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STATEMENT OF COMMITMENT 

This is to affirm the Minnesota Department of Human Rights' policy of pfovid
ing Equal Opportunity to all employees and applicants for employment in accor
dance with all applicable Equal Employment Opportunity/Affirmative Action 
laws, directives and regulations of the State of Minnesota. 

l.. 
J 

The Department will not discriminate against or harass any employee or ap-
plicant for employment because of race, creed, color, sex, national origin, 
age, marital status, disability or handicap, status with regard to public as
sistance, religion or, in the state civil service, Vietnam era veteran status, 
political opinions or affiliations. 

The Department will take affirmative~action to ensure that all employment 
practices are free from such discrimination. Such employment practices in
clude, but are not limited to, the following: hiring, promotion, demotion, 
transfer, recruitment or recruitment advertising, selection, layoff, discipli
nary action, termination, rates of pay or other forms nf compensation, assign
ment, and selection for training. 

The Department will implement and maintain a program of affirmative action to 
eliminate internal barriers to equal employment opportunity and to provide for 
the employment and advancement of qualified disabled persons, minorities, 
women and Vietnam era veterans. Any employee of the Department who does not 
comply with the Equal Employment Opportunity Policies and Procedures as set 
forth in this statement and plan will be subject to disciplinary action. 

I have ippointed Wendy Adler Robinson as the Affirmative Action Officer. She 
will be responsible for monitoring all Equal Employment Opportu~ity activitirs 
and reporting the effectiveness of the Program as required by state law. T 
will receive and review reports on the progress of the Program. If any 
employee or applicant for employment believes he/she has been discriminated 

~~~i~c c::ce:dy Adler Robinson·;:\ srem~r ~a
1
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RESPONSIBILITIES FOR AFFIRMATIVE ACTION 

COMMISSIONER-

Responsibilities: 

,, 

The commissioner will be responsible for the establishment of affirmative ac
tion programs, including gqals and timetables, and compliance with all federal 
and state laws and regulations relating to discrimination. · 

Duties: The duties of the commissioner· shall include, but· not be limited to, 
the following: 

a. to designate an Affirmative Action Officer and include accountability 
for affirmative action in h~~/his position description. 

b. to take action, if needed, on complaints of discrimination. 

c. to issue a statement affirming the Department's commitment to affirma
tive action/equal employment opportunity, and to insure that such a 
statement is disseminated to all employees. 

d. to make such decisions and changes in policies, procedures, or physical 
accommodations as may be needed to implement effective affirmative ac
tion in the Department. 

e to- actively promote equal employment opportunity. 

f. to report annually to the governor and the legislature through the Com
missioner of Employee Relations the department's progress in affirmative 
action. 

g. to notify all contractors and subcontractors with the Department of 
their affirmative action responsibilities. 

Accountability: The commissioner is ac6ountable directly to the Governor and 
indirectly to the Commissioner of Employee Relations and the Director of Equal 
Opportunity for affirmative action matters. 
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AFFIRMATIVE ACTION OFFICER 
I. 

I 

Responsib.ilities: · 
. ' 

The Affirmative Action Officer (AAO) ·is responsible for the development, im-
plementation and monitoring of the Departmental affirmative action program. 
Duties: The duties· of the Affirmative Action Officer shall include, but not 
be limited to, the following: 

a. to coordinate and to monitor the day-to-day affirmative action ac-· 
tivities. 

b. to investigate complaints of discrimination and submit findings to the 
commissioner. t 

I 

c. to fulfill all affirmative action reporting requirements. 

d. to ·disseminate the AA policy. 

e. to hold exit interviews with all employees to determine reasons for 
turnover 

f. to act as the liaison bet~Jeen the Department and the Equal Opportunity 
Division. 

g. t6 determine the need for affi~mative action training within the Depart
ment and to initiate the development of such training programs with the 
assistance of the Training and Development Coordinator, the Equal Oppor
tunity and the Training Divisions of the Department of Employee Rela
tions, and outside resources as necessary. 

