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AFFIRMATIVE ACTION PL1N 
Fiscal tear 1990 

ror --.... 

APMINISTRATION 

1. This annual review rev.aled underut1lization ot t~e tollowins protected group(s) in 
tbe tollCJWing goal mits: (Check each unit appropriate) 

PROTECTED GROUPS 
GOAL UNITS WOMEN MINORITIES HANDICAPPE:D VETERANS 

Law Enforcement 
Craft, Maintenance, Labor v V"" Jill 
Service v-' I 
Health Care Non-Professional \ 
Health Care Professional \ 
Clerical 
Technical 
Correctional Guards 
State University Instructional / 
Community College Instructional I 
State University Administrative 
Professional Engineering SUDervisorY v 
Health Treatment Professional 
General Professional .......... .,...- ·~ 

Professional State Residential Instructional .. 
Su~ervisory v ............ 

Commissioner's Plan ~ ,.--
Managerial Plan ........-- ..........-
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 tor 
th~ year. 

\ 
( 

; 

I 

In the Personnel Services Office, Room 114. Administration 'Building 

3. This annual plan contains an internal procedure tor processing complaints or alleged 
discrtmination from employees, and each employee has been apprised or this procedure 
u well u our department's affirmative action goala for this ra_cal year. 

~!ti'ive 'lliio~r1r~d::V 
~. This annual plan contains clear designations ot those persons and groups responsible 

tor implementing the attached affirmative action plan as well as my personal 
stat ment of aomitment to achieving the ·goals ed t~etables described herein. 

f.l 

5. Tbia aumual plan meets the rules so'Vernins; affirmative action, Chapter 20: 2 MCAR 
2.290-2.299, and contains g':als and timetables u well u methods for achieving them 
~ich are reasonable and autticiently aggressive to deal with the identified 

dis ' ~:: i~ 4-~~~ /- 5 - /'o 
Equal port ity Divisio Date 

PE··0010~-0~ (5/82) 

1 





Policy 

AFFIRMATIVE AcriON 

"TO ASSURE THAT POSITIONS ARE EQUALLY ACCESSIBLE 'ill ALL QUALIFIED PERSJNS 
AND 'ID ELIMINATE THE UNDER UTILIZATION OF QUALIFIED ~1EMBERS OF PROTECTED 
GROUPS, " THE DEPARTMENI' OF ADMINISTRATION vl!LL MAKE EVERY EFFORT TO 
RECRUIT, HIRE AND SUPOORT QUALIFIED PROTECI'ED GROUP MEMBERS. 

43A.l9 AFFiffi~TIVE ACTION 

Subdivision 1. Statewide Affirmative Action Program, To assure that 
positions in the executive branch of the civil service are equally 
accessible to all qualified persons, and to eliminate the underutilization 
of qualified members of protected groups, the commissioner shall adopt and 
periodically revise, if necessary, a statewide affirmative action program. 
The statewide affirmative action program shall consist of at least the 
following. 

a. Objectives, goals and policies. 
b. Procedures, standards and assumptions to be used by agencies 

in the preparation of agency affirmative action plans, including 
methods by which goals and tin~tables shall be established; and 

c. Requirements for the periodic submission of affirmative action 
progress reports from heads of agencies. 

The commissioner shall designate a state director of equal employment 
opportunity who may be delegated the preparation, revision, implementation 
and administration of the program. The comrrdssioner of employee relations 
may place the director's position in the unclassified service if the 
position meets the cr.iteria established in section 43A.08, subdivision la. 

Subdivision 2. Agency Affirmative Action Plans, The head of each agency 
in the executive branch shall prepare and implement an agency affirmative 
action plan consistent with this section and rules promulgated pursuant to 
section 43A.04, subdivision 3. No agency affirmative action plan may be 
implemented without the commissioner's approval. 

Subdivision 3. Exemptions, Implementation of the provisions of this 
section shall not be deemed a violation of other provisions of Laws 1981, 
Chapter 210 or Chapter 363. 
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M • .S. 4 )A .19 

HI'NM£!0iA HUHAH 
fliGHTS ACT, 
M.S. )f,l 

'I'!T!.f VI, CIVIL 
HICKTS AC':' OF 
1964 

nTu: vn, cnn. 
RICKT! ACT 0' 1964 
( uended by C:qwal 
Employment Oppor
tunitv Act or 1Q72 l 

~UAt. ?U ACT 'Jf 
1963 (amended by 
T1tle tX Eduea• 
t 1 on Amend :Den t3 
Act of 1972) 

ACE OISCHIMINATtOK 
IN ::MPt.O'CHENT AC':' 
or 1q67 (amended ~~ 
1971&) 

?R!:SI:>~T' S ::XC:C'J'!'!VE 
ORDER 111246 (uende<l 
~Y txecut1~e Order 
,, , 37'5) 

~~I.E !X, ~nUCA':'!ON 

AMENDMENTS CP '972 
(Hi~er Edueatl~ 
Aet) 

REHABtLrT~T:ON AC! 
r,f 1971, Sect ion . 
CSOII, 

qEHABIL!TAT:ON AC! 
~r 1971, Section 503. 

CO'I!RNOR' S :':XECIJT! 'f£ 
OROtR ~umber 7~-15 
trr.,c~i vfl! 

~areh27, !C179 

Major Laws and Orders Requiring Equal 
Employment Opportunity and Affi~tive ·Action 

!HSTITUT!ONS COVERED 

All state acenc1es 
of t~. exe~Jt1ve 
bl"'llncn. 

All 1n~t1tut1~ns. 
Lnc:Lud11'18 laf\of' 
orpnh::at1ons. 

AU 1Mt1t•Jt!oru~ 
re~tv1nc federal 
financial ass1stancG. 

All lnat1tut1ons 
with 15 ol" raore 
eart) loycte31. 

All 1~t1tutions, 
1ncl•rd1ns labor 
orpnizatlou. 

All institutions, 
Lnclud1!'14 labor" 
orpni%at1.,n.s. 

All 1nst1tut1ona 
with f'e<ter-al 
contracts in ~xcess 
or uo,ooo. 

All 'tdueattond 
institutions r-~ceivi~~ 
~eder-al (~ds :~l"ougn 

ll"ants, Loans, OP 
contracts. 

All ~~t1tuc1~ns 
r-teuivtnc f'edel"aL 
rtnanci~l assist• 
a.nce. 

All lnsti~utions 
with r4de1"8l ~onti"&CtS 

ln excess or $~00. 

i'ftOVISIONS 

Requires arrt~atlve action 
rol" e1norlt1es, ~en, ~andi
capped and V1etna:D '!f'lll 'leterans. 
Pron1blts d13cri~ir.at1on ~ased 
on race, sex, age d1~~Cll1ty, 
rel1c1on, & polities. 

Prohibits discrimination 1n 
~ployment, b~sed on raee, 
color', creed, Feligion, 1ge, 
national ortgln, sex, ~arttal 
status, disab111t7 and Feliance 
on public assistance. 

ProhlbLts d1scl"1minat1on 1n, 
exclusion rroa ~art1eip~t1on in, 
?r denial or benefits ~r any 
PI"'II"U or activity r-eed •tins 
t'Gdel"&l f1naneial assistance, 
based on r-ace, color or- national 
OC"1.&1n. 

Prohibits d1serlminat1on in 
all terms and condLt1ons 
of ~ployment ~ased on 
r"aee, color, 1"8l1&1on, 
national ortctn, or sex, and 
haras•ent of' employees 
vho file complaints. 

Prohibits dtsertmination ln 
salaries (1nclud1nc llmost all 
frtnc• benGflts) based on sex. 

Prohibits d1scr-1minat1on 1n 
coai)Gnsaeion, ~-~. eond1t1ons 
&nd pl"lVileces or 9mployment, 
and status of e:Dployee, ~ased 
Oft qe ( :OVCI"S ~8:11 110-70). 

PI"'hLblts d1scl"i~n~tion Ln 
all teras an~ co~dltions or 
aployment ~ue<t on 
race, eolor, 1"8Li&1on, 
aat1onal ortcln, and se~. 

Prohibits discrlm1nat1on 
acains~ students and employees 
on the b•sis of· sex. 

Prohibits d1scrtmi~t1on 
~3sed on handicap ln employment, 
in provision or servtc•s and 
in oper-ation or ;>rosram.s. 

Requll"es aff1~tive aeti~n 
r,,.. q~\lt1ed ~andicapped 
'i."tdtvtdua l.s. 

Requir~s conduct lf state :usi~ess 
in barrier-r~et ~ui~din~s as socn 
as t'easiblA. 
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EHFORC!HC AGZNC! 

E4ual Oppor:unity Otvls1on, 
Oep£rtment ~r Personnel. 
tach agency has a 
complaint ~roeedure. 

Minnesota ~epar:ment Jf 

KUl!llan Rights. 

-Each fedef"ll agency which 
adeinlsters ,ran~s, loans, 
or contr-acts is ~esponsible 
(or the programs 01" lCt1Vlt1es 
funded ~hrougn its assistance. 

U.S. Equal £mploy!llent 
Opportunity CommtssLon 
(Eme). 

U.S. !qual Employ!llent 
Opportunity Colll!llission 
(t!OC) • 

o.s. Equal Employme~t 
Oppor-tunity Commission 
(E!OC) • 

Oft1ee of Feder.L Contract 
~ampUance ?ro~ram ~ OFCCP) 
of the u.s. Dept. or· l.al)or. 

H!V Office ror Civil ~i~ts, 
K1gher ~due~tion Division. 

HEW Of~1ee ~or Civil ~L&nts. 
~hen ~~LLy ~r~ul~ated, eaeh 
~ederal ag~ncy •tll ~nrorce 
~""' :»rovisions. 

Office of rederal C~r.trae~ 
Compliance ?r~gr1~ (OfC:?) 
of the U.S. Dept. lf ~aoor. 

€qual o:lppor:u.nity '1•ttsion 
of the Mlrnesot~ ~e~ar~~ent 
of Personnel and :~e ~!r.~esot~ 

Oe~&f'tment ~r ~tn~st~1t~~n. 



THE LEGAL BASIS FOR AFFIRMATIVE AcriON 

THE HISTORY OF EQUAL EMPIDYrJJENl' OPPORTUNITY 

Equal employment has been characterized by two distinct trends for 
approximately the last twenty years. The first trend, in fact, dates back 
to 1866 when the first Civil Rights Act designed to provide equality in 
the employment market place between blacks and whites was passed by 
congress. This trend progressed over the years and led to what we know 
today as the Civil Rights Act of 1964, which set forth the concept of 
"nondiscrimination". 

In the early '60's, the President of the United States issued Executive 
Orders 11246 and 11375 mandating "affirmative action" on the part of 
anyone doing business or asking to do business with the federal 
government. This was the start of the second trend affecting equal 
employment opportunity. No longer would it be acceptable for employers to 
have a rrore or less passive stance of nondiscrimination. Contractors and 
potential contractors were required to take active steps to assure equal 
opportunity to anyone seeking employment regardless of race, creed, color, 
national origin or sex. 

Specific requirements for the Civil Rights Act of 1954 and the Executive 
Orders prohibited employment discrimination and detailed the r~thods 
through which equal employment opportunity may be achieved. The most 
comprehensive of these methods is the requirement for affirrrative action 
programs. The State of Minnesota, subject to these requirements, enacted 
the Minnesota Human Rights Act and various Executive Orders were issued 
mandating affirmative action for all executive branch agencies. 

These Executive orders mandate the establishment of a stateside 
affirmative action program and created the Governor's Affirmative Action 
Office to administer and implement the program. Eventually, to conform 
with the direction of current thought, the Governor's Affirmative Action 
Office was replaced by the Equal Opportunity Division of the Department of 
·Employee Relations under the leadership of the Director of Equal 
Opportunity. The concept behind this move is that affirmative action 
·should be an integral part of the personnel process. In 1978, ~1innesota 
Legislators passed a law Chapter 798 amending Minnesota Statutes 43.15. 
This law requires a statewide affirmative action program and agency 
affirmative action plans covering all employees in the executive branch. 

*Excerpt from the State of Minnesota Affirmative Action Plan. 
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DEFINITIONS 

AFFIRMATIVE ACTION - A management posture or point of view that initial 
employment and advancement opportunities for persons in protected groups 
shown to be underutilized in an agency's work force should be facilitated 
so that the imbalance is redressed. 

AFFIRMATIVE ACTION OFFICER (AAO) - The individual designated to coordinate 
and monitor affirmative action activities in the Department. 

AFFIRMATIVE ACTION PLAN - Rules governing the statewide affirmative action 
program. 

BARRIER- Any factor, intentional or unintentional, be it policy, 
practice, action, omission, 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 
for such groups. 

CO~IPLAINANT - The person who files a complaint of discrimination. 

DISCRIMINATION - Unequal treatment, intentional or unintentional, based on 
protected characteristics. 

DISCRIMINATORY HARASSMENT - Behavior of one or more employees towards 
another employee based on sex, race, color, religion or national origin 
which serves to trouble, worry or torment that employee and which has a 
detrimental effect on the employee's work performance or which creates an 
intimidating, hostile or offensive working environment. 

DISPARITY/UNDERUTILI~TION - The employment of fewer handicapped persons, 
minorities, women and Vietnam era veterans in the agency's work force that 
could reasonably be expected based on their availability in the labor 
area. 

EQUAL EMPIDYI~HI' OPPORrUNITY - 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 race, color, 
religion, sex, age, national origin, disability, political affiliation, or 
other non-merit factors. 

EQUAL OPPORTUNITY OFFICER (EOO) -The Deputy Commissioner designated by the 
Commissioner to adn1inister the Department's affirmative action programs. 

GOALS - Good faith quantitative objectives set as the minimum requirement 
to be met within a certain time period. 

HANDICAPPED PERSON - Any person who: 1) has a physical or mental 
impairment which substantially limits one or more major life activities, 
2) has a record of such an impairment, or 3) is regarded as having such an 
impairment. 

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

Iviil'DRITIES - Persons of Black, Hispanic, Asian, American Indian or Native 
Alaskan heritage. 
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PARITY - a cond~tion where the work force is representative of. all 
population groups in each job category, in proportion to their occurrence -
in the labor area work force. 

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

PROTECTED CLASS/PROTECTED GROUP - Those individuals identifiable as 
handicapped, minorities, women or Vietnam era veterans. 

RESPONDENT - A person or an entity against whom a discrimination complaint 
has been filed. 

SEXUAL HARAS~~ - Unwelcome sexual advances, requests for sexual favors, 
and other verbal or physical conduct of a sexual nature when: 1) 
submission to such conduct is made a term or condition of an individual's 
employment, 2) submission to, or rejection of, such conduct is used as the 
basis for employment decisions affecting an individual or 3) such conduct 
has the purpose ·or effect of unreasonable interfering with an individual's 
work performance or creating an intimidating, hostile or offensive working 
environment. 

VIETNAM ERA VETERANS - Those persons who served in the military service of 
this country during the period August 4, 1964 to ~~y 7, 1975, and were 
separated under honorable conditions: a) after having served on active 
duty for 181 consecutive days, or b) by reason of disability incurred 
while service on active duty, and who are permanent residents of the State 
of Minnesota. 
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RACEfEIHNIC CATEroRIES 

'!he U.S. Equal Opportunity camnission recently has revised its racejetlmic 
categories for the purposes of reporting employment stateistics on the 
EID/ 4 fonn (for State and local govermnents) . 'lhe revised categories are 
defined as follows: 

A. White, not of Hispanic origin - persons having origins in any of the 
original peoples of Europe, North Africa, or th~ Middle East. 

B. Black, not of Hispanic origin - persons having origins in any of the 
black racial groups of Africa. 

c. Hispanic - persons of Mexican, Puerto Rican, CUban, central or South 
American or other Spanish culture or origins, regardless of race. 

D. American tndian 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. 

E. Asian or Pacific Islander - persons having origins in any of the 
original peoples of Far East, South East, Asia, in the Indian 
subcontinent, or the Pacific Islarrls. 'lhis area includes, for example 
arina, Japan, the Philippine Islands, arrl Samoa. 
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C0~1ISSIONER 

The Commissioner of Administration is responsible for the Department's 
equal ei~loyment and affirmative action programs and the Department's 
compliance with federal and state laws, rules and regulations. She is 
accountable to the governor, the Legislature, the Commissioner of Employee 
Relations and the Director of Equal Opportunity for affirmative action 
matters. 

RESPONSIBILITIES: 

A. To direct the Executive Team to uphold and support the affirmative 
action policies and program in order to remove barriers to equal 
employment opportunities for minority, female, Vietnam Era Veterans and 
handicapped group members. 

B. To be accountable for affirmative action compliance. 

C. To be responsible for the agency's committment to meet affirmative 
action goals. 

D. To designate an affirmative action officer/designee. 

E. To approve and implement the department's affirmative action plan. 

F. To hold members of the staff responsible for the effectiveness of 
affirmative action activities under their respective jurisdictions by a 
specific program objective. · 

G. To i~sue a written statement to staff affirming support of the State's 
equal opportunity policy and affirmative action program. 

H. To take action on complaints of discrimination. 
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Equal Opportunity Officer (Deputy Commissioner) 

The Equal Opportunity Officer is responsible for administration of the 
Department's affirmative act~on policies, provisions and programs and is 
accountable to the Corrmtissioner. 

RESPONSIBILITIES: 

A. To ensure that the DoA's affirmative action policies, program and 
directives are carried out. 

B. To coordinate in partnership with the Affirmative Action Officer, 
the affirmative action efforts of all bureaus and to advise and 
assist management to comply with federal and state regulations 
impacting Equal Employment Opportunity and Affirmative Action. 

C. To Chair the DoA's Affirmative Action Committee ensuring that the 
crnmnittee implements the Affirmative Action Program. 

10 



EXECUTIVE TEAM 

The Executive Team is responsible to administer the Department's 
Affirmative Action Plan in the Bureaus and is accountable to the 
Commissioner and the Deputy Commissioner. 

RESPONSIBILITIES: 

A. To enforce AA/EED rules, regulations and other related projects 
assigned by the Commissioner. 

B. To review compliance by division directors relative to 
their adherence with policies and procedures stipulated in the DoA 
affirmative action program. 

C. To offer support and technical resources, whenever feasible, to the 
Commissioner to achieve affirmative action goals, creating 
opportunities for upward mobility to enhance the careers of protected 
class members. 

D. To be accountable for Bureau affirmative action hires through an annual 
performance review 

E. To assist the Affirmative Action Officer in making hiring decisions for 
the Bureaus when an exception has been requested •• 
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AFFIRHATIVE AcriON OFFICER 

The Affirmative Action Officer is responsible to implement and maintain 
the Department's Affirmative Action Program and is accountable to the 
Equal Opportunity Officer, the Commissioner and the Director of Equal 
Opportunity. 

RESPONSIBILITIES: 

A. To develop for the Commissioner's approval the Department of 
Administrations written Affirmative Action Plan. 

B. To serve as the Department of Administration's liaison with the State 
Equal Opportunity Division in the design, implementation, and 
monitoring of the Department of Administration Affirmative Action Plan. 

C. To assist in the design and implementation of internal audit and report 
procedures that will measure the effectiveness of the Department of 
Adrrdnistration Affirmative Action Program, indicate need for remedial 
action, and determine the extent to which the Department goals and 
objectives have. been attained. 

D. To coordinate efforts of various Department of Administration bureaus 
and the Affirmative Action Committee in order to effectively reach all 
employees with information on affirmative action and provide training 
in affirnative action as needed. 

E. To assist the Department of Administration and staff of all levels in 
identifying and arriving at solutions to problems of equal employment 
opportunity, including complaint resolutions. 

F. To maintain files on affirmative action related materials, such as 
minutes of the Affirmative Action Committee meetings, in order to 
assure documentation on good faith efforts in the area. 

G. To serve as liaison between the Department of Administration and 
organizations representing the protected classes in order to develop 
and maintain a protected class recruitment network to provide for 
better recruitment from these groups. 

H. To coordinate the Department of Administration handicapped program as 
504 coordinator. 

I. To keep the Commissioner and Department informed of the latest 
developments in the area of equal employment opportunity. 
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MANAGERS AND SUPERVISORS 

The managers and supervisors are responsible to ensure their unit operates 
in compliance with the Department • s Affirmative Action Plan. They are 
accountable to the Commissioner, the Executive Team and the Affirmative 
Action Officer. 

RESPONSIBILITIES: 

A. To ensure compliance with all equal opportunity and affirma.tive action 
policies and programs. 

B. To assist the Affirmative Action Officer in identifying and resolving 
problems and eliminating barriers which inhibit equal opportunity. 

C. To participate in a pre-hiring review process of all staffing decisions 
when protected groups are underrepresented. 

D. To particpate in a pre-review of all layoffs to determine their effect 
on affirmative action goals. 

E. To communicate the equal opportunity/affirmative action policy to 
assigned staff. 

F. To respond within time constraints of the complaint procedure to any 
alleged complaints of discrimination or requests for information from 
the Affirmative Action Officer. 

G. To perform such other specific duties as may be assigned in the 
Affirmative Action Plan. 

13 



Dissemination of Affirmative Action Information 

The impact of the Affirmative Action Plan can be fully realized only to 
the extent that its provisions are known by those who must apply it and 
those who are to benefit by it. With this in mind the following describes 
rrethods to be used to disseminate information both internally and 
exter~ally. 

Internal 

I. The Affirmative Action Plan shall be posted on the Personnel 
Office bulletin board at 201 Administration Building. 

II. The Affirmative Action Policy and the Commissioner's Statement 
of Commitment will be circulated in writing to all employees 
of the Department of Administration. 

III. The Department's Affirmative Action Policy and the Cornmdssioner's 
State of Commitment will be included in new employee orientation 
presentations. 

IV. The Affirmative Action Plan will be given to each member of the 
Executive Team, Management Team and Operations Team. In addition, 
the Plan shall be available to anyone upon request. 

v. All managers and supervisors will be annually informed of their 
affirmative action responsibilities as outlined in the Affirmative 
Action Plan. 

VI. Each person reviewing an Affirmative Action Plan shall be 
responsible for communicating to his/her staff any relevant 
portions of the Plan as well as other relevant affirmative action 
information disseminates throughout the year. 

External 

I. The cornrrdtrnent of the Department of Administration to affirmative 
action will be publicized through a wide variety of media so that 
minorities, females, the handicapped and Vietnam Ara Veterans are 
encouraged to seek employment and promotion in our agency. 

II. The statement "An Equal Opportunity Employer" will appear on all 
stationery, job announcements and advertisements. 

III. Copies of the Affirmative Action Plan will be made available to 
the public upon request. 

14 



COMPLAINT PROCEDURE 

1. INFORMAL 

A •. An eMployee who haa· a coMplaint of diacriaination or harassMent aay bring it to 
the attention of hia/her supervisor or affirMative action officer in an atteMpt 
to reach a satisfactory resolution without the necessity of further action. 

2. FORMAL 

Sttp 1: 

Failing reeolution through the inforMal process, the eaployee alleging 
discrimination/harassMent (coMplainant> May subMit a written complaint to the 
affirMative action officer setting forth the nature of the coMplaint, the facts 
upon which it is baaed and the reMedy requested. The coaplaint MU&t be 
aub~itted within a reasonable period of tiMe, not to exceed 30 calendar days, 
of the occurrence of the event giving rise to the coMplaint. If the 
affirMative action officer deterMines that the coMplaint is not a coMplaint 
baaed on discriMination. but rather a general personnel concern. the eMployee 
alleging discriMination shall be notified and advised of other coMplaint 
procedures. 

If the affirMative action officer deterMines the coMplaint would suffer a 
reparable loa& in the absence of ia~ediate action, he or she May proceed 
directly to atep 2. 

Within 7 calendar days after receiving the written coMplaint, the affirMative 
action officer shall Meet with the auperviaor with or without the coMplainant. 
in an atteMpt to resolve the coMplaint. The supervisor shall qive a written 
answer to the affirMative action officer within five calendar days following 
the Meeting. If diaaatiafied with the supervisor's response, the coMplainant 
May, by written request within 5 calendar days, proceed to step 2. 

Step 2: 

The affirMative action officer shall arrange a Meeting with the appointing 
authority within 10 calendar days of the request to proceed to step 2. The 
affirMative action officer shall prepare a suMMation of the issues and the 
recomMendation of remedy to the appointing authority prior to the scheduled 
meeting. All parties should be present to allow for a full discussion of the 
is&ue. 

Within GO calendar day& of the filing of a formal COMplaint, the appointing 
authority shall re&pond in writing with the final answer or reMedy. If the 
coMplainant i& not aati&fied, he/&he shall be advised by the affirmative action 
officer ~f the right to file a charge of di&criMination with the Minnesota 
DepartMent of HuMan Rights. All diapoaition of coMplaint& shall be filed with 
the Coa•iaaioner of Employee Relations within 30 days of final disposition. 
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S :TE DEPARTMENT OF ADMINISTRATION 
POLICY REGARDING SEXUAL HARASSMENT 

The Minnesota State Department of Administration believes that sexual harassment has no place in the 
work environment. Additionally, under federal and state law, sexual harassment of employees is illegal. 
Therefore, .it is against Department policy for any employee or other person to subject another em
ployee or other person to sexu~l harassment. Any acts of sexual harassment should be immediately 
reported. After investigation, appropriate disciplinary action, up to and including termination, will be 
instituted against anyone found to have violated this policy. 

1. Acts of sexual harassment, which are prohibited by this policy, include but are not limited to: unwel
come sexual advances; requests, demands, or subtle pressure for sexual favors or sexual activity of 
another employee; and other verbal or physical conduct of a sexual nature (e.g., lewd comments or 
gestures; unwanted, intentional physical contact of a sexual nature, and subjecting fellow employ
ees to written or pictorial materials of a sexual nature) when: 

(a) Submission to such conduct is made either explicitly or implicitly a term or condition of an indi
vidual's employment;. 

(b) submission to or rejection of such conduct by an individual is used as the basis for employment 
decisions affecting such individual; 

(c) such conduct is offered in order to receive special treatment or in exchange for or in consider
ation of any personnel action; 

(d) such conduct has the purpose or effect of unreasonably interfering with an individual's ·work 
performance or creating an intimidating, hostile, or offensive working environment. 

2. Retaliation against any employee for refusing a sexual advance, for refusing a request, demand, or 
subtle pressure for sexual favors or activity, or for reporting an incident of possible sexual harass
ment to the Personnel Department is also prohibited. 

Sexual harassment is strictly prohibited. If anyone engages in any such conduct, let the offending per
son know immediately and firmly that you find the conduct offensive, and report the matter to your 
supervisor, the Department's Affirmative Action, a Union steward, your Division Director, or the Per
sonnel Director. The Personnel Division will make a complete investigation, and appropriate disciplinary 
action will be taken. 
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HARASSMENT STATEMENT 

It is the deparbnent,.s policy to prohibit any behavior of 
co-workers or supervisors which is unwelcome, personally offensive, 
insulting or demeaning. 

Harassment may take the following fonns: 

1) Exclusion from orientation or teamwork 

2) Repeated disparaging, belittling, demeaning, insulting 
remarks 

3) Repeatedly making the employee, or a characteristic 
unique to the employee, the butt of jokes 

4) Repeated ridicule of an employee 

5) Sabotage of an employee's character, reputation, work 
efforts or property 

6) Unequal assigrnnent of the "dirty work", less responsible 
or less challenging duties, not based on ability 

7) Unequal application of perfonnance standards, discipline 
or work rules · 

Behavior may include harassment in the following areas: 

I. Sexual -(See the State Deparbnent of Admi.pistration Policy 
Regarding Sexual Harassment) 

1) Any of the previously listed forms of treabnent which the 
employee states is causing discomfort because of one's sex 

2) Unwanted sexual compliments, looks, innuendos or 
suggestions about one's clothing, body or sexual activity 

3) Unwanted, unnecessary touching, brushing against one's 
body, petting or pincqing 

4) Demanding sexual favors accompanied by implied or overt 
threats concerning conditions of employment 

5) Displaying pictures or objects depicting nude or 
scantily-clad women and men in work areas 

6) Use of language implying inferiority or an employee based 
on sex such as "girl" or "boy", rather than "woman" or 
"man" 
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II. Racial and Heri~ge 

1) Any behavior previously listed in this statement which is 
applied to one's race, color, heritage or national origin. 

2) Telling jokes or making·derogatory remarks about one's 
race or national heritage. 

3) Use of language implying inferiority of a race or national 
heritage. 

III. Religion, Disability, and Age 

1) Any behavior previously listed in this statement which is 
applied to one's religion, disability or age. 

2) Use of demeaning, derogatory names or remarks about an 
employee's religion, disability or age. 

'!he Conunissioner is responsible for the application of this 
position within the department; each manager and supervisor has 
the responsibility within their units~ '!his responsibility 
includes initiating and supporting prOgrams and practices designed 
to develop understanding, acceptance, conunibnent, and compliance 
with the framework of this statement. All employees must be 
infonned that harassment is unacceptable behavior, and each 
supervisor will be responsible for orienting hisjher staff to the 
department's position. 

~- .. 
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PROCEDURES 

RESPONSIBILITIES 
Managers and Supervisors 

1. Take all steps necessary to prevent harassment from occurring, such as affirmatively raising the 
subject, expressing strong disapproval, informing employees of their rights to raise the issue of har
assment and to make it known that disciplinary action will be taken against employees who engage 
in any form ofharassment of other employees. 

2. Contact the Department of Administration Affirmative Action Officer immediately when they be
come aware of a harassment complaint. 

3. Fully investigate complaints of harassment in conjunction with the Affirmative Action Officer and 
Personnel Director. 

4. Maintain a file or written documentation regarding complaints. 

5. Prohibit retaliation by others against any employee who files a harassment complaint. 

6. Review, as necessary, with subordinates, the Department of Administration Harassment Guide
lines. 

The Harassed Employee 

.1. Immediately inform the person causing the harassment that their behavior is objectionable and ask 
that it cease. 

2. If the harassment does not cease, report it to your Supervisor or Division Director. 

3. Maintain a written record of the instances of harassment and the names of any witnesses. 

4. If, after taking the complaint to an immediate Supervisor or Division Director, the harassment con
tinues, contact the Department of Administration Affirmative Action Officer. 

NOTE: Employees have the right to report a harassment complaint directly to the Affirmative Action 
Officer in circumstances where they feel tmcomfortable reporting it to their immediate Supervi
sor or the Division Director. However, if at all possible, it is advised to go directly through the 
chain of supervision. 

This procedure does not replace the right of any employee to file a f.ormal complaint with the 
Department of Human Rights. 

·.· ,. 
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AFFim1ATIVE ACI'ION PLAN 

Ideal Goals 

Fiscal Year -::... ~ 990 

DEPARTMENT OF ADMINISTRATION 
(Agency or Agency Subdivision) 

1. This annual review revealed underutilization of the following 
protected group{s) in the following units: 

PROTECTED GROUPS 

GOAL UNITS ~'l)MEN I1INJRITIES HANDICAPPED 

Law Enforcement 
Craft, i"lainten£tnce, Labor 9 I+ 

Service 21 
B~aJtb Care ~on-PrQfe~sionQl 
Health Care Professional 
Clerical 
Technical 
Correctional Guards 
State Universitv Instructional 
r.()mmtlnitv Colleoe Instructional 
State Universitv Administration 
Professional Enoineerina Suner 1 

f-- ---

Health Treatrrent Professional 
General Professional 11 3 1 

. -
Prof. State Res. Instructional 
Suoervisorv 3 2 
Commissioner's Plan 1 

I !v1anaaerial Plan 2 L~ 

,_Other 

·.· 
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AFFIRMATIVE ACTION GOAL ACHIEVEMENT & SPECIAL HANDLING REPORT 
PAYROll ENDING JULY 4, 1989 

·------------------------------------------------ NAME=ADMINISTRATION GOAlUNIT=001 ---------------------------------------------
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Anticipated Opportunities and Proposed Goals 

FY 90 

The following chart indicates the rn.nnber of total anticipated hires, the 
number of anticipated opportunities to hire affinnatively and the number 
of protected group class people we might expect to actually hire in 1989. 

Anticipated total Anticipated FY 1990 
Unit Name hires FY 1990 Opportunities Goals 

CRAFT 2 1 F-0 H-1 

SERVICE 12 7 F-6 H-1 

ClERICAL 20 0 

TECHNICAL 8 0 

ENG mEERS 1 0 

PROFESSIONAL 25 10 F-6 H-2 M-2 

SUPERVISORY 3 2 F-1 H-1 

MANAGERIAL 2 2 M-1 H-1 

73 22 F-14 H-6 M-2 
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AFFIRMATIVE AcriON PIAN 

CHANGE lli STMUS SlliCE 7/88 

UNIT MINORITIES HANDICAPPED 

Craft 

Seivice +2 +1 

Clerical +5 +1 

Technical -2 +2 +1 

Engineers 

Professional +12 -2 +4 

SUpel:visocy +1 

Commissioner's +4 +1 

Managers +4 +1 
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OBlEC'l'lVE: Pilot ·a workshop on cultural di viersity based on the 
Hennepin county model 

~ON STEPS RESPONSmiLITY TARGET DATE 

1. contact Hennepin county Chuck MacDonald Decenibe:r 1989 
for outline of workshop 

2. contact other agencies Chuck MacDonald December 1989 
for infomation on other cynthia McLagan 
workshops related to 
cultural diversity 

3. Design pilot workshop Chuck MacDonald February 1990 
for use in the department cynthia Mciagan 
and detemj ne presenter, 
i.e. consultant or inhouse 

4. Identify divisionis to Chuck MacDonald February 1990 
receive pilot workshop cynthia Mciagan 

Karen Hanson 

5. Deliver pilot workshops Chuck MacDonald April 1990 
to chosen divisionis cynthia Mciagan 

Karen Hanson 

6. Evaluate effectiveness of Chuck MacDonald April 1990 
workshop cynthia McLagan 

Karen Hanson 

7. Revise workshop fomat Chuck MacDonald May 1990 
or present to other . cynthia McLagan 
divisions as piloted Karen Hanson 

21 



OBnel"IVE: Sponsor a two to three hour briefing' on Affimative 
~OD/EEO issues to the M;magment Team, using Steve 
COoper, camdssioner of Department of HUman Rights 

~ON STEPS 

1. Detemi ne date for 
presentation at Management 
Team meetinq 

2 •. contact stephen eooper 
to arrange his appear-
ance at the Management 
Team Meetinq 

3. Have Ma:naqement Team 
Meetinq with s. COoper 

4. Evaluate effectiveness 
of maetinq and presentation 

RESPONSIBILITY 

Chuck MacDonald 
cynthia McLagan . 
Ma:naqement P.rogra 
camuittee 

Chuck MacDonald 
cynthia McLagan 

Management Program 
camuittee 

Chuck MacDonald 
Management Program 
camuittee 

22 
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January 1990 

to be detenni.ned 

following his 
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PURPOSE: 

The rules governing statewide affirmative action prograrrs require 
that methods of auditing, evaluating and reporting program success 
be established for all agencies. This includes a procedure that 
requires a pre-employment review of all hiring decisions for goal 
units with unmet affirmative action goals and pre-review of all 
layoff decisions to determine their effect on the department's 
goals. The purpose of this section is to provide managers and 
supervisors with information about the pre-employment review 
process 

PROCEDURE 

T:Jhen a vacancy occurs in a goal unit which has unmet affirmative 
action goals, the following procedures shall be followed: 

Actor 

Transaction 
Coordinator 

Personnel Representative 
/Transactions 
Coordinator 

Action 

1. Obtains list of eligibles for 
vacancy, applications of eligibles 
and a Protected group report from 
the Department of Employee Relations, 
and logs the date of list. · 

2. Determines if applicable labor agreement 
provides for selection.on the basis of 
seniority provided the senior employee's 
ability and capacity to perform the job 
are relatively equal to that of other bidders. 

2a. If yes, records seniority unit dates 
on the list and processes selection as 
prescrtbed py the labor agreement 
provisions. 

3. Gives list and protected group report to 
Affirmative Action Officer. 
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Affirmative Action 
Officer 

Transactions 
Coordinator 

Supervisor 

Personnel Rep/ 
Affirnative Action 
Officer 

4. Reviews DoA records to verify if goals 
have been met, i.e., whether disparities 
exist in the bargaining unit for which 
the department is hiring. 

5. Follows up the written information with a 
personal interview with the supervisor 
to inform the supervisor of the 
department's policy on Affirmative Action. 

6. Returns paperwork to the Transactions 
Coordinator. 

7. Sends paperwork to supervisor. 

8. Conducts interviews: 

8a. in accordance with objective 
interview techniques using structured 
interview questions. 

8b. ensuring that applicants are aware of 
conditions of employment (full time, 
part time, permanent, etc.) salary 
range, and physical requirements of 
the job. 

9. Makes preliminary and final ratings of 
applicants after all interviews are 
conducted. 

10. (Optional) Conducts reference checks. 

11. Decides on a qualified person, considering 
any contractual, statutory, and 
Affirmative Action obligations. 

12. Discusses candidate selection with 
Personnel Representative or Affirmative 
Action Officer. 

13. If selection is in violation of applicable 
labor agreement, discusses rationale and 
ramifications of such action with the 
supervisor. 

13b. If selection is in violation of law, 
advises supervisor of the situation 
and possibly over-rules the selection 
decision after discussion with 
the division director and the 
Personnel Director. 
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Note: Steps 14-24 are applicable only if decision is made to hire a 
non-protected group member for reasons other than compliance with 
a labor agreement, lack of protected group candidates or no disparity 
exists. Otherwise co~tinue with the normal hiring process. 

Supervisor 

Affirmative Action 
Officer 

14. If selection is not in accordance with 
DoA's Affirmative Action policy, 
listens to supervisor's reasons ·for 
selecting non-protected group member. 

15. If the supervisor and Affirmative Action 
Officer agree that protected candidate 
is not qualified, approves hire of 
nonp~otected applicant. 

16. If the supervisor and Affirrrative Action 
Officer agree the protected applicant 
would be qualified by the end of the 
probationary period, the Affirmative 
Action Manager strongly urges the 
supervisor to hire the protected candidate. 

17. If unwilling to hire the qualified 
protected applicant, nay ask his/her 
Assistant Commissioner for an exception 
to the department policy on Affirmative 
Action by providing the following 
information: 

17a. A statement explaining the reasons the 
protected candidates were not qualified 
for the position, and explaining the 
exceptional qualifications for the 
non-protected candidate. 

17b. A.list of employees who work for 
him/her in the classification of the 
vacancy by race, sex, handicapped and 
Vietnam Era Veteran status depending 
on the list. 

17c. A list of employees in the whole series 
by protected group. (For example, if 
the vacancy is an entry level 
rJJ.anagement Analyst, the list would. be 
all r~'s, MA 2's, r~ 3's etc.) 

18. Provides the following information to the 
Assistant Commissioner of the supervisor 
who requests the exception: 

18a. A statement that the Affirmative Action 
Officer feels that the protected 
candidate is qualified to do the 
job or could be qualified within 
the probationary period. 

25 



Assistant 
Corrmissioner 

Deputy Con~issioner 

18b. A statenent about the progress the 
· department has made toward meeting 

the numerical goal for that bargaining 
unit. 

18c. A history of recent new hires in that 
bargaining unit. 

18d. A history of that supervisor's hiring 
over the last few hires. 

19. Meets with Assistant Commissioner and 
supervisor if desired. 

20. Makes a decision to approve or disapprove 
the exception. 

21. If approves the exception, takes the request 
for the exception to the Deputy Commissioner 
for final approval. 

22. If disapproves the exception, tells the sup
ervisor to select the protected applicant. 

23. Considers all of the following in deciding 
whether to grant an exception to the depart
ments affirmative action policy. 

23a. There is an exceptionally well 
qualified applicant on the list \-Jho 
is not a member of a group of persons 
for which there is a disparity; 

23b. The vacancy is in a bargaining unit 
where the last few hires have been 
protected applicants; 

23c. DoA has made considerable progress 
toward meeting the Affirrrative · 
Action goals for that bargaining unit; 

23d. The supervisor with the current 
vacancy has recently filled several 
vacancies in the same bargaining 
unit and has selected a protected 
applicant each time. · 
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Supervisor 

23e. The vacancy is an entry level 
position and DoA has enough 
protected employees in the whole 
series to ensure enough protected 
applicants for promotions, so that 
this one vacancy will not greatly 
affect the pool for promotions 
into higher level positions. 

24. If an exception is granted, gives all 
supporting documentation to the 
Affirmative Action Officer for 
appropriate filing. 

25. Continues with the normal hiring process. 
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REASONABLE ACCOMMODATION PROVISION 

I. POLICY 

It is the policy of this agency to encourage the eMployment and promotion 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 
accommodations to the physical or mental needs of a handicapped eMployee or Job 
applicant, it auat be demonstrated that: a) the accoMModation would impose an undue 
hardship on the agency~ b> the accommodation does not overcome the effects of the 
peraon's handicap~ or c) the handicapped person is not qualified to perforM that 
particular JOb. This agency's reasonable accommodation.& policy applies to all 
dapartaental employees with any known physical or aental liMitations, and any Job 
applicant requesting accoMmodation prior to employ•ent interview. 

This agency will provide accomaodations to qualified handicapped employees/Job 
applicants when auch accoaaodationa are directly related to performing a JOb or 
competing for a JOb on an equal basis. Accommodation will not be required for 
non-Job related personal needs of individuals even though they may be a qualified 
handicapped individual. In such cases questions may arise as to whether the 
accoMmodation is personal or JOb related. The priMary factors in evaluating an 
accoMModation is whether the accommodation will enable the person to perfor~ the 
JOb on an equal basis in the most cost effective manner and in the most integrated 
setting possible. 

Transportation to and fro• work is the responsibility of the eMployee. This agency 
will not provide transportation to and from work as the part of reasonable 
accoaaodation. 

II. SCOPE 

This policy statement establishes the departMent's workforce standard for 
accomModation to the needs of handicapped employees. Reasonable accomModation 
requirements apply to both JOb applicants as well as current eMployees. 

III. DEFINITIONS 

A. Handicapped Persons 

A handicapped person for purposes of this policy is anyone who meets the 
definition as stated in the Section 504 regulation of the 1973 Rehabilitation 
Act as aMended in 1978, Sub-part A, Section 84.3 )1-2 and k104 and Chapter 363 
of the &tate's Huaan Ri9hts Act. A handicapped person is anyone who: 

1. Has a physical or Mental iapairMent which substantially liMits one or more 
of such person's MaJor life activities. 

2. Has a record of such iapairment which Means that a person has a history of 
or has been Misclassified has having a mental or physical impairMent that 
substantially liMits one or MOre MaJor life activities. 
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3. Ia regarded as having such an iapairaent which Means: 

c. Hca c physical or Mental iapairaent that aay not substantially liait 
MaJor life activities but that is treated by en employer as 
consti~uting such a liaitction~ 

b. Has a physical or Mentel iapairaent that substantially liaits maJor 
life activities only as a result of the attitudes of others toward 
such impairment; or 

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

An employee with an acute diaabling condition which is expected to be 
temporary, such a& 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 requests for 
reasonable accommodations should reflect the least number of approval steps 
neceaaary. The step& in requesting reasonable accommodations for current employees 
are: 

A. The supervisor and the handicapped employee consult to determine the need for 
the accommodation and to discuss alternatives such as JOb restructuring, Job 
site modification, and aasistant devices. 

B. The supervisor submits a written request form obtained from the Affirmative 
Action Officer/Designee for reasonable ac~ommodation. The request includes a 
JUstification for the accommodation. and includes a statemen~ of the 
disability. A medical statement of limitations may be included if the 
supervisor deem& advisable. 

C. The supervisor submits the reque&t to the Affirmative Action Officer/Designee 
within five working days upon receipt of the reque·at. The Affirmative Action 
Officer and the Supervisor gather information regarding availability and cost 
within twenty working daya. 

D. The Affirmative Action Officer reports to the agency head with a 
recomMendation. The agency head considers the available alternatives and 
decides whether or not to grant the requested accoMmodation and determines what 
accommodation should be provided. The deciaion is then provided in writing to 
the supervisor within five working days after the agencyvmake& his or her 
determination. rv Ct ~ 

E. The Affirmative Action Officer fills out the Reasonable Accommoda.tions 
Agreement For• and obtains necessary signatures. 

F. The AffirMative Action Officer sub•ita appropriate purchasing docuMents to the 
purchasing agent if equipaent. furniture. or other assiative devices must be 
purchased. 
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V. METHODS OF PROVIDING REASONABLE ACCOMMODATION 

The following are soae Method& of providing reasonable accoMmodations to qualified 
handicapped individuals. Other forMa of reasonable accoMModation May also be 
provided. 

A. Modification of equipMent or aaaiative devicea. 

The proviaion of equipMant May include special telephone equipMent .. talking .. 
calculators. ona-handed typewriters. closed circuit televisions,. specifically 
daaignad deak and filaa. TDD COMMunications equipment and other types of 
equipMent to facilitate the performance of JOb duties. These items May 
include: off the shelf devices a& well as highly specialized, cu&toaized 
and/or preacription i.tel\&. 

B. Job aite Modification. 

The planning and provisions of accesaