
AFFIRMATIVE ACTION PLAN 
Fi!!cal Year 1988-1989 

For 

Department of Revenue 
(Agency or Agency Subdivision) 

1 .. Thi~ annual review revealed underutilization or the following protected group(s) in 
the following goal units: (Check each unit appropriate), 

PROTECTED GROUPS 
GOAL UNITS WOMEN MINORITIES HAND I CAPPED VETERANS 

Law Enforcement 
era rt' Maintenance' Labor 
Service 
Health Care Non-Professional 
Health Care Profes~ional 
Clerical X X 
Technical X X 
Correctional Guards 
State University Instructional 
Communit~ College Instructional 
State University Administrative 
Professional Engineering Supervisory 
Health Treatment Professional 
General Professional X X X 
Professional State Residential Instructional 
Supervisory X X X 
Commissioner'~ Plan X X 
Managerial Plan X X 
Other 

2 .. This annual plan i~ and will be posted at the following central location so that 
every employee is aware of the department's commitments in affirmative action for 
the year .. 
Copies of the Plan will be posted on all bulletin boards in each 
operating location within the Department. 

This annual plan contains an internal procedure for processing complaints of alleged 
discrimination from employees, and each 
8.!1 well 8.!1 our ltvartment' a affirmative 

~A~/)1_tfy_c4,4{k~ru 
Affi~ative Action Officer 

employee ha~ 
action goal.! 

been apprised of this 
for thi~ fiscal year. 

9/lt:>/~~ 
I Date 

procedure 

~.. This annual plan contain! clear designations of those persons and groups responsible 
attached affirmative action plan as well as my personal 

tm t to achieving the goals and timetable desc ibed herein. 

!hf annual plan meets the rules governing affirmative action, Chapter 20: 2.-MCAR 
2.290-2.299, and contains g~a~ and timetables as well as methods for achieving them 
which are reas nable and sufficiently aggressive to deal with the identified 
di.5 

Date 

~·-00102-02 (5/82) 

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

DEPARTMENT OF REVENUE 

THE COMMISSIONER'S STATEMENT OF COMMITMENT TO EQUAL 
EMPLOYMENT OPPORTUNITY AND AFFIRMATIVE ACTION 

Equal employment opportunity is needed to realize the ideals for which this country stands 
and is, therefore, an important priority for the Department of Revenue. 

Workplace reality in our society often has fallen short of the promise of equal employment 
opportunity for racial minorities, women, handicapped persons, and Vietnam era veterans. 
For us to achieve the Department's mission, our work force needs to reflect the society 
which we serve. The societal shortfall and our own mission thus make affirmative action 
an important priority for us. 

I hereby affirm my own and the Department's commitment to an aggressive equal 
employment opportunity and affirmative action program to provide equal employment 
opportunity without regard to age, race, creed or religion, color, Vietnam era veteran 
status, handicap, sex, marital status, national origin or ancestry, or political affiliation. I 
also affirm my own and the Department's commitment to respect for the dignity of each 
individual, promotion of the personal growth and professional development of each 
employee, and the pursuit of excellence in all facets of Department operations. 

I am committed to retaining the Department's gains in equal employment opportunity and 
affirmative action. I recognize that equal employment opportunity applies to all 
employees and that affirmative action should not mean reverse discrimination against 
employees who are not members of protected classes. 

TJ'le Department's Equal Employment Opportunity and Affirmative Action Program affects 
all employment practices, including recruitment, testing, certification, hiring, transfer, 
promotion, training, compensation, benefits, layoff, termination, and retention. We will 
conduct employee development activities to aid retention, improve performance, and 
provide promotional opportunities. 

Managers and supervisors will be held accountable for their role in the implementation of 
our Equal Employment Opportunity and Affirmative Action Program through the 
performance management process. But I encourage each employee to become familiar 
with the Department's Affirmative Action Plan and to support the Program. Only if each 
of us accepts responsibility for making the Program work, we will achieve our potential. 

~e Commissioner 
Minnesota Department of Revenue 

AN EQUAL OPPORTUNITY EMPLOYER 





Occupational 
Categories 

Service 

AFFIRMATIVE ACTION NUMERICAL OBJECTIVES 

Listed below are goals and timetables which have been established to 
correct disparities among protected group members as indicated. 

EXHIBIT #1 

ETHNIC/RACIAL MINORITIES 

Total 
Racial Annual 

Total Minority Ideal Goals 
Employees Employees* Percentage Goals** FY88-89*** 

4 0 0 4.6996 **** 

• I Office and Clerical 434 33 7.6096 4.6996 **** 

(.HI 

• Technical 42 4 9.5296 4.6996 **** 

Engineers 2 0 0 2.6196 **** 

General Prof. 467 21 4.5296 4.6996 4.6996 

Supervisory 92 v 4 .. 3596 4.4696 4.4696 

Comm. Plan 31 1 3.2396 4.6996 4.6996 

Managerial Plan 37 3 8.1196 4.9196 **** 

* See Appendix B for definition. 
** "Ideal goals" are established by the Department of Employee Relations using Labor Market Statistics. 

*** "Realistic goals" are established by the Department of Revenue based on hiring projections. 
**** No anticipated turnover. 

