job 
perfcrmance. 
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o. Methods of Providing Reasonable Accommodation. 

Methods of providing reasonable accommodation include, but are 
not 1 imi ted to: 

1. Job restructuring (fer instance, rrodifying work hrurs and/or job 
duties while retaining the basic functions of the job and 
following the requirements of Collective Bargaining Agreements, 
Plans, Rules and Laws) • , 

2. Job site modification (fcr instance, adjustment of equipment 
heights, accessibility to building and/or rearrangement of 
furniture). 

3. Support Services (fcc instance, interpreters foe hearing 
irrpaired or deaf, readers for the blind or visually handicapped 
and/or transpcrtation except fran the errployee's residence to 
the enployee' s permanent work station and fran the en:ployee • s 
permanent work station to the errployee' s residence. 

4. Modification of equipment and/cc provision of assistance devices 
(fcr instance, special telephone equipment, "talking" 
calculators and/or TrY/ITO). 

The acCOll'IOOdation ITI.lst be job-related and required fer satisfactory 
perf~nce of the essential job functions. 

E. Undue Hardship - the following criteria will be used to 
determine whether an accommodation would result in an undue 
hardship to the facility: 

1) size, type, and of flexibility program and operation. 

2) nature and cost of the aco:tlltr:xiation. 

3) b.ldget resources available to the facility. 

4) the facility's good faith effort to accommodate. 

4. RESPONSIBILITIES: 
..!t .. :;; 1111 J!E61'0,~r e e. 1 

A. Chief Executive Officers shall: 

1) develop procedures to Unplement the provisions of this 
policy and designate staff to act as 504 cocrdinatcrs. 

2) make final determinations on reasonable accommodation 
requests that are denied and appealed. 

3) make final determdnations on appeals of reasonable 
acoommodation requests that are denied and appealed. 
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B. 
flrl /.;,; tec_--~cr 1 
504 Cocrdinators shall: 

1 ) receive and approve or deny writ ten reasonable 
acc:a:tm:Xiation requests frcm errployees or applicants. 

2) advise errployees of their t"ight to appeal t"equests that are 
denied through the facility's discrimination complaint 
procedure. 

3) advise applicants of their t"ight to file a charge with the 
State Human Rights Department. 

4) assist supervisors and disabled errployees or applicants to 
identify types and costs of reasonable accommodations. 

5) Maintain documentation of reasonable accommodations 
requested, approved, denied or appealed. 

6) Keep the facility's affirmative action designee (if other 
than the 504 ~dinator) informed of reasonable 
acoornmodation requests and decisions. 

7) Ensure that enployees and applicants are inforltEd of the 
reasonable accommodation policy. 

C. Supervisors shall: 

l) Consult with the disabled employee or applicant and the 504 
Coocdinatar to determine the need for acoammodation, to 
discuss options and if a mi~ accommodation is 
appropriate, grant the accommodation. 

2) Ask the erq;>loyee or applicant to carplete a written request 
for reasonable accommodation, if it involves a major 
re-ordering of the job, or an initial cr an on-going 
expenditure of funds. (Focm attached). 

D. Enployees shall: 

l) Cc:rll'>lete a request fer reasonable acCOirtrodation. 

5 • PROCEDURES: 

Facility procedlres are to be consistent with the o.o.E.R. guidelines 
on Provision of Reasonable Acoommodation and should minimally include 
the following elements: 

l) Methods to identify all possible sources of funding for the 
acCCitltr:xiation and to determine whether the cost is within 
reason. 

2) Provision fer an erq;>loyee to appeal the reasonable acoommodation 
request decision through the facility discrimdnation complaint 
procedure. 
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RECRUITMENT 

Examination announcements and Notifications of Protected 
Group Organizations 

1. PURPOSE: To establish a unifcrm policy foc processing 
exarrdnation announcements requests and early recruitment procedures 
for notifying protected groups of residential facility employment 
opportunities. 

2. AU'IHORITY: Minnesota Statutes, section 43A.l0, Admdnistrative 
Procedures 98. 

3. POLICY: Residential Facility examination requests fer 
managerial, professional, supervisory and new classes will be reviewed 
and approved by the DHS Personnel Directoc price to submdssion to the 
Department of Employee Relations. 

4. DEFINITIOOS: Examination announcement ~Mans, the announcen-ent of 
competitive and promotional examinations made through public notice 
and/or notice to state agencies. 

5. RESPONSIBILITIES: 

A. Residential Facility Personnel Directac: 

1) Determine the need foc announcing the examination. 

B. DHS Personnel Directoc: 

1) Review and approve examination announcement requests fer 
managerial, professional supervisory and new classes. 

c. DHS Affirmative Action Directcr/Residential Facility Aff~tive 
Action Designee: 

1) Coccdinate notification of protected group ocganizations 
of vacancies to be filled in state residential 
facilities. 

6. PRJCEOORES: 

A. Residential Facility Personnel Directoc: 

1) SUl:mi t corrpleted request to announce examination for::m 
(PE-00287-04) to the DHS Personnel Directac foe 
managerial, professional supervisory and new classes. 

2) Sut:mi ts copy of anna.tncerrent requests fer other classes 
to DHS Affirmative Action Director. 
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B. DHS Personnel Directoc: 

1) Reviews the request then determine if the request is 
properly documented and if the request is appropriate. 

2) If the request is not approved, infocl'T5 the residential 
facility of the reasons for the determination. 

3) If the request is approved, forwards request to the 
Department of Employee Relations for final disposition 
with a copy to the DHS Affirmative Action Directac. 

c. DHS Affirmative Action Director/Residential Facility Affirmative 
Action OFficer Designee notifies protected group ocganizations 
of examination announcements which will be appearing in 
Minnesota Career Oppcrtunities Bulletins. 
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Procedures Manual 
12/86 

WHAT: 

POLICY: 

51.1 

AIDS OR AN AIDS-RELATED CONDITION AS IT AFFECTS 
EMPLOYEES WORK STATUS 

This procedure addresses the concerns of employees 
with AIDS or an AIDS-related condition; of co
workers of employees with AIDS or an AIDS-related 
condition; and of employees required to provide 
services to individuals with AIDS or an AIDS
related condition. 

The policy of the State of Minnesota and the 
Department of Human Services is not to discrimi~ 
nate against any individual, applicant, employee, 
or client because he/she may have AIDS or an 
AIDS-related condition. AIDS or an AIDS-related 
condition will be treated the same as any illness in 
the work place. 

No employee shall be required to submLt to a test 
to determine whether he/she has AIDS or an 
AIDS-related condition as a requirement to begin or 
maintain employment. 

As long as employees with AIDS or an AIDS-related 
condition are able to meet acceptable performance 
and attendance standards and medical evidence indi
cates that their condition is not a threat to them
selves or others, employees shall be allowed to 
continue their employment. 

Employees with AIDS or an AIDS-related condition 
who manifest symptom. limiting employment-related 
activities are disabled and are entitled to reason
able accommodations under the policy outlined in 
the Department's affirmative action plan. 

Employees shall not be automatically required to 
notify the Department that they have been diagnosed 
as having AIDS or an AIDs-related condition. 
Employees may be required to provide the infor
mation if it is necessary for the use of sick 
leave, a request for a reasonable accommodation, or 
other business related reasons. 

The same data privacy ~equirements that apply to 
employees with other medical conditions apply to 
employees with AIDS or an AIDS-related condition. 



51.1 
page 2 

DEFINITIONS: 

PROCEDURES : 

Procedures Manual 
12/86 

Co-workers of employees with AIDS or an 
AIDS-related condition will not be allowed to 
refuse to work with employees with AIDS or an 
AIDS-related condition except as provided in those 
very rare circumstances where the employee with the 
illness or condition is an immediate health or 
safety risk. 

A. "AIDS" means Acquired Iamune Deficiency 
Syndrome: 

B. "AIDS-related condition" -means those who have 
AIDS related complex (ARC) and those who test 
positive for the AIDS virus. 

MEDICAL DIRECTOR/ 1. 
PERSONNEL DIRECTOR 

Provides information materials on AIDS and 
AIDS-related conditions to employees. 

SUPERVISORS: 

2. Makes available any necessary training for 
employees. 

3. Make referrals to the Employee Assistance 
Program. 

NOTE: Employees may go to the Employee 
Assistance Program without referral. 

As requests for reasonable accommodation, questions, 
or other problems arise, consult with Medical 
Director, Personnel Director, and Affirmative 
Action Director. 
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MINNESOTA DEPARTMENT OF HUMAN SERVICES 
RESIDENTIAL FACILITIES DIVISION 

PERSCNNEL 

RESIDENTIAL FACILITIES MANUAL 
Policy Number: 2110 

16 September 1985 

Standards of Conduct - Affirmative Action 

1. PURPOSE: To prescribe a standard method of dealing with charges of improper 
discrimination. 

2. AUTHORITY: Memorandum from Leonard W. Levine, Commissioner of the Department 
of Human Services, to D~vision Directors, Central Office and Chief Executive 
Officers of state residential facilities, dated 3 May 1985, Subject: Handling 
of Human Rights Charges. 

3. POLICY: Charges of discrimination are to be dealt with in a timely and 
consistent manner and appropriate DHS and Attorney General staff will be 
involved at the various stages of response and resolution. 

4. RESPONSIBILITIES: The Commissioner has stated that: 

A. The Department of Human Services Affirmative Action Office will act as 
the central source of consultation and will maintain a centralized 
record_of all Human Rights or EEOC charges. The record will include a 
log of notices of charges and a time-table for preparation of a response. 
in each case, and decisions made concerning how best to proceed with the 
response. 

a. Chief Executive Officers of residential facilities are responsible to 
cause notification to be made to the Central Office Affirmative Action 
Director of charges of all alleged discrimination at the facility. for 
which the CEO is responsible. 

5. PROCEDURES: CEO's. will cause telephone notice to be made to the Central 
Office Affirmative Action Director of charges, followed by written 
confirmation. 
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~INNESOTA OEPARTMENT Or Hl~~ SERVICES 

DISCRIMINATION COMPLAINT - HANDLING 

1. PURPJSE: 

To establish a uniform policy for errt>loyee canpl.aints of unfair 
employment discrimination. 

2. AUI'HORITY: 

Minnesota Statutes 43A.l91 and Minnesota Deparr~nt of Employee 
Relations (D.O.E.R.) Rules Governing the Statewide Affirmative Action 
Program. 

3. POLICY: 

It is the policy of the Department to provide an internal avenue of 
recourse to any classified or unclassified employee who believes 
he/she has been discriminated against because of race, sex, age, 
color, national origin, marital status, public assistance or Vietnam 
era Veteran status. While employees have the right to file 
discrimination complaints with the Minnesota Department of Human 
Rights or other enforcement agencies at any time, employees are 
encouraged to use this internal administrative remedy first. Anyone 
bringing a complaint shall do so without fear of coercion, reprisal or 
intimidation. 

Discrilnination complaints, investigative data and findings will be 
handled in accordance with provisions of the Minnesota Government Data 
Practices Act- Minn Stat. 13.39 (1982) 13.02 subd. 3 (1982) and 
Minn. Stat. 13.43 (1982). 

4. RESR)NSIBILITIFS: 

A. Commissioner: 

1) Implement the provisions of this policy in the Department. 

2 ) Ensure that errt>loyees are fully aware of. this policy. 

3) Make final determinations to resolve Central Office complaints 
of discrimination. 

B. Chief Executive Officers: 

1) Implement provisions of this policy at Residential Pacilities. 

2) Ensure that employees are tully aware of this policy. 

3) Request DHS AA Director's review and recommendations for 
unresolved complaints of discrimination. 

4) Make final determinations to resolve Residential Facility 
complaints of discrimination. 
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C. Affirmative Action Director: 

l) Investigate, mediate ~nd recommend resolution of Central Office 
complaints of discrimination. 

2) Review and recommend resolution of facility discrimination 
complaints upon request of the Chief Executive Officer. 

D. Affirmative Action Officer (ANJ) Designees: 

1) Investigate residential facility complaints of discrimination. 

2) Convene conciliation meetings to resolve complaints of 
discrimination. 

3) Repcrt findings and recommend resolution to the Chief Executive 
Officer. 

D. Supervisors: 

1) Investigate and where possible resolve informal complaints of 
discrimination. 

E. ~loyees: 

1) Bring allegations of discrLmination to the attention of their 
Unmediate supervisor, the AAO Designee or AA Director, through 
the Central Office ~ Residential Facility Discrimination 
Complaint Procedure. 

5 • PROCEDURES : 

Procedures will minimally include the following elements: 

A. Complaints of discrUnination alleging sexual harassment will be 
processed in accordance with applicable labor agreements. 

B. Complaints of discrUnination that are filed as Union Grievances 
will be investigated by the AAO designee/or, the AA Director, 
in conjunction with the labor relations investigation. 

c. The Central Office Complaint process consists of two stages -
Infocmal and Focmal: 
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( ). =<~sl.r}~r.tial ~3cilit:.j c:-~laint ;::>r~ce·~1.:c~s :snsist jf three 
.3 tages: 

*INFORMAL 

(Process to be completed within 7 calendar days after Supervisor oc 
AAO is notified of complaint). 

1) Errt>loyee: 

a) Present complaint to immediate supervi~or within ten days after 
occurrence of the alleged discrimination. If allegation is 
against the immediate supervisor, pre~ent complaint to the AAO 
designee. 

2 ) Supervisor: 

a) Consult with the AAO to determine whether the complaint is 
related to Equal Employment Opportunity (EEO} and is properly 
one of discrimination. 

b) If the complaint is not one of discrimination, notify the 
employee in writing. 

c) If the c~laint is one of discrimination, attempt to resolve 
the matter within-seven calendar days after receipt of the 
~laint. 

d) If the complaint of. discrimination is filed as a union 
grievance, consult with the AAO to determine if discrDnination 
has occurred. 

*FORMAL STAGE 

(written - if complaint is not resolved at the Informal Stage. 
Process to be completed within 30 days of AAO's receipt of written 
carplaint) 

l) ~loyee: 

a) Complete a Discrimination Complaint Form, including remedies 
requested, and present to the AAO within ten calendar days after 
the end of the Inf~mal Stage. If the complaint is against the 
AAO, present the complaint to the CEO, who will designate an 
alternative AAO. 

2) Affirmative Action Officer/Designee: 

a) Send a copy of the complaint to respondent(s) named in the 
allegation. 

b) Conduct a full investigation and prepare a finding of facts, 
including a determination that discrimination did or. did not 
occur. 

c) Convene a meeting between the employee, the employee's 
supervisor and respondent(s}, to attempt settlement to the 
complaint through conciliation. 
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l 

dl r: canplaint is not resolved through conciliation, sutrnit 
findings and recommendations Ear ~esolution to ~he Chief 
Executive Officer and, if applicable, to any internal oammittee 
designated to review discrimination canplaints. 

3) Chief Executive Officer: 

a) Review the AAO's findings and recammenqations and give written 
notification of his/her decision to the AAO, the employee, the 
employee's supervisor and the respondent(s). 

*APPEAL STAGE: 

(If employee is not satisfied with the decision of the Chief Executive 
Officer. Process to be completed within 14 days of CEO's receipt of 
request to appeal). 

l) ~loyee: 

a) make written request to the CEO for ~eview of findings by the 
DHS AA Director. 

2) Chief Executive Officer: 

a) Request that DHS AA Director review findings and make a 
reoommendation for resolution. 

b) Assess DHS AA Director's recommendation, render a final 
decision, and give written notification to AAO, employee, 
employee's supervisor and respondent(s). 

3) DHS AA Director: 

a) Review AAO's findings, recommendations and other pertinent 
infocmation. 

b) Provide a written recommendation to the CEO for appropriate 
resolution of the complaint. 
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IV. 

ACTION STEPS 
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LCX'ATIO\J 

AH-GWAH-CHING 

ANCJ<A 

BRAINERD 

CAMBRII:x;E 

CENTRAL 
OFFICE 

OBJECTIVE 

1. Increase ability 
to achieve interim 

Itfl)rove abi 1 i ty to 
meet service require
tnent and/or AA hiring 
goals. 

Itfl)rove residential 
facilities AA cotnpliance 
and upgt"ade AA program 
in facilities 

ACTIOO 

1. a. Develop Recruittnent 

1. b. Hold at least 3 
infonnational sessions for 
supervisors on goal progress, 
recru i ttnent etc. 

To work closely with job 
services in categories where 
these are disparities. 

A) Publish an informational 
brochure that will be used 
and distributed throughout 
the departtnent. 

B) Establish tniniuutn 
standards and guidelines 
on basic AA/EO policies 
and procedures in the 
Residential facilities 
tnanual. 

C). Establish an evaluation 
systetn for residential 
facilities. Develop and 
use an audit "check list" 
to assist facilities in 
identifying problem areas, 
evalu ' the process plan 
~~t~~ ~~~~~t~ ~~ ~oo~~s~ 

RES~SIRJLITY 

M/Pn 

AA/PD 

M/Dir~ctor, 

Camn. D. AAO 
(uobility 
ass igrnnent) 

TARGf_;f DATI-~ 

7-87 

6-87 

6-1-87 

M Dir~ctoc 2/28/87 
AAO (unbili ty 
assigrnrent) 
Residential 
facilities division 

AA Director 
ANJ (unbility 
ass igrnnent 
M ~signee 

9-1-87 





~~-

LOCATIOO 

CENTRAL OFFICE 
(CONT.) (C) 

FARIBAULT 

FERGUS 

OAJECfiVE -----

' 

Reorganize AA oaBnittee 
procedures and respons i
bilities. 

l. Increase the 
involve10ent and 

accounting of 1nanagers 
in AA activities 

ACTION 

the problem. The check list 
would include such i teJt~ as: 
COI£t>laint activity, annual . 
identification, of disparate 
goal units, procedures that 
need revision or clarification, 
recru i bnent successes and 
failure, protected group 
retention and euployee develop
ment efforts, types or train
ing, and infonnation provided 
or planned. 

D) Iu:plernent outreach 
progr atns w /protected 
group eotBnuni ty organi
zations in each facility's 
geographic area, sponsor 
open house events, 
specifically for protected 
group oa~ounity representa
tives 

1. A. cafl}lete the pro
tected group survey begun 
in 1986. 

A. train oamnittee 
JOOIOOers in the investigation 
process. 

C. Itnpletoont n~, supervisee 
procedure for pre-hire 

review. 

0. Revise Ctr. Regulations. 

RESPfNS I HI LITY 

AA Designee 
ANJ (nobility) 

MC-Chair./MO 
AAO 
MC-C/APD 

MC-C/ANJ 

1 A. Revise procedures for AAO/PD/tngrs 
establishing AA hiring goals •• 

B. Develop a reporting 
syste10 to assistant rnanager 
in unnitoring project toward 
e~tablishing hiring goals. 

MO/PO 

TARGIT DATE ----

10-1-87 

7-1-87 

7-1-87 
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LU .. ATlUN 

FERGUS 
(CXNI'.) 

r-n)SE LAKE 

ON< TERRACE 

ST. PETER 

OBJECTIVE 

2 • Increase oppor
tunities for current 
euployees to beeotne 
qualified for work in 
other job classi
fications. 

3. Update AA policies 
to cnuply w/OOS policies. 

1. Iuprove ability 
to achieve inter itn 
hiring goals. 

2. Assess methods to 
enhance AA progr a.Jns. 

ACTION 

C. Revise pre-hire 
procedures. 

o. Establish AA stand~rds 

2 A. Pr-ovide oppoctuni ties 
on the job training for 

work in different job 
classes for current euployees. 

3. A. Rewrite curreAt M 
policies-sexual harassment 
Reasonable AccoRfOdation r AA 
Review of selection decision. 

l.a) Publish ads in tnetro/s 
state area to increase 
applicant contracts. 

b) Establish one new 
contact for protected 
glass referred. 

RES~SIBILITY --------

AAO/PD/CEO/Ir~Jr-S. 

AAO/PD/CEO/ugrs. 

.MO/PD 

MO/PD 

MO/PD/PD 

ANJ/PD 

TARG81' OATE -----

7-1-87 

7-1-87 

4-1-87 

4-1-87 

ongoing 

1-31-87 

2.a). Evaluate~ oa11nittee, AAO/PD/Ex. CaRnittee 1-31-87 
a.Jnend as necessary to increase 
effectiveness and intergration 
into the 1nanage1nent process. 

b) Evaluate and revise 
progra.Jn policy-tie couponents 
of AA program together. 

l. Offer at least 2 training 
opportunities - M/EEO for 
staff 

MO/PD/Ex. CaRnittee 
AA) /PD/Ex. Car~ni t tee 

AA ~signee 
MC Chair 

1-31-87 
6-87 

10-87 and 12-87 





ST. PETER 
(aNT.) 

WILLMAR 

vn.J t..L1 L vr .... 

To bt" ing AA program 

to standard as 
outlined by DHS 

Enhance staff and 
prospective ei(\)loyees 

awareness of WRTC. 
Camnit:.Jnent to AA. 

ALTLUI\I RE:S PCJ\JS I A I L ITY 

2 . Through staff developtnent 
offer course in DOER 
euployees syste1n, and how to 
get ahead. 

3. Meet w/supervisor re-under 
utilization of protected 
group. 

----

PD 

4. Ensure at least 4 AA Ca.nn. .MO/AAC-Chair 
tneetings w/speakers and train-
ing available at two of those 
1neetings. 

1A. Rewrite AA policie~ 

B. Provide AA training 
Policy and procedures, 
review selection process. 

c. Establish procedures 
for Pre-hire and exit 
interview. 

AAO-CF.O accept 

M/PD 

2A. Statement of comnibnent em 
to AA/EO 

A. Distribution of AA goals AA/AAC 
to work sites. 

c. Training for AA oaBnittee 
1ne1nbers ANJ/AAC 

TARGRT DATE 

11-87 

12-87 

4-15-87 

5-6-87 

2-27-87 

3-15-87 

3-20-87 

4-15-87 
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ATIA~E~: 

A. Discrimination complaint form 

B. Revised race/ethnic categories 

C. Definitions 

D. Affirmative action laws 

E. Reasonable acoommodation request farm 

F. Merit system affirmative action plan summary 

G. Civil rights plan summary 





ATIAOiMENr A 
COMPLAINT OF DISCRIMINATION 

Info;mation on the Complainant (You) 
Job Title: ________________________ __ Name: 

-----------------------------Home Address: __________________________________________ Phone: __________ __ 

Wbrk Address: Phone: __________ __ 
Department: _______________ oivision: _____________ supervisor: ______________ _ 

Information on the Respondent (Person who discriminated against you) 
Name: Job Title: ____________________________ __ 

WOrk Address=------------------------------------------ Phone: __________ __ 
Department: _______________ oivision. ______________ supervisor ______________ __ 

Others who discriminated against you=-------------------------------------

Information on Co~plaint 
Check One: Race ___ sex ___ Oolor ___ Religion ___ Handicap ___ Marital Status ___ 

National Origin ___ Age ___ Reliance on Public Assistance ___ 
Date most recent act of discrfmination took place: ______________________ _ 

If you have filed this complaint with another aqency, please give name of 

that agency=-------------------------------------------------------------
Oescribe how you have been discriminated against, givinq names, dates, 

places, etc·-------------------------------------------------------------

This complaint is being filed based on my honest belief that the State of 
Minnesota has discriminated against me. I hereby certify that the infor
mation I have provided in this complaint ia true, correct, and complete 
to the beat of my knowledge and belief. 
Received by: ____________________ Signature. __________________________ __ 

Date: ___________________________ Datea ______________________________ ___ 



Additional Information on your complaint: ______________________________ __ 

Info;mation on Witnesses Who Can Suppo;t Your Case 

Narnes Addresses Phone Numbers 

l------------------------------------------------------------------------2. ____________________________________________________________________ _ 

3·-----------------------------------------------------------------------
4---------------------------------------------------------------------s. __________________________________________________________________ __ 

6·-----------------------------------------------------------------------



ATTA<JiMENT B 

REVISED RACE/EniNIC CATEGORIES 

The u.s. Equal Employment Oppcrtunity Commission revised its race/ethnic 
categccies foe the purposes of repocting employment statistics on the 
EEX:>-4 fc:rm (for state and local governments) • The revised categories are 
defined as follows: 

1. White, not of Hispanic ~igin. -Persons having crigins in any of the 
~iginal peoples of Europe, ~th Africa, or the Middle East. 

2. Black, not of Hispanic Origin. -Persons having arigins in any of the 
Black racial groups of Africa. 

3. Hispanic. - Persons of Mexicanb, Puerto Rican, Cuban, Central or Sooth 
America or other Spanish CUlture 01:' origin, regardless of race. 

4. American Indian or Alaskan Native. - Persons having origin in any of 
the original peoples of North America, and who maintain cultural 
identification through tribal affiliation ~ community recognition. 

5. Asian oc Pacific Islander. - Persons having or:igins in any of the 
original peq;>les of the Far East, Sa.Jtheast Asia, the tndian 
Subcontinent, or the Pacific Islands. The area includes, for exarrple', 
China, Japan, the Philippine Islands, and Sarma. 

With regard to DHs•s Affirmative Action Plan, the t~m "minacity" includes 
all of the afcrementioned categ<Xies except the first, "White•. 
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ABBREVIATIONS AND DEFINITIONS 

The following terms and abbreviations mean: 

AA - Affirmative Action 
AAC - Affirmative Action Committee 
AAD - Affirmative Action Director 
AAO - Affirmative Action Officer 
AAP - Affirmative Action Plan 
DPW - Minnesota Department of Public Welfare 
EEO - Equal Employment Opportunity 

ATIAQiMENr C - l 

EOD - Equal Opportunity Division of the Minnesota Department of 
Employee Relations 

Affirmative Action - A management pro~ram desiqned to ensure equal 
employment opportunity by identifying and rernovin-3 
barriers throughout all components of a personnel 
system with specific emphasis placed on improving 
initial employment and advancement opportunities for 
handicapped persons, minorities, women and Vietnam 
era veterans. 