h. to review and recommend changes in policies~ procedures, programs and 
physical accommodations to facilitate affirmative action. 

i. to support and participate in the recruitment of protected class persons 
for emplo)~ent, promotion, and training opportunities. 

j. to maintain contacts with protected class sources for recruitment pur
poses. 

Accountability: T~ Affirmative ALtion Officer is accountable directly to the 
comm~ssioner. 
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All persons and organizations doing businesses with the Department will be in
formed of the policy and will be advised that the department will do business 
only with those who comply with EEO policy. 

POLICY PROHIBITING SEXUAL HARASSMENT 

Definition: Harassment is any behavior which is not welcome, which is per
sonally offensive, which, therefore, may·affect morale and interfere with the 
employee's ability to perform his/her job. 

According to the EEOC: "unwelcome sexua 1 advances, .. requests for sexu a 1 
favors, and other verbal or physical conduct of a sexual nature constitute 
sexual harassment when: (I} submission to such conduct is made either ex
plicitly or implicitly a term or condition of an individual's employment, (2) 
submission to or rejection of suc~·conduct by an individual is used as the 
basis for employment decisions affecting such individual, or (3} such conduct 

-has the purpose or effect of unre~sonably interfering with an individual's 
work performance or creating a intimidating, hostile or offensive working 
environment." 

It is the poliGy of the Department to prohibit verbal and phys~cal harassment 
of its employees based on sex, race, national origin, and religion. Any 
employee subjected to harassment on any of these bases should file a written 
complaint with the department's affirmative action officer. 

The Department has posted this policy and will publish it in the employee 
handbook given to each employee upon hiring. In addition, the agency affirma
tive action officer will present the policy in orientation of all new 
employees. The following complaint procedure is part of the employee hand
book. 

AFFIRMATIVE ACTION COMPLAINT PROCEDURE 

An employee may follow either the informal or the formal procedure. 
- . 

I . I n f orin a l 

a. An e~ployee may first present a discrimination complaint to the 
immediate supervisor and request resolutionJ If, however, the su
pervisor is the subject of the complaint, the employee may bring 
the matter to the-affirmative action officer. ~ 

b. The AAO determines whether the complaint is a discrimination com
plaint. If the AAO finds that the matter relates to general per
sonn~l concerns, he/she shall inform the comprainant~f this fact 
witnin two working days of the date the complaint is received and 
advise the employee of availabl~ grievance procedures. 
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I I. Formal ,, 
a. If the complaint cannot be resolved through informal efforts of 

the AAO and/or supervisor, the employee must file a written com
plaint with the AAO by memo or letter explaining the specifics of 
the complaint. The complaint must be submitted within seven work
ing day~ of the incid~nt and must give details of the incident 
which gave rise to the complaint. 

b. If the complaint is a discrimination complaint, the AAO will, 
within two working days of the day of the complaint is received, 
send a copy to all parties named as respondents. The complaint 
shall request response within seven working days. 

t 
I 

c. The AAO shall investigate the complaint and submit a summary and 
recommendation to the commissioner within 20 working days. 

d. The commissioner shall accept, reject or modify the AAO's recom
mendations, take appropriate action and notify all parties to the 
issue within 10 working days. 

~e. The AAO sha 11 advise the- comp 1 a i nant of the right to fi 1 e a com
plaint with the EEOC. 

f. The entire complaint process shall be completed with a final writ
ten answer _within 60 working days of the filing of the ~omplaint. 

g. The commissioner shall notify the commissioner of DOER of the dis
position of any formal complaints within 30 days of-determination. 

h. All documentation connected with a complaint shall be considered 
private information durin~ the course of an investigation. The 
status of the complaint is public. The Minnesota Government Data 
Practices Act defines the status of the complaint file documents. 