As of July 1, 1988 

Disparity 
(Number HIRING 
Needed OBJECTIVES 

To Reach FOR 
Ideal Goal) FY88-89 

1 0 

0 N/A 

0 N/A 

1 0 

1 1 

1 1 

1 N/A 

0 N/A 



AFPIRMATWE ACTION NUMERICAL OBJECTIVES (Cont'd .. ) 

EXHmr.r #2 

FEMALES 

Disparity 
(Number ffiRING 

Total Annual Needed OBJECTIVES 
Occupfi;tipnfll Total Female Ideal Goals To Reaeh FOR 
Categories Employees Elllploye~s* J?,ef'e.ent~ge Goals FY88-89 Ideal Goal) FY88-89 

Service 4 0 0 

Qffi(!~ and Clerice.l 434 386 88.9496 

Te®ni~al 42 20 47.6296 

Engin~~rs 2 0 0 

Gen~ral prof. 467 149 31.9196 

Supervisory 92 36 39.1396 

Comm. Plan 31 14 45.1696 

Managerhu Plan 37 8 21.6296 

* Racial Minority Females are also included in Exhibit #1 above. 
** No anticipated turnover .. 

33.3396 ** 1 0 

44.5796 ** 0 N/A 

44.5796 ** 0 N/A 

7.1896 ** 1 0 

44.5796 34.0096 61 10 

40.0096 41.3096 1 2 

44.5796 ** 0 N/A 

27.9996 24.7896 2 l 



I 

Ul 
a 

Occupational Total 
Categories Employees 

Service 4 

Office and Clerical 434 

Technical 42 

Engineers 2 

General Prof. 467 

Supervisory 92 

Comm. Plan 31 

Managerial Plan 37 

* No anticipated turnover. 

AFFIRMATIVE ACTION NUMERICAL OBJHCTIVHS (Cont'd.) 

EXHIBIT #3 

HANDICAPPED 

Total 
Handicapped Ideal Annual 
Employees Percentage Goals Goals FY88-89 

0 0 8.2096 * 
18 4.1596 8.2096 5.0096 

1 2.3896 8.2096 3.4596 

0 0 8.2096 * 
28 6.0296 8.2096 7.0096 

6 6.5296 8.2096 * 
1 3.2396 8.2096 3.0396 

2 5.4196 8.2096 8.2096 

Disparity 
(Number HIRING 
Needed OBJECTIVES 

To Reach FOR 
Ideal Goal) FY88-89 

1 0 

17 3 

2 1 

1 0 

11 3 

2 1 

3 1 

1 1 

NOTE: The stated numerical affirmative action goals for handicapped (8.296) and Vietnam era veterans (9.096) are general statewide 
goals. Statistical information about the number of handicapped and Vietnam era veterans in various occupational categories in 
Minnesota are unavailable, so "ideal goals" percentages in each occupational category have not been determined. Therefore, the 
above goals were uniformly applied to all occupational categories for these two protected classes. 

- ---~-- "·- ----,,---- ----,~---------



a 
<:'\ 
• 

Occupational 
Categories 

Service 

Office and Clerical 

Technical 

Engineers 

General Prof. 

Supervisory 

Comm. Plan 

Managerial Plan 

Total 

AFFIRMATIVE ACTION NUMERICAL OBJECTIVES (Cont'd.) 

EXHIBIT #4 

VIETNAM ERA VETERANS 

Total 
Vietnam Era Ideal Annual 

Employees *Veterans Percentage Goals Goals FY88-89 

4 1 25.0096 9.0096 ** 

434 7 1.6296 9.0096 1.6896 

42 3 7.1496 9.0096 9.0096 

2 0 0 9.0096 ** 

467 59 12.6996 9.0096 ** 

92 9 9. 7896 9.0096 ** 

31 3 9.6896 9.0096 ** 

37 4 10.8196 9.0096 ** 

Disparity 
(Number HIRING 
Needed OBJECTIVES 

To Reach FOR 
Ideal Goal) FY88-89 

0 N/A 

32 7 

1 1 

0 N/A 

0 N/A 

0 N/A 

0 N/A 

0 N/A 

* "Veterans who served in the military service of this country during the period from August 5, 1964 to May 7, 1975, and separated under 
honorable conditions from any branch of the armed forces of the United States after having served on active duty for 181 consecutive 
days or because of disability incurred while serving on active duty and who are permanent residents of the State of Minnesota." 

** No anticipated turnover. 

NOTE: The stated numerical affirmative action goals for handicapped (8.296) and Vietnam era veterans (9.096) are general statewide 
goals .. Statistical information about the number of handicapped and Vietnam era veterans in various occupational categories in 
Minnesota are unavailable, so "ideal goals" percentages in each occupational category have not been determined. Therefore, the 
above goals were uniformly applied to all occupational categories for these two protected classes .. 



RESPONSIBILITIES, DUTIES, AND ACCOUNTABILITIES 

I. Commissioner 

Responsibilities: To oversee and ensure implementation of the Department's 
Equal Opportunity Policy and Affirmative Action Program in 
compliance with existing federal and state laws, rules and 
regulations. 

Duties: 1. 

2. 

3. 

4. 

5. 

6. 

7. 

To appoint or designate an Affirmative Action Officer. 

To approve memberships to the Affirmative Action Advisory 
Committee and take action on their recommendations. 

To include accountability for the administration of the 
Agency's Affirmative Action Plan in his/her position des­
cription. 

To require managers and supervisors to include responsibility 
statements for affirmative action in their position descriptions 
and annual objectives. 

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

To issue a written statement to all employees affirming 
support of the State's Equal Opportunity Policy and the 
Department's Affirmative Action Program. 

To make decisions and changes in policy, procedures, or 
physical accommodations as may be needed to facilitate 
effective affirmative action. 