Affirmative Action Plan - The written document which describes 
the Department's pro~ram for achievin~ equal employ
ment opportunity. 

Affirmative Action Program - Action steps taken by management to 
achieve the goals as specified in the Department's 
affirmative action plan. 

Agency - A department, commission, board, institution or other 
entity in the executive branch in which all positions 
are under the same appointing authority. 

Barrier - Any factor, intentional or unintentional, be it policy, 
practice, action, commission, examination, physical 
facilities, negative attitudes, which results in 
unequal treatment of protected group(s) and/or which 
has an adverse effect on the employment or advancement 
opportunities of such groups. 

Director - State Director of Equal Employment Opportunity. 

Disability/Handicap - Functional limitation, condition or charac
teristic (mental, emotional or physical) which con
stitutes a barrier to employment. (See Appendix F). 





Discrimination - Unequal treatmer.t, intentional or unintentional, 
based on protected characteristics. 

Disparity/Underutilization - The employment of fewer handicapped 
persons, minorities, women and VietQam era Veterans in 
the agency's work force than could reasonably be 
expected based on their availability in the labor area. 

Employee - All classified and unclassified employees in the 
Executive Branch of state government. 

Equal Employment Opportunity - The policy of basing all personnel 
activities solely on individual merit of applicants 
and employees, related to the specific job requirem~nts, 
and without regard to race, color, religion, sex, age, 
national origin, disability, political affiliation, 
or other nonmerit factors. 

Goals - Good faith, quantitative objectives set by an agency 
head as the minimum requirement to be met within a 
ce-rtain time period. 

Harassment - Any repeated behavior, or combination of behaviors, 
by one or more employees towards another employee or 
group of employees based on race, national origin, 
religion, sex, veteran's status, or age and which the 
affected employee considers to be annoying, insulting, 
intimidating, which causes discomfort and/or which has 
a detrimental effect on such employee's work perfor.mance. 
(See Appendix G.) 

Institution Administrator - Persons who are designated as the 
appointing authority for an agency subdivision, e.g., 
hospital administrators, superintendent or warden of 
a correctional facility. 

Labor Area - The geographical area from which the agency or agency 
subdivision can reasonably expect to attract applicants. 

Minorities - Persons of Black, Hispanic, Asian, American Indian, 
or Native Alaskan heritage. (See Appendix E.) 

Parity - A condition where the 'NOrkforce is representative of 
all population groups in each job category, in propor
tion to their occurrence in the labor area workforce. 





Policy - A written statement of commitment to equal employment 
opportunity and affirmative acti~n. 

Protected Characteristic - Any feature, aspect, ccndition, opinion, 
or the like, which has no relation to one's ability to 
perform a particular job, such ~s race, color, creed, 
sex, age, marital status, national origin, specific 
disability, reliance on public assistance, religious 
or political opinions or affiliations. 

Protected Class/Protected Group - Tho.se individuals identifiable 
as handicapped, minorities, women or Vietnam era veterans., 

Timetables - Time periods during which the specific quantitative 
goals and other objectives are to be met. 

Vietnam Era Veterans - Those persons who served in the military 
service of this country during the period July 1, 1964 
to December 31, 1976, under honorable conditions. 





A'ITAOiMENT C - 2 

DEFINITIONS RELATING TO DISABILITY AND HANDICAP 

Fur;ctioaal Disability: same as "Disability". 

Disabled (Handicapped) Person. - any person who: 

1. has a physical or mental impairment which substantially 
limits one or more major life activities, or 

2. has a record of such an impairm~nt, or 

3. is regarded as having such an impairment. 

Physical or Mental Impairment: 

1. any physiological disorder or condition, cosmetic disfigure
ment, or anatomical loss affecting one or more of the 
following body systems: neurological; musculoskeletal; 
special sense organs; respiratory, including speed organs; 
cardiovascular; reproductive; digestive; genito-urinary; 
herr.ic and lymphatic; skin; and endocrine; or 

2. any mental or psychological disorder, such as mental retarda
tion, organic brain syndrome, emotional or mental illness, 
and specific learning disabilities. 

~jgr Life Act~vity: functions such as caring for one's self, 
performing manual tasks, walking, seeing, hearing, speaking, 
breathing, learning, and working. 

~~ Record of §ush Impairment: has a history of, or has been 
misclassified as having a mental or physical impairment that 
substantially limits one or more major life activities. 

Is Regarded as Having an Impairmell: 

1. has a physical or mental impairment that does not substantially 
limit major life activities but that is treated as constituting 
such a limitation; or 

2. has a physical or mental impairment that substantially limits 
major life activities only as a result of the attitudes of 
others toward such impairment; or 

3. has none of the impairments defined above, 1>ut is treat eel as 
having an impairm~t. 





Qualified Disabled Person: with respect to emplo}ment, a disabled 
person who, with reasonable accommodation, can perform the 
essential functions of the job in question. 

Reasonable Accommodation: architectural, equipment and other 
changes an employer must make to enable disabled persons to per
form the job for which they are otherwise qualified. The test 
of "reasonableness" is based on whether or not a given change would 
impose undue hardship on the employer's operation. The burden 
for showing undue hardship rests with the employer. 

Reasonable accommodations include, but are not limited to, the 
following: 

1. Making facilities, which are used by employees, readily 
accessible to and usable by disabled persons. This includes 
parking facilities. 

2. Acquiring auxiliary aids and devices, and modifying equipment 
to be used by employees with specific disabilities. 

3. Restructuring jobs and modifying work schedules to accorrmodate . 
specific abilities and disabilities. 





CJA.Itl ACENCY AFI:'JR~tAnVF. ACTION PROCRAMS. 

Subdivisa 1. Affir••Ci~ action officers. (a) Each acmcy with an lf'proved 
• «Anplcmcac ~ 1,000 wH haYC at least one affirmative action ofT'Icer, who sbll 

:,ave rrirnarJ tCSf'OMibilitr ror dewlopin; and maintaininc the accncy's affirmative 
action rbn. The otr~n shall ckYOtc full time to affarmativc action activities. The 
affirm;ti\"C Ktion olTker &hall rerort administratively and Oft policy W.c:s directly to 
•~ acmcy ltcad. 

Eb) 1M commissioner shall assi;n afT'Irmativc action officers for accncies with 
•rrrnved complements or leu than 1,000. 

Subd. 2. Apncy affirmatin action plans. (a) The head of each acency in the 
~•ccutivc branch shall prcp:uc and implement an accncy affirmative action plan 
consistent with thii section and rvles issued under section 4lA.04, subdivision ). 

(b) The accncy plan must include a plan for the provision of re.asonable 
accommocbtion in the hirinc and promotion of qualified handicapped pcnons. The 
rc.aSO"\\blc accommodation plan shall consist Of II least the foiJowin;: 

(i) proa:dures for cOtnpliancc with section 363.03 and. where appropriate, 
rc&ulations implcmcntin& United States Code, title 29, ~eetion 794, as amended 
throuch Dccanbcr 31, 1914, whi-:h is section S04 of :he R.ehabiliution Act of 1973, 
as amended; 

(2) mcthods and J)roccdurcs for providin& rn.sonab1e accommodation for 
handicarrerJ job applic.ants. current employees, and employees scckin& promotion; 
and 

(3) prowisions for fundinc reasonable accommodations. 
(c) ne accncy plan must be: prep2rcd by the aacncy bead with the assistance or 

the aaency arrarmativc action ofliccr and the director o( equal employment opponu
nity. TM council for the handicapped ~hall provide assistance with the acency 
rc.asonablc accommodation plan. 

(d) An accncy affirmative action plan may not be implemented without the 
comminioncr·s approval. • 

Subd. l. Sanctions aad .lacmliYa. (a) The director or cquat employment 
opponunity shall annuta11)· audit the record of each accncy to dctermi.1e the rate or 
compliance with annual hirinc coals of each coal unit aDd to evaluate. the accncy•s 
overall procras toWard its afTarmativc action coals and objccti¥a. 

(b) By January I or ach ,ar. the commissioner shaD submit a rcpon on 
affirmative Ktiaft proaras ol acb accnc:y and the Slate • a whole to lhe covemor 
and to the faance committee ol the senate. the appropriations committee of the 
house of rcpacntati\u. and the acwcmmenul operations committees ol both houses 
of the lcpslatllft. The report IIIUSt include ach qcncr•s rate of compliance with 
annual hirin& pis. Any a&CJICJ ia which las than'' oacmt ol the mtcrim hirin& 
&oaJs in UJ pJ ait were unmct must be dcsipatcd ia the report u 1ft acency not 
in compn.- wiQ alf'tnnativc actioa requircmalls. 

(c) 11111 ..,missioner shaD lludy methods 10 impnM the performance o1 
accncicl 8111 ill -.pliucc with alrarmativc ICtioa nquiranats. By January IS, 
1916. l.he aa iaior::r &haD submit to the lqislaturc a propouJ for improvin1 
compliucz talcL 11ais proposal IDUSl include penalties for a.oneompliancc. 

(d) nc ~ shaD aUblish • procrara to ncopiu ~ that have 
~n~dc lipil'aat ud measurable proaraa toward Khicvift& aft'"annativc KtioG 
objcliwL 

Hilbrr. U,INJ t IJ 1 171 

4U..lt2 1L\NSIT10N. 

Aa ~ap~~q dw '- a mjoritJ ol ka appc'CM~d lUff complanat asiped to 
CUftpuHI. illaitatioas tcpante rrom ill adminisan&M ..... and tlw il ... 
C~Dmpliua wida HCtiaa 43A.Itl,eut.di.,_ I, • .lutiUJ I, 191S, shall come into 
compliua " JIIIJ 1. ltll. Ua&il it _.. iMo ~ lk qtnq shan 
~ ~~iii~ l!lrflinlat of OM f88U·tiiM· afram~tivt ~diu .of:"af t.~ mi&ninl 
pan-a~ ~" Ktioa d:.tlia 10 ~ • ada CUBa,_ • at act. 
iutituU.. 

ATrAOiM£Nr D 





( 
MINNESOTA DEPARI'MENI' OF HUMAN SERVICES 

REX:){JEST roR REASCNABLE Aca:M<)DM1:00 
( 1-5 to be conpleted by the errployee or applicant) 

~loyee or Applicant 

Division cr Unit 

Classification Date of request 
{or position applied toe) 

Statement of Disability (attach medical 
statement if requested by 504 Coordinatcr) 

1. Type of acc::crmojation requested to pet"fc:rm essential function: 

2. Which essential function(s) of your job will the requested 
accommodation allow you to perf~? 

3. How will the requested accumtcx:lation be effective in allowing 
pet"fcrmance of the essential job function(s )? 

4. Have any ncn-essential job functions been eliminated? Please 
describe. 

5. Describe specific reasonable aco:trm:xlations to be made: 



Signature of Errployee Date 
(I understand that any tangible acwuuwations purchased by the Department 
will became the property of the State of Minnesota). 

Signature of Supervisor Date 

Signature of Ccrrm.issioner or C.E.O. (if funding is required)Date 

Signature of 504 C~dinator 

Signature of Affirmative Action Officer 
(if other than 504 Coordinatcr) 

504 Coordinatoc: 

(Date) 

(Date) 

Approved: 

Denied: 

Date 

Date 

Reason fer Denial=-------------------------------------------------



ATTACHMENT F 

Minnesota Merit System Affirmative Action Plan 

-SUMMARY-

_!?urpose 

The M.M.sts Affirmative Action Plan is administered by the DHS Affirmative 
Action Director. The purpose of the plan is to ensure ~ganizational 
compliance with the letter and the spirit of affirmative action and equal 
opportunity. The plan is reviewed for revision in the fall of even 
numbered years. 

Policy Statement 

It is the policy of the Minnesota Merit System to provide equal employment 
opportunities to all qualified people without regard to race, creed, 
color, national origin, religion, status,membership oc activity in a local 
commission or disability. Equal employment opportunity under this policy 
includes, but is not limited to, the following: Recruitment, selection, 
placement, promotion, training, transfer, termination, education, tuition 
assistance, layoff, return from layoff, condition and privileges of 
employment and employment development programs, including apprenticeship 
and training programs and all other areas of personnel activities, in 
accordance with applicable federal, state and local laws and regulations. 

The Minnesota Merit System further recognizes that the effective 
application of the policy of equal opportunity in employment involves more 
than a policy statement. It will, therefore, undertake a progressive 
program of affirmative action to ensure that equal employment opportunity 
is provided on the basis of individual qualifications and to encourage all 
persons to seek employment with the Minnesota Merit System and to strive 
foe advancement on this basis. The Minnesota Merit system will: 

1. Actively recruit women and persons of minority groups. 

2. Develop class specifications t~t accurately reflect job requirements. 

3. Facilitate hiring qualified individuals. 

4. Provide career development op~tunities where possible. 

The Affirmative Action Plan applies to all agencies under the jurisdiction 
of the Minnesota Merit System. Agencies other than county welfare 
departments and human service agencies who are covered under the Merit 
System rules may contact the affirmative action oammittee in their county 
or region. In an effort to implement this plan, directocs of agencies 
covered under this plan will develop, by March 31 of every odd numbered 
year, the Goals and TUnetables (DHS- 1904) for their department using 
good faith efforts in the employment, training and promotion of qualified 
women and persons of minority groups. Although goals are not set fer 
persons who are disabled o~Vietnam era veterans, agencies are required to 
provide these people with equal employment opportunities. 





Each county agency director shall submit, on an annual basis, the 
Minnesota Merit system Affirmative Action Yearly Evaluation Report (DHS -
1892) to the DHS Affirmative Action Office by August 1. The report shall 
cover the per io::l fran July 1 of the pervious year through June 30 of the 

current year. 





ATTACHMENT G 

MINNEsarA DEPARI'MENI' OF HUMAN SERVICES 
---... · . CIVIL RIGHTS PLAN 

-SUMMARY-

Legal Basis and Scope 

Under the Department of Health and Human Services Regulations, every 
state agency receiving federal financial assistance from HHS for any 
program is charged with the responsibility to ensure that the service, 
financial aid, or benefits it provides, whether through its own staff, 
its local counterparts, its sub-grantees, or others participating in 
the program, are provided without discrimination on the basis of race, 
color, national origin, sex, religion, handicap and age. 

Each state agency applying for federal financial assistance for 
continuing health, welfare, or social service programs is required to 
provide for such methods of administration for the program that will 
ensure that the benefits and services within the programs are provided 
in a non-discrimination manner; and, to execute an assurance of 
compliance with Title VI of the Civil Rights Act of 1964 and Section 
504 of the Rehabilitation act, as amended. 

DHS has established a civil rights compliance plan that was approved by 
the Health and Human Services Office for Civil Rights, in March 1986. 

This plan ensures that the Minnesota Department of Human Services and its 
sub-grantees do not discriminate on the basis of race, sex, religion, age, 
color or national origi.n in the operations, policies and procedures of 
federally funded programs. The following areas are addressed: 

1. Assignment of Responsibility for Implementation 

2. Title VI, Section 504, Age Discrimination & Cultural Awareness 
Training 

3. Compliance by other Participants 

4. Dissemination of Infocmation to Beneficiaries & General Public 

5. Civil Rights Complaint Policy and Procedure 

6. Recruitment and Employment Practices 

7. Planning, Advisory and Policy Boards 

8. Cont-inuing Compliance 

9. Program Accessibility 

10. Specific Section 504 Requirements and Institutions 

11. Corrective Requirements 

12. Compliance Reoocds 