i. · Sexual harassment complaints shall be processed according to the 
department's affirmative action complaint procedure: During a 
sexual harassment complaint, these four procedures shall also 
apply. 

1. If an employee initiates a complaint of sexual harassment, 
fhe appointing authority/AAO/designee shall open the com
plaint procedures to union participation at the request of 
the employee. The Department's appointing 
authority/AAO/designee shall inform the employee of this 
right. Notice of a complaint in progress shalr be sent by 
the appointing authority/designees to the union representa
tive unless the complainant requests that the union not be 
notified. 
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2. The appointing authority/designee shall conduct a prelimi
nary.investigation if the employee states that she/he is un
able to function in the worksite. The appointing 
authority/designee shall take intervening action before the 
completion of a full investigation if the preliminary inves
t~gation establishes a reasonable basis for the employee's 
concern about continuing in the existing work situation. If 
the case involves an AFSCME employee, ·the 'investigation will 
be conducted and report prepared within.Zl calendar days.) 

3. If the complainant has requested the union's involvement in 
the complaint, the union's representative as well as the 
complainant shall be provided a written summary of the find
ings and resolut~on. 

I 

4. Appropriate action by the commissioner shall include dis
cipline of an employee found to be responsibl~ for harass
ment of another employee. 

IDEAl GOAlS AND ANNUAl GOALS 

Ideal goals for protected classes are set by bargaining unit or compensation 
plan. For the Department of Human Rights, ideal goals are: 

Barg. Uni_t Female 
Comp.Plan 

Office 

Professional 45.10 

Supervisor 58.33 

1988 ANNUAL GOALS 

Mi nor_i ty 

4.69 

4.69 

19.40 

Handicapped 

8.20 

8.20 

8.20 

Vietnam 
Veteran 

9.0 

9.0 

9.0 

The Department reports its progress in hiring protected class members based on 
annual goals. It is the responsibility of the Department to set an annual ob 
jective for each protected gro~p and unit where a disparity exists. 

The Department's annual objective should by realistic. Objectives are deter
mined by a review of the Department's current vacancies and anticipated turn-
over and workforce availability. ·-

The Affirmative Action Officer, Management Services Director and Commissioner 
review vacancies and anticipated turnover for the fiscal year. Thi~ informa
tion, combined with information on existing disparities within units is the 
basis for goals set for the fiscal year. 

Office 
Professional 
Supervisors 
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PROGRAM OBJECTIVES 

The following are methods for developing programs and progr~m objectives 
designed to meet affirmative action goals. 

Objective 1: 

Step 1: 

Step 2: 

Responsibility: 

To disseminate the affirmative action policy to new and cx
i$ting employe~s. 

Conduct EEO/AA training at new Employee (professional) 
orientation (training); 

Conduct EEO/AA training for AFSCME employees. 

Affirmative Action Officer, Training Coordinator 
l. I . 

Target Date for Completion: Ongo~ng for new employees, fourth quarter 1988 
for existing. 

Objective 2: Develop a Building Evacuation Policy for Disabled In
dividuals 

Step 1: ~ Review Options with ~the Minnesota State Handicapped Council; 

Step 2: Discuss options with Department Safety Officer 

Step 3: Develop policy_and disseminate to staff. 

Responsibility: Affirmative Action Officer, Safety Officer. 

Target Date for Completion: Fourth Quarter 1988. 

Objective 3: 

Step 1: 

s'tep 2: 

Step 3: 

Respon_s fbi 1 i ty: 

To hold- Sexual Harassment Training for all Department 
Employees 

Discuss options with DOER; 

Select appropriate training format; 

Schedule training. 

Affirmative Action Officer, Training Coordinator 

Target date for completion: Fourth Quarter 1988 

PRE-EHPLOYMEh7 REVIEW AND MONITORING OF SELECTION CRITERIA 

Statewide affi~ative action rules require pre-employment review of all oc
cupational categori~s with unmet affirmative action goals. Pre-employment 
review requires ju: ,ification of the non-selection of a protected group member 
for whom there is ? disparity prior to the offer of employment to a non
protected group member. The ideal Lime for the affirmative actidn officer to 
conduct a pre-e~.:ployment review is when interviewees are being selected. It 
is the responsibility of the AAO to conduct this pre-employment review prior 
to the appoint~ent of employees. 
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PRE-INTERVIEW STAGE 

1 

2 

3 

4 

5 

6 

Responsibility 

Personnel Officer 

Personnel Officer 

Chair of Search Committee 
or Appointing Authority 

l.. 
I 

INTERVIEWING STAGE ' 

Chair ~f Search Committee 
of Appointing Author1ty 

II 

PRE-APPOINTMENT STAGE 

AAO 

10 

I . 
I 

Action 

Notify AAO as soon as requisition is 
made to fill vacant position. 

Post job vacancy for bid by eligible 
bargaining unit employees. 

Give AAO ·copies of test, interview 
questions and other selection 
criteria to be used. 

Send mem~to AAO stating specific 
- actions taken to reach 9oals; con

tact with and interviewing of 
protected group members. 

Inform AAO if protected group member 
is not recommended for selection and 
state reasons why. 

Advise appointing authority of ap
propriateness of selecting someone 
other than protected group member 
for whom there is a disparity. 



I. 

REASONABLE ACCOMMODATION PROVISION 

POLICY ,, 

It is the policy of this agency to encourage the.employment and promo
tion of any qualified person including the handicapped. If the reason 
for the denial of employment or advancement in employment is the need to 
make reasonable accommodatfons to the physical or mental needs of a 
handicapped employee or job.applicant, it must be·demonstrated that: a} 
the accommodation would i-mpo~e an undue hardshi.p. on the agency; b) the 
accommodation does not overcome the effects· of the person's handicap; or 
c) the handicapped person is not qualified to perform that particular 
job. This agency's reasonable accommodations policy applies to all 
departmental employees with any known physical or mental limitations, 
and any job applicant reque~ting accommodation prior to employment in
terview. 

-This agency will provide accommodations to qualified handicapped _ 
employees/job applicants when such accommodations are directly related 
to performing a job or competing for a job on an equal basis. Accom
modations will not be required for non-job related personal needs of in
dividuals even though they may be a qualified handicapped ind~~idual. 
In such cases questions may arise as to whether the accommodation is 
personal or job related. The primary factors in evaluating an accom
modation is whether the accommodation will enable the person to perform 
the job on an equal basis in th~ most cost effective manner and in the 
mcist integrated setting possible. -

II. SCOPE 

This policy statement established the Department's workforce standard 
for accommodation to the needs of handicapped employees. Reasonable ac
commodation requirements apply to both job applicants as well as current 
employees~ · 

III. DEFINITION$ 

A. Handicapped Persons 

A handicapped person for purposes of this policy~s anyone who 
~eets-the definition as stated in the Section 504 regulations of 
the 1973 Rehabilitation~ct as amended in 1978, Sub-part A, Sec
tion 84.3 jl-2 and kl04 and Chapter 363 of the state's Human 
Rights Act. A handicapped person is anyone who: 

1. Ha~ a physical or mental impairment which substantially 
limits one or more of such person's major life activities. 

2. Has a record of such impairment which means that a person 
has a history of or has been m· .classified has having a men
tal or physical impairment that .substantially 1 imits one or 
more major life activities. 
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· 3. Is regarded as having such an impairment which means: 

b. 

c. 

Has a physical or mental impairment that may not sub
stantially limit major life activities but that is 
·treated by an employer as constituting such a limita
tion; 

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 . 

Has no impairment but is treated by an employer has 
having such an impairment. 

An employee with an aa~te disabling condition which is ·expected to 
be temporary, such as appendicitis, broken arms, pulled muscles, 
etc. will meet the definition of qualified handicapped person. In 
most cases, these individuals will require short term methods of 
reasonable accommodation such as scheduled modification, limited 
work assignments, etc. until they can return to their usual work 
schedule. If a residual medical impairment is determined and a 
permanent~condition is demonstrated, the provision of permanent 
reasonable accommodation will be considered. 

IV. REQUEST FOR REASONABLE ACCOMMODATIONS 

In order to avoid processing delays, the procedures for processing re
quests for reasonable accommodations should reflect the least number of 
approval steps necessary. The steps in requesting reasonable accommoda
tions for current employees are: 

A. The supervisor and the handicapped employee consult to determin~ 
the need for the accommodation and to discuss alternatives such as 
job restructuring, job site modification, and assistant devices. 

B. The supervisor submits a written request form "Employee Request 
for Reasonable Accommodation" obtained from the Affirmative Action 
Officer/Designee for reasonable accommodation. The request in
cludes a justification for. the accommodation, and includes a 
statement of the disability. A medical statement of limitations 
~ay be included if the supervisor deems advisabJe. 

C. The supervisor submits the request to the Affirmative Action 
Officer/Designee within two working days upon receipt of the re
quest. The Affirmative Action Officer will notify th~ Enforcement 
Director of the request and gather information regaraing 
availability and cost within two working days. 

D. The Affirmative Action Officer reports to the agency head with a 
reco~~endation. The agency hea9 considers the available alt rna
tives and decides whether or

1
not to grant the requested a~cc-~oda

tion and-determines what acc6mmodation should be provided. The 
decision is then provided in writing to the supervisor within two 
~Jrking days after the agency makes his or her determination. 

12 



E. - The Affirmative Action Officer fills out the "Reasonable Accom
modations Agreement Form" and obtains necessary signatures. 

,' 
F. The Affirmative Action Officer submits appropriate purchasing 

documents to the purchasing agent if equipment, furniture, or 
other assistive devices must be purchased.· · 

V. Methods .of providing reasonable accommodation. The following are some 
methods of providing reasonable accommodations to· qualified handicapped 
individuals. Other forms of reasonable accommodation may also be 
provided. 

A. Modification of equipment or assistive devices. 

The provision of equipment may include special telephone equipment 
"talking" calculators,' one-handed typewriters, closed circuit 
televtsions, specifically designed desk and files, TOO communica
tions equipment and other types of equipment to facilitate the 
performance of job duties. These items may include: of the shelf 
devices as well as highly specialized, customized and/or prescrip
tion items. 

B. Job site modification 

The planning and provisions of accessibility to existing 
facilities may be required in order for disabled indivi9uals to 
work in them. Modifi~ations may include-adjustments to equipment 
height including desks, chairs, etc., addition of electrical out
lets, rearrangement of furniture and equipment, widening doorways, 
reallocation of the job site to an accessible area, provision of 
special parking facilities, modifications of ventilation, heating, 
cooling, and lighting systems, and other types of similar 
modifications. This agency will negotiate any changes with the 
landlord of the office space leased by this agency through Real 

_Estate Management Division, Department of Administration to_deter
mine costs involved. 

C. Job restructuring 

The restructuri~ of any job may include modifying work hours 
and/or changing job duties while retaining the basic job func
tions. Arrangements must be considered for full-tim~permanent 
and intermittent employment. Job sharing and flexible work hours 
may permit handicapped employees to meet such needs as medical ap
pointments and medical dietary requirements. 

13 



VI. 

D. Support services ,, 
Support services .such as interpreters for hearing impaired in
dividuals, readers for blind, special attendants, etc. must be 
provided when it is clearly demonstrated that these services are 
required for a disabl.ed employee's performance of the essential . 
functions of the job •. Support services may als~ be needed for job 
applicants during the interview process. This agency may directly 
or on a contractual basis of any agency outside the department 
provide the training necessary to allow staff members to provide 
support services when such training and the provisions of such 
support services are. administratively feasible. 

UNDUE HARDSHIP l· 
l 

A. In determining whether or not the making of a reasonable accom
modation would impose an "~ndue hardship" on the operation of a 
recipient's program, factors to be considered must include: 

1. The overall size of the recipient's program (i.e., number 
and type of facilit1es, size of budget). 

2. The type of the recipient's operation including the composi
tion and structure of the recipient's workforce. 

-

3. The nature and cost of the accommodation needed~ 

4. The reasonable ability to finance the accommodation and each 
site of business; and 

5. Documented good faith efforts to explore less restrictive or 
less expensive ~lternatives including consultation with the 
disabled person or with knowledgeable disabled persons or 
organizations. 

VII. FUNDING FOR REASONABLE ACCOMMODATION 

This agency will make funds available in order to provide reasonable ac
commodations to handicapped employees/job applicants. (The amount will 
be determined by the agency head and funds will be used only when a 
reasonable accommodation request has been approved and signed lfy the 
agency head.) 

VIII. PURCHASE AND MAINTENANCE OF ACCOHMODATIONS 

A. This agency is free to choose the specific accommodation provided 
to qualified handicapped persons. The person requesting 
reasonable accommodations will suggest appropriate accommodations. 
This agency may prov je another accommodation equal or superior to 
the one proposed in r~acticality, usefulness, or cost effective. 
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B. All tangible accommodations purchased by this agency will be the 
property of th~State of Minnesota and shall be used on~y for job 
related functions.· The maintenance of equipment will be the 
responsibility of the d~partment and projeGted maintenance costs 
will be a factor in the initial decision to provide accommoda
tions .. Example: rep~ir special office equipment, etc. 

IX. All denials of requests for.reasonable accommodation.will be documented 
and kept on file by the affirmative .action officer.· .A copy of the docu
ment denying the request for reasonab 1 e accommodation wi 11 be g i ve·n to 
the supervisor. The affirmative action officer will notify the employee 
of the denial and inform the employee of his/her right to appeal and to 
file with other government agencies .such as Human Rights and Equal 
Employment Opportunity Commt~sion. 

I 

X. APPEALS 

An employee who is dissatisfied with the reasonable accommodation deci
sion can appeal directly to the agency head within two working days of 
the decision. The agency head will within two working days of the in-

=dividuals appeal, convene a reasonable~ccommodation review committee 
which shall consist of persons previously not involved. For example, an 
employee in the same job classification is the person requesting accom
modation a rehabilitation engineer (or other person knowledgeable of the 
r~quested accommodation). This committee will review all pertinent 
material and steps leading to the decision according to the following 
criteria. 

A. Job relatedness. 

B. Effectiveness. 

C. Necessity. 

D. The relationship between the accommodation and essential job func
tions. 

E. Cost. 

F. Other claims of undue hardship. 
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The committee will· will make a recommendation to the agency within three 
working days from the date the committee was convened unless more time 
is needed to obtain more information from outside sources. Tne agency 
head will make a final determination within three working days from 
receiving the committee's recommendation. The affirmative action of
ficer will then convey written copies of the agency head's decision to 
the employee and supervisor. If the employee is still dissatisfied with 
the decision,· she/he may fi"le with federal, state, local and human 
rights legislation. The department's affirmative. action officer will 
provide employees and compliance agencies with information in assistance 
needed in the appeals process. Iriformation will be provided in com; 
pliance with the Minnesota Government Data Privacy Act. Compliance 
agencies which are investigating complaints of request information from 
the agency head will be provided documentation relating to the denial of 
a request for reasonable ~cqommodation. 

XI. Assistance wjth reasonable accommodation compliance, all requests for 
information frr assistance in determining reasonable accommodation for 
qu~lified handicapped employees and employees/job applicants may be 
directed to the department's affirmative action officer, the Council for 
the Handicapped, or the Director of Equal Opportunity. That person also 
assists in locating resources or interpreting reasonable accommodation 
requirements. 

XII. REQUEST FOR REASONABLE ACCOMMODATIONS FOR JOB APPLICANTS 

A.- All initial communication with job applicant regarding job 
vacancies shall indicate the willingness of the agency to make 
reasonable accommodation to the known physical or mental handicap 
and shall invite the applicant to contact the agency for the 
needed accommodation. · 

B. The individual contacted with the request shall contact the Af
firmative Action Officer immediately. In order to ensure that the 
accommodati~n is provided at the interview, requests shall be 
handled in a timely manner. 

C. The Affirmative Action Officer shall contact the job applicant to 
discuss the needed accommodation and possible alternatives. 

D. If the accommodation is approved, the Affirmative Action Officer 
will take the necessary steps to seelChat the accommodation is 
provided. 

XIII. DENIAL OF ACCOMMODATION 

If the requested accommodation is denied, the Affirmative Action Officer 
shall advise the applicant of his/her right to file a complaint with the 
Department of Human Rights alleging violation of the Minn~sota ·Human 
Rights Act. 

16 



EMPLOYE£ REQUEST FOR REASONABLE ACCOMMODATION 

Please print or t¥pe 

Employee Name 

Division 

Classification Date of Request 

*Statement of Disability (Attach medical statement if 
requested by manager 

Attach Additional Sheets for Questions Below .if Necessary. 

1. Type of accommodation requested to perform essential function: 
l. 

I 
l 

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

3. ~'hy is the requested accommodation necessary to perform the essential 
job function(s)? 

4. How will the requested accommodation be effective in allowing perfor
mance of the essential job function(s)? 

5. Have any non-essential job functions been eliminated? Please describe. 

Signature of Employee Date _] ' 

Signature of Supervisor 
- -

Stgnature of ~anager-

Additional Cowrnents: 
- - ~ 

,.. 
*lntormat1on on th1s form shall be conf1dent1al w1th the except1ons accord1ng 
to the Rehabili· .tion Act of 1973. Section 504, Subd. 84.14. 

PE-00091-01 (3/8~; 
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REASONABLE ACCOMMODATION AGREEMENTn "'"' .\r.oa. P•c • ., 

This form ~ to be .completed by the Department's Affirmative Action/Officer 
after the reasonable accommodation decision has been made. The signature's on 
the bottom of this form indicates an agreement between the employee and the 
Department to the specific accommodation. 

I Name of Emp 1 oyee · Name of Division Manager 

The request for reasonable accommodation to the needs.of the above named hand
icapped employee was: 

ACCEPTED DENIED 
t 

I 

Justification for the decision (indicate specific factors-considered} 

If reasonable accommodation was approved, was the employee's suggestion ac
cepted? 

YES NO Partially 

REASON:- .. 

DESCRIBE specific accommodations to be made 

COST ESTIMATE 

· I·have read the employee request for reasonable accommodation. I understand 
that all tangible accommodations purchased by the Department, will become the 
Property of the State of Minnesota. 

I Signature of Employee 

'Signature of Co~issioner 

Signature of Affirmative Action Officer Date 

PE-00092-01 (4/83) 
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Weather Em~rgerity· No-biffi·ca~tion v Nnt i fir:~+-;".' 

{see attached memo) 

l· 
l 

- .......... 
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. ; 
TO; A 11 State E~rp 1 oyee.S'i. ~ te f ·. ;.1 l (".-.i .... DATE: 11/05/Bo r·. -.I l ; . tc,, 

~-.,.- ----- -------------- -·----- .. --~--.- --~-------------·---- ---------·---- ---- .. ----- ........ ~---·-------··- --·----~ ----. 
FROM:Nina Rothchild 

.. · Cora11i s s i oner • •.. ., 
. "' .-.·J 

sus'JEcT: t-:~e; the r Er.ie rg e nc i es 

PHor;E: 29E.-83&o 

It's that time of year again. Sum:ner is over and s·evere t..•eather rr.3y be on its 
( 

way. In order to refresh our memories, I'd like to repeat what I hcve ~ritten 
before concerning ~eather ernergeQcies. 

r 
It helps to remember that winter i~ often difficult in Minnesota. The weather 
emergency is not meant:for your usual hassles with snow. wind, ice, or 
whatever. It is meant only for those extreme cases ~hen it w~uld ~ literally 
impossible for most employees to travel to or from home. That mean~ that 
there \.Ji 11 a lh·ays be times \·.'hen so;ne emp 1 oyees cannot get to \t-'ork, or \,'i 11 
wish to leave early, but the State will re~ain open. These Employees h~ve the 
option o.f =using a c c rtred 1 eave or 1 e2 ve v.•i thout pay ;.:) th the a pp rova l of their 
supervisor. 

1·n.2n the \.:eather appsars to be getting Sf\ere, I cr~ ~n clcse to:.Jch ·,..·ith the 
Er;;2rgency ·services Division of the Dep_artr:,::nt of P~.;blic Scfety. They •• -~onitor 
the ~2athe~~ureau~ the High~~y Patrol, bus lines, read cre~s. and so on. On 
the basis of their infomation, and in consultation \..'ith Cor.Lllissioner Paul 
Tschida, I make my determination -on h'hether or not conditions are so hazardous 
that ~e should declare an eberg~ncy. 

As a_ge~eral rule of thumb, 1 am not likely to declare an emergency if the 
buses are running and the plows are on the road. In the T~in Cities, mcst 
p eo p 1 e h'O u 1 d be c b 1 e to t a k e a bus ; even tho s e \..' h o no md 11 y d r 1 v e . The r e a r e , 
qf course, other factors which are taken intb consi~2ration, suth as extremely 
lo~: t~;~·;:;c:-c~Lrc-s c.r•d t.·igh \-.');!dS, ;..·hich t.'Cit.:ld r;-.=~-? it 1~-;c- th;-::.ctE:;-;~~·:; to b2 
out~ocrs for \ery l0ng. 

J..ft~r a determif.ation is r;,3de tbat \..'e should c1cse, r.e nc,tify ~h~ r;~dia: ~t.e: 
radio stations of t>.'L.CO, KS1P, KSJN, and the wi1·e sr:rvicc-s of t.P e:nd t:PI. 1·.1e 
also call the Govern~r's Office and c~ll each of- the c~bi~et ~~~~e:rs. The 
cnilour;c2;:-. .=nt sp:-c~fic-s tt.e ti:;;e of t~e ;:::,-;-;r;':'r•cy .. :::~c the f:-c·;r=~~.'lc cr-ecs 
ccvt:r2c. If the :..e·.cre ~~c·" ... ~.~r C:.:v::l~;;;s C. ... r ii·S :~.2 ~-:sr.t, l \o.~-il i·:~.e .:y 
c 2 t e ~· ~ ;-. c t i u n ;:_, r -; _? r t G 5 : 0 0 a . ffi • 

S)j e c i f i c r e s p o n s i b i l i t i e s a r e s r e 1 1 ? d o u t i n t r. e fl e ;::-. = r t. iT1 e n t o f [ r.: p I =' y e e 
~ela~iuns hd~~nistrative Froc~dure 5.~, Ti~~ Off in [~2r~2ncies. lt ~i;ht be 
h·el, to re-vie\o.' those procedures \·.'hile the tc-r.,perctu:-e is re1ati·.ely tal;ry and 
thE sun is·still shining. 



. 
~ ... 
.. " 

BUILDING E¥ACUATION 

All employees have been notified and are aware of emergency exits ~t· the 
agency location. 
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