Accountability: Governor directly and indirectly to the Commissioner of 
Employee Relations and the Director of Equal Opportunity. 

II. Affirmative Action Officer 

Responsibilities: To administer the Department's Affirmative Action Program. 

Duties: 1. To monitor the day to day activities of the Affirmative Action 
Program. 

2. To assist managers and supervisors in their Affirmative Action 
responsibilities. 

3. To advise the Commissioner on all matters related to 
Affirmative Action and Equal Employment Opportunities. 

-7-



4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

Accountability: 

To investigate alleged discrimination complaints and submit 
written summary of the issues, findings, conclusions and 
recommendations to the Commissioner. 

To establish annual hiring goals, revise the Department's 
Affirmative Action Plan annually. 

To chair the Affirmative Action Advisory Committee. 

To ensure that the Equal Opportunity Policy and Affirmative 
Action Program is communicated to the Agency staff. 

To encourage employees to make themselves available for an 
exit interview and submit a quarterly summary report to the 
Affirmative Action Advisory Committee regarding the 
interviews. 

To act as the liaison between the Department and the Equal 
Opportunity Division, Department of Employee Relations. 

To determine, in consultation with the Affirmative Action 
Advisory Committee, the need for affirmative action training 
and to initiate the development of appropriate training 
programs. 

To review department policies, procedures, programs, and 
reasonable accommodations for handicapped persons and to 
recommend changes to the Commissioner. 

To participate in the recruitment of protected class persons for 
employment, promotion, and training opportunities. 

To maintain contacts with protected class resources for 
recruitment purposes, and to hold membership in community 
organizations to keep abreast of new developments in the area 
of affirmative action. 

The Commissioner. 

III. Managers and Supervisors 

Responsibilities: To ensure compliance with the Department Affirmative Action 
Program and to ensure equal treatment of all employees. 

Duties: 1. To assist the Affirmative Action Officer in identifying and 
resolving problems and eliminating barriers which inhibit equal 
employment opportunity. 

-8-



2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

To hire and promote qualified protected class members where a 
disparity exists, and to insure equal treatment in all aspects of 
employment for each protected group. 

To communicate and demonstrate a personal commitment to 
the Department's Affirmative Action Plan to all employees in 
their area of responsibility. 

To ensure that sufficient time is allowed so that the 
Affirmative Action Committee members can fully participate 
in Committee activities. 

To consult with the Affirmative Action Officer on human 
resource actions involving work-out-of-class appointments, 
disciplinary actions involving suspension, demotion and 
discharge of a protected class employee, and the review of all 
interview questions. 

To include responsibility statements for Affirmative 
Action/Equal Employment Opportunity in their position 
descriptions, and annual performance objectives. 

To assist and make recommendations to the Affirmative Action 
Officer in recruitment activities. 

To discuss and document training needs and discuss career 
planning goals with each employee during scheduled perfor­
mance evaluations. 

To ensure the Department's Affirmative Action Plan is 
communicated to subordinates. 

Accountability: The Assistant Commissioners, directly, and the Commissioner, 
indirectly. 

IV. Human Resource Management Director 

Responsibilities: The Human Resource Management Director is responsible to 
insure 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 Human Resource Management Director shall 
include, but not be limited to, the following: 

1. To make available to the Affirmative Action Officer all 
records and all informational data necessary to perform 
affirmative action duties and responsibilities. 

-9-



2. To provide the Affirmative Action Advisory 
informational data and documents necessary to 
Committee functions. 

3.. To allow the Affirmative Action Officer to participate in the 
decision making process of all personnel actions, such as 
promotion, disciplinary actions, reallocation, and 
termination, department and division-wide ~ ....... """"' ... 
studies. 

4.. To initiate and report on specific Affirmative 
objectives which are incorporated into the 
Plan. 

5.. To serve as an ex officio member of the Affirmative 
Advisory Committee. 

6. To aid in the recruitment of members of 
notify managers and supervisors of existing 
time of the employment interviews 

Accountability: The Assistant Commissioner of Administration 
Com missioner indirectly. 

Ve All Employees 

Responsibilities: All employees shall be responsible for conducting themselves 
accordance with the State's Equal Employment Opportunity Policy by 
from any actions which would interfere with an employee's work 
with respect to race, creed, color, sex, national origin, age, marital 
disability or handicap, reliance on public assistance, religion, 
veterans status, political opinions or affiliations and arrest or 
(whenever appropriate). Employees who believe they have been 
unlawful discrimination are encouraged to notify the Department ... .., ... u.p:;. 

using the Department discrimination complaint procedure. 

VI.. Affirmative Action Advisory Committee 

Authorization: is authorized by the Com .... ,..,..,.."''"''"''" 
Action Officer .. 

Responsibilities: To assist the Affirmative Action Officer in 

Duties: 

Department's in Affirmative Action. 

The general duties of the Affirmative Action Advisory Committee 
to function in an advisory capacity to the Affirmative 
and to participate in implementing a depart 
action program. The specific duties shall ............ ,.,., .. "~• 
to, the following: 

-1 

the 
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2. 

3. 

4. 

5. 

6. 

7. 

Accountability: 

To serve as a forum for transmitting employee concerns to 
management and the Affirmative Action Officer .. 

Identify and implement solutions to the problems which limit 
equal employment opportunity for all potential and current 
department employees. 

Review and recommend the establishment of affirmative 
action policies, procedures, and program objectives .. 

To assist the Affirmative Action Officer in the implementation 
of the Department's Affirmative Action Plan and Program. 

To attend all Committee meetings and to devote the necessary 
time for active participation in Sub-Committee activities. 

To participate in training sessions and conferences pertaining 
to equal employment opportunity and affirmative action and 
become familiar with all current changes in laws, policies and 
procedures affecting these programs. 

To recommend and support affirmative action/equal 
opportunity legislation rules or procedures which strengthen 
the Affirmative Action Program. 

The committee members are directly accountable to the 
Affirmative Action Officer and indirectly accountable to the 
Com missioner. 

COMMITTEE MEMBERSHIP 

1. The Affirmative Action Advisory Committee shall consist of as many members as 
deemed necessary by the Affirmative Action Officer to carry out program 
objectives. 

2. It is recommended that members serve a maximum of four years in two year 
increments unless an extension is requested by the member and approved by the 
Committee. Extension of membership may be considered in order to maintain 
continuity and provide adequate representation from all sections of the 
Department. 

3. Recommendations for appointments to the Affirmative Action Advisory Commit­
tee shall be solicited from divisions of the Department by the Affirmative Action 
Officer who will submit the names of prospective appointees to the Commissioner. 
The appointment shall be made by the Commissioner upon the recommendation of 
the Affirmative Action Officer. Members shall include representatives from all 
relevant compensation schedules and protected classes. Only persons who have 
shown a personal commitment to affirmative action will be recommended for 
appointment. 

-11-



MEETINGS AND PROCEDURES 

1.. Meetings shall be called bi-monthly with written announcements made to all 
Committee members and posted on all Department bulletin boards one week prior 
to the meetings. Interested employees can attend meetings with supervisory 
perm iss ion. 

2.. Attendance is a very important element towards the conduct of Committee 
business. Therefore, if a Committee member is absent from three consecutive 
meetings, the Committee shall inquire into the reason for absence and determine 
whether or not the member should be retained on the Committee. 

3. Copies of the minutes will be posted on bulletin boards in each operating location 
within a re"asonable time after each Committee meeting. 

-1 



ENT OF 

ORGAN 

--------------

AFFIRMATIVE 
ACTION 
OFFICER 

AFFIRMATIVE 
ACTION 

COMMITTEE 

I 

I 

I 

MISSION 
(Revenue) 

11-----+·-·-·-·-

DEPUTY 
COMMISSIONER 

HUMAN RESOURCE ASSISTANT 
DIRECTOR -·"- COMMISSIONERS 

Direct Accountability 

Indirect Accountability 

Working Relationship 
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The following steps will be undertaken to ensure that all employees are advised of, and 
understand, the of Revenue's policy of nondiscrimination and its interest in 
actively and affirmatively providing equal opportunity in all employment practices. 

INTERNAL 

1. of the Affirmative Action Plan will be fut~nished to all assistant commis-
sioners, division directors, managers and supervisors. It will be the responsibility 
of personnel to disseminate the Affirmative Action Policy to all 
employees under their supervision. 

2. The Equal Employment Opportunity Policy will be included in the Department's 
Annual Report. 

3. The Plan will be prominently displayed on the employee bulletin boards in each 
work location. 

4. The Department's employee newsletter will include notification of revisions in the 
Affirmative Action Plan. Other items regarding Departmental affirmative action 
activities will be included as determined by the Affirmative Action Officer or the 
Affirmative Action Advisory Committee. 

5. Managers/supervisors shall conduct orientation sessions for all new employees and 
shall include information on the Affirmative Action Plan. All employees will also 
receive an annual affirmative action program update, conducted by managers/ 
supervisors and assisted by the Affirmative Action Officer when requested. 
Immediately following each session supervisors shall report to the Affirmative 
Action Officer the date the meeting was conducted, the number of employees in 
attendance and the subject matter discussed. 

6. Affirmative action training sessions will be conducted for managers, supervisors, 
the Human Resource Management staff and all members of the Affirmative 
Action Advisory Committee. This will be coordinated by the Training Coordinator 
and the Affirmative Action Officer with the cooperation of the Human Resource 
Management Director. 

EXTERNAL 

L A copy of the Affirmative Action Plan will also be furnished to employee 
bargaining units. 

2. Job application forms, job opening advertisements; and Department stationery 
shall bear the masthead "An Equal Opportunity Employer." 

3.. A policy statement will be provided to recruitment sources and organizations 
working with protected classes with a letter encouraging referrals and appli­
cations. 

-1 



4. Publications prepared for distribution outside the Agency will contain periodic 
references to the Policy in order to enhance the employment of protected ClSLSSleSo 

5. The Affirmative Action Officer will be identified in the Agency section of the 
State Telephone Directory. 

-1 



To establish a workforce in all occupational categories which is representative 
labor market population within the Department's jurisdiction and to ensure an 
opportunity work environment for all employees. 

L To remove all unnecessary barriers to employment practices and policies 
the Department. 

ACTION STEPS EVALUATION 

a. Provide information to a. Provide information to 
managers and supervisors managers and 
to assist them in objec- Affirmative 
tively ensuring equal em- through periodic 
ployment opportunity for meetings and/or distribu-
applicants and employees. tion of informational 

literature. 

b. Monitor and evaluate b. 
the selection and pro-
motional processes used ment review process 
by managers and super- pages 21-22) in 
visorsa promotions$ 

Protected Group 
will be reviewed to deter-
mine if protected class 
members are 
and promoted. 

c. Recommend corrective c. Reports will be made to 
action as deemed neces- the Com missioner as need-
sary. 

RESPONSIBILITIES: Affirmative Action Officer 
Human Resource Management 
Affirmative Action Advisory Committee Members 

July 1988 
October 1988 
January 1989 
April 1989 

-1 



2. To identify disparities in protected classes by bargaining units within the 
Department. 

a .. 

b. 

Analyze the Department's 
workforce by protected class 
status and bargaining (goal} 
unit. 

Make projections of the 
number of positions to be filled 
to eliminate existing disparities. 

EVALUATION 

a. 

b. 

Conduct a bi-weekly 
analysis of workforce and 
prepare a monthly report to 
managers and supervisors 
identifying unit disparities 
and hiring goals. 

As part of the Department's 
Affirmative Action Plan, a 
report will be prepared 
showing the Department's 
hiring objectives for the 
next fiscal year. 

ASSIGNMENT: Affirmative Action Officer 
Human Resource Management Director 

TARGET DATE: August 1, 1989 

-1 



and take steps to eliminate disparities. 

Maintain a sufficient number of 
""'""''"'

7 "''8'>,.""'"" class O.IJ•"'~A .. ~a.u 

to pro-
to improve 

upward 

Supervisors 
Action Officer 

a. "Annual goals" will be deter­

c. 

mined in conjunction 
goals" and 
for that FYe 

consideration. 

d. Qualified """'U".,."'"".,.,u, 

e. 

cants will be 
except where in 

0 ......... ,. 0 unit 

Managers, supervisors, 
coordinators, the 
ative Action 
employees and 
career 

f. Managers and 
encouraged to 
class interns. 

Human Resource Management Director 
~···· .. '"" Coordinator 

Action Advisory Committee Members 
ment of Employee Relatons, 
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4.. To develop a planned approach to educate and train all department employees on 
Affirmative Action policies, procedures, and program objectives .. 

a. 

b. 

c. 

ACTIONS STEPS EVALUATION 

Identify and implement training a. Employees will receive train-
relevant to ensuring an effective ing on Affirmative Action 
department-wide Affirmative topics as deemed appropriate. 
Action Program. 

Identify the training needs appro- b. Targeted audience will be 
priate to ensure a nonbiased work identified for training related to 
environment. sexual harassment, discrimina-

tion, cultural diversity, and 
reasonable accommodation. 

Design Affirmative Action edu- c. News articles, brochures, 
cational materials. posters, reports, etc. will be 

prepared for distribution. 

ASSIGNMENT: Affirmative Action Officer 
Affirmative Action Advisory Committee Members 
DOER-Equal Opportunity Division Liaison 

TARGET DATE: July 1988 
October 1988 
January 1989 
Aprill989 



PROCEDURE FOR PRE-EMPLOYMENT REVIEW 

...,.,,,u,,_., ... A..,, •• action steps to be taken during the sele,;!tion process in order 
Affirmative Action goals when filling classified and 

Officer will advise managers and supervisors of protected 
units . 

..,'"',, .... J .. requisition is submitted to the Human Resource Management 

a the Affirmative Action Officer works closely with the 
Human Resource Management staff, in an effort to eliminate the disparity in 
the manner. 

A analysis is completed for the vacant job. 

The position description will be revised as needed. 

Job-related criteria (knowledge, skills, and abilities) needed to perform 
the tasks will be determined. 

The Human Resource Management Director ascertains whether there 
exists an appropriate Certification List or if a job announcement should 
be made. 

announcement is made, the Affirmative Action Officer will 
recruitment efforts through recruitment resources who have 

contacts with protected class candidates. 

If an appropriate certified list exist, telephone calls will be made and 
letters sent by certified mail to all applicants on the certified list 
announcing the job vacancy. Interviews will be scheduled for interested 
persons who r,espond to the announcements. 

A list of uniform job related questions will be devised by the Supervisor 
and submitted to the Division Director or Staff Manager for a technical 

The questions will then be reviewed and approved by the 
Action Officer to ensure that they are within the legal 

meter of the Equal Employment Opportunity guidelines. 

is scheduled for each candidate using uniform questions 
and structured format. 

will be conducted by the Supervisor and/ or others. Results of 
the interview will be kept for at least one year. 
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(10) The qualification of candidates will be compared, based on all available 
evidence of qualification and the requirements of the job. The 
Affirmative Action goals and current disparities will be considered in 
the selection process. 

(11) When a Supervisor rejects a protected group member where there is a 
disparity, the Supervisor must explain in writing, with sufficient 
specificity, why such protected group person was not selected. The 
written rejection shall be reviewed by the Affirmative Action Officer, 
and no selection will be made until such written reasons have been 
reviewed. Where the Affirmative Action Officer believes that the 
reasons for rejection are insufficient, and the matter is not satisfactory 
resolved, these views shall be transmitted to the Commissioner for 
appropriate action. 

(12) All candidates will be notified of the hiring decision. 

(13) Documentation will be kept on the selection process for all 
appointments for at least one year. Data on every appointment where 
there is a disparity will explain what the Department did to remedy the 
disparity. 
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this type of harassment are subject to the most serious disciplinary actions, including 
suspensions, demotions, transfer, or termination. Complaints of sexual harassment 
involving misuse of an individual's official position should be made to the Commissioner 
or the Affirmative Action Officer. 

SEXUAL.HARASSMENT STATEMENT OF POLICY 

It is the Department of Revenue policy to prohibit verbal and physical harassment of its 
employees based on sex. Guidelines which have been established by EEOC will be used in 
implementing this policy. Any employee subjected to such harassment should file a 
complaint with the Affirmative Action Officer. 

The Commissioner is responsible for the application of this policy within the Department 
and each manager and supervisor within their units. This includes initiating and 
supporting programs and practices designed to develop understanding, acceptance, 
commitment, and compliance within the framework of this policy. All employees must 
be informed that harassment is unacceptable behavior, and each supervisor will be 
responsible for orienting his/her staff to the Department's policy. The Affirmative 
Action Officer will be expected to keep the Department apprised of any changes in the 
law or its interpretation regarding this form of discrimination. More specifically the 
Commissioner will be responsible for: 

L Making certain that each individual in the Agency who makes or recommends 
employment and other personnel decisions is fully aware of and complies with 
this policy; 

2. Notifying all employees within the Department and orienting each new 
employee who is hired of this policy; 

3. Establishing a complaint procedure to investigate all complaints promptly and 
carefully, the provisions of which shall be disseminated to all employees .. 
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Action Officer. The complaint shall be filed within 21 calendar days after the 
occurrence or within 21 calendar days after the complainant, through the use of 
reasonable diligence, should have had knowledge of the event giving rise to the 
complaint. Complaints may be accepted after the 21 day period providing the 
complainant can demonstrate that due to extenuating circumstances it was 
impracticable to adhere to the established time limits. Complaints filed after 21 
days will be reviewed and submitted to the Commissioner for appropriate action. 

Step 1: 

Step. 2: 

Step 3: 

Within 5 calendar days after receipt of a formal complaint, the Affirmative 
Action Officer shall determine whether or not it falls within the area of equal 
employment opportunity, i.e., the complainant is alleging a violation of 
his/her right to equal employment on the basis of race, creed, color, sex, age, 
marital status, national origin, disability, religion and reliance on public 
assistance. 

If the complaint is timely and proper for resolution through this complaint 
procedure, it shall, within 5 calendar days of receipt, be brought to the 
attention of the Commissioner who shall appoint the Affirmative Action 
Officer or another impartial qualified person{s) to investigate it. If the 
complainant is suffering irreparable harm in the absence of immediate action, 
the Commissioner, upon the recommendation of the Affirmative Action 
Officer, may take whatever action is deemed appropriate to remedy the 
situation while the complaint is being investigated. 

Within 30 calendar days after the receipt of a formal complaint, the 
person designated shall investigate it. The investigation may include 
interviews with or statements from all parties involved including the 
complainant, respondent, complainant's supervisors, witnesses or department 
officials as well as a review of all pertinent records or documents relating to 
the complaint. 

Every effort will be made to resolve the complaint during the investigation. 
If a resolution is reached, it shall be reduced to writing by the investigator 
and signed by the parties involved. 

If the complaint is not resolved as the result of Step 2 above, the 
investigator shall, within 45 calendar days of receipt of the formal complaint, 
present his/her written sum mary of the issues, findings, conclusions and 
recommendations to the Commissioner. 

The Commissioner shall review these findings and may meet with all parties 
involved. Within 60 calendar days of receipt of the formal complaint, the 
Commissioner shall respond in writing to the complainant with the final 
answer or remedy. 

If after this response, the complainant remains dissatisfied, the complainant, 
through the Affirmative Action Officer, shall be advised of his/her right to 
file a charge of discrimination within 300 days after the occurrence with the 
Commissioner of the Minnesota Department of Human Rights, the Equal 



Opportunity Division of the Department of Employee Relations, the Equal 
Employment Opportunity Commission, or an attorney in private practice. 

The discrimination complaint procedure outlined above shall apply to complaints of 
alleged sexual harassment. Certain modifications to this procedure exist in the 
collective bargaining agreement covering employees represented by AFSCME- Council 6. 
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APPENDIX A 

COMPLAINT OF DISCRIMINATION 

Information on the Complainant (You) 

Name: ________________________ Job Title: ______________ _ 

Home Address: ___________________________ Phone: ________ _ 

Work Address: Phone: ------------------
Agency: ____________ Division: ___________ Supervisor: __________ _ 

Information on the Respondent (person who discriminated against you) 

Name: ________________________ Job Title: ______________ _ 

Home Address: ___________________________ Phone: ________ _ 

Work Address: Phone: ________ _ 

Agency: ____________ Division: ___________ Supervisor: __________ _ 

Information on the Complaint 

Basis (check all that apply): 

Race___ Sex___ Color___ Creed___ Religion___ Handicap___ Marital Status __ _ 

Age___ National Origin___ Reliance on Public Assistance __ _ 

Datemostrecentactofdiscriminationtookplace: _________________________ _ 

If you filed this complaint with another agency, please give name of that agency: _____________ _ 

Describe how you have been discriminated against, giving 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 information I have provided in this complaint is true, correct, and complete to the best of 
my knowledge and belief. 

Received Signature: ________________ _ 



Additional information on your 

Information on Witnesses Who Can Support your Case 

Names Addresses 

1®---------------------------------------------------------------------------------

3. ________________________________________________________________________________ _ 

4·---------------------------------------------------------------------------------

5~·------------------------------------------------------------"---------------------
6. ________________________________________________________________________________ _ 
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Race/Ethnic Categories: 

1. White, not of Hispanic Origin -- Persons having origins in any of the original 
peoples of Europe, North Africa, or the Middle East. 

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

3. Hispanic -- Persons of Mexican, Puerto Rican, Cuban, Central or South 
America or other Spanish Culture or origin, regardless of race. 

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

5.. Asian or Pacific Islander -- Persons having origins in any of the original 
peoples of the Far East, Southeast Asia, the Indian Sub-continent, or the 
Pacific Islands. This area includes, for example, China, India, Korea, Japan, 
the Philippine Islands, and Samoa. 

With regard to the Statewide Affirmative Action Plan, the term "minority" includes all 
of the aforementioned categories except the first, "White." Persons of mixed 
racial/ethnic background would choose the category with which they most closely 
identify. Agencies must use these categories when preparing employment status by race 
or ethic origin. 

!!_andicaoped/Disabled Category: 

A person who has a physical or mental impairment that substantially limits one or more 
major life activities, a person who has a record of such impairment, or a person who is 
regarded as having such an impairment. 

Vietnam Era Veteran Category (until 1989): 

Those persons who served in the military service of this country during the period 
August 5, 1964 to May 7, 1975 and separated under honorable conditions from any 
branch of the armed forces of the United States after having served on active duty for 
181 consecutive days or because of disability incurred while serving on active duty and 
who are permanent residents of the State of Minnesota. 
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Introduction 

Reasonable accommodations are efforts made by an employer to remove barriers which 
prevent or limit the employment of qualified handicapped persons. Employers provide 
reasonable ace om modations for persons with many different types of disabilities. 

When providing reasonable accommodations, staff are not required to alter essential job 
functions, change the basic nature of the job, or create positions that do not exist. 

Legal Basis 

The Minnesota Human Rights act requires employers with 50 or more permanent full­
time employees to make reasonable accommodation to the known disability of a 
qualified disabled person unless to do so would impose an undue hardship on the business, 
agency, or organization (Section 363.03). 

This policy establishes the Department's Standards for reasonable accommodations for 
handicapped employees and applicants.· 

It is the policy of the Department of Revenue to encourage and promote employment of 
all qualified persons including handicapped persons. If the reason for denial of 
employment is the need to make reasonable accommodations to the physical or mental 
needs of a handicapped applicant or employee, it must be demonstrated: 

L That the accommodations would impose an undue hardship on the agency; or, 
2. That the accommodation does not overcome the effects of the person's 

handicap. 

policy applies to all persons in employment status and also applicants who are 
seeking employmente 

Department of Revenue will provide accommodations to qualified 
handicapped employees or applicants when such accommodations are directly related to 
performing a job. Accommodations will not be non--job-related requirements 
of individuals. In some cases, the accommodation is 
personal or job-related.. primary in an accommodation is whether 
the accommodation will enable the person to the job on an basis, in the 
most cost-effective manner, and in the most integrated setting possible .. 
Transportation to and from work is the responsibility employee, disabled or non-

The Department will not or provide means transportation to and 
work as a form of reasonable accommodation. 
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Undue Hardship 

In determining whether or not the making of a reasonable accommodation would impose 
an "undue hardship" on the operation of the Department's program, factors to be 
considered must include: 

L The overall size of the business or organization with respect to number of 
employees or members and the number and type of facilities; 

2. The type of the operation, including the composition and structure of the 
work force, and the number of employees at the location where the 
employment would occur; 

3. The nature and cost of the needed accommodation~ 
4. The reasonable ability to finance the accommodation at each site of 

business; and 
5. Documented good faith efforts to explore less restrictive or less expensive 

alternatives, including consultation with the disabled person or with 
knowledgeable disabled persons or organizations. 

In the case of an accommodation for a job applicant, the employer must 
make reasonable accommodations unless it causes an undue hardship. 

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

Modification of Equipment and Assistive Devices 

The provision of equipment may include special telephone equipment, "talking" 
calculators, one-handed typewriters, closed circuit televisions, specially designed desks 
and files, TTY/TDD communication equipment, earphones, desk blocks, audiovisual aids 
and other types of equipment to facilitate the performance of job duties. These items 
may include off-the-shelf devices as well as highly specialized, custom designed and/or 
prescription itemso 

The planning and provision of accessibility to facilities may be required in order 
them. Modifications may include adjustments to 

electrical outlets; 
lf'ln,nl"tAJ£1'11 ~· relocation of the job 

modifications of 
and other types similar 

The restructuring any job may hours and/or changing job 
duties while retaining job functions. must be considered for 
full-time and permanent intermittent employment. Job sharing and flexible hours may 
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3. The Supervisor obtains all information from the Accessibility Coordinator or 
the Affirmative Action Officer (including bids if the request is for 
equipment, or of a significant cost). The Supervisor submits the request to 
the Division Director or Staff Manager, with a recommendation of the action 
to be taken. 

a.. If the cost is within reason based on budgetary considerations it is then 
determined if an accommodation is to be provided, what accommodation 
will be provided, and the funding source to be used. The decision is then 
provided in writing (using the attached form Appendix C-7) within 15 
working days to the person requesting the accommodation and to the 
Affirmative Action Officer. 

b. If the cost exceeds an amount that can be reasonably funded through the 
unit's budget, the Division Director or Staff Manager submits his/her 
recommendations to the Assistant Commissioner to look into other 
funding sources. The decision is then provided in writing (using the 
attached Employee Request for Reasonable Accommodation form), to 
the person requesting the accommodation and the Affirmative Action 
Officer within 10 working days from the time. it was submitted by the 
Division Director or Staff Manager. 

c. If a request for an accommodation is not approved, the Division Director 
or Staff Manager will present notification in writing to the employee 
and to the Affirmative and inform the employee or 
applicant of his or her right to appeal. 

DENIAL OF ACCOMMODATION 

All denials for requests for accommodations will be documented and kept on file by the 
Affirmative Action Officer. 

APPEAL PROCESS 

An employee or applicant who is dissatisfied with a reasonable accommodation decision 
can appeal by using the following complaint procedure: 

Note: At any point in this procedure, if a resolution is reached, a written copy of the 
resolution agreement will be signed by and provided to all parties. A complaint 
is resolved when both the complainant and the Agency indicate satisfaction with 
the outcome. 

Complainant 1. File a written complaint all pertinent details within 15 
Revenue. working to the Com 

Commissioner 2. Accept complaint and attempt to resolve problem. 

Commissioner 3. 

Commissioner 4. a final as soon as possible but no later than 15 
working days the initial complaint is received. Provide the 



written decision to the complainant and to the Affirmative Action 
Officer. 

If the complainant remains with the Commissioner's final decision, he/she 
be advised through the Affirmative Action Officer of the right to seek redress 

through Minnesota Department of Human Rights. 

Requests for information or assistance in determining reasonable accommodation for 
qualified handicapped employees or applicants may be directed to the Accessibility 
Coordinator. 

for information or assistance regarding reasonable accommodation compliance 
may be directed to the Affirmative Action Officer. 
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STATE OF 
DEPARTMENT OF REVENUE 

EMPLOYEE REQUEST FOR REASONABLE ACCOMMODATION 

Employee name Classification Date of Request 

Division Statement of Disability (attach medical statement 
if requested) 

1. Type of accommodation requested to perform essential function: 

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

3. How will the requested accommodation be effective in allowing performance of the essential 
job function(s)? 

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

5. Describe specific reasonable accommodations to be made to employee? 

6. Approved Denied Reason for Denial: 

Signature of Employee Date 

Signature of of Division Director or Staff Manager Date 

Signature of Assistant Commissioner Date 

Signature of Accessibility Coordinator Date 

Signature of Affirmative Action Officer Date 
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APPENDIX D 

Weather Emergencies 

In the event of a weather emergency, the Department of Revenue will ensure that all 
employees, including hearing impaired employees, are properly notified of the weather 
emergency. This procedure will be governed by the Department of Employee Relations 
Administrative Procedure 5.4, Subject, Time Off in Emergencies, dated December 23, 
1982, and the Department of Revenue Time Off in Emergencies Plan, dated March 28, 
1983. 

Building Evacuation 

In the event of a building evacuation, the Department of Revenue will provide for the 
safe exit of all disabled employees and all disabled persons visiting the building in 
accordance with the department's Building Evacuation Plan. 
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APPENDIX E 

EQUAL EMPLOYMENT 
AFFIRMATIVE ACTION GLOSSARY 

Affirmative Action--Emphasizes the positive, action steps needed to bring about change 
rather than a passive attitude of simple nondiscrimination. Affirmative Action can be 
defined as policies and practices that all barriers to employment opportunity that are not 
based on specific job requirements should be identified and removed, and that initial 
employment and advancement opportunities for persons in protected groups shown to be 
underutilized in an agency's work force should be encouraged so that the imbalance is 
corrected. 

Affirmative Action Plan--A coherent set of policies and procedures designed to find any 
barriers contributing to imbalance in an agency's work force and to foster the correction 
of any imbalances which exist. 

Discrimination--Unfair treatment, intentional or unintentional, based on protected 
characteristics. 

Disparity--The employment of fewer handicapped persons, minorities, women and Vietnam 
Era Veterans in the agency's work force than would reasonably be expected based on their 
availability in the labor market area. 

Equal Employment Opportunity--The policy of basing all personnel activities solely on 
individual merit of applicants and employees, related to the specific job requirements, and 
without regard to age, race, creed or religion, color, disability, sex, national origin, 
marital status, status with regard to public assistance, political affiliation or other non­
merit factors. 

Goal--A numerical objective for the utilization of protected group members. 

Goal Unit--Each of the groups of classifications in an agency that are assigned to one of 
the fifteen bargaining units, Managerial Plan, Commissioner's Plan, or other compensation 
plans.. Affirmative action goals are established by goal unit. 

Handicapped Individual--A person who has a physical or mental impairment that 
substantially limits one or more major life activity, a person who has a record of such 
impairment, or a person who is regarded as having such an impairment. 

Harassment--Any repeated behavior, or combination of behaviors, by one or more 
employees toward another employee or group of employees based on race, national origin, 
religion, sex, veterans 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 performance. 

Labor Force Statistics--Figures published by the U.S. Department of Commerce, Bureau of 
Census, on the estimated number of persons 16 years of age or older who are working or 
are seeking work or who are unemployed at the time. 
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Labor Market Area--A geographic area from which an employer recruits workers. 

Objectives--A series of specific activities designed to eliminate underutilization of 
qualified protected group members. 

Protected Class/Protected Group--Those individuals identified as handicapped, minorities, 
women, or Vietnam Era Veterans as defined by M.S. 43A.02, Subd. 33. 

Reasonable Accommodation--Architectural, equipment and other changes an employer 
must take to enable disabled persons to perform the jobs for which they are otherwise 
qualified. 

Timetable--A prescribed reasonable time period in which Affirmative Action goals are 
expected to be achieved. 

Underutilized/Underrepresentation--The e.mphDy;ment in a goal unit of fewer qualified 
protected group members than woU'ld r.easonably be expected by their availability in the 
labor market areas. 

Vietnam Era Veteran--Those persons who served in the military service of this country 
during the period August 5, 1964 7, 1975 and separated under honorable conditions 
fro·m any branch of the armed forces of the United States. 
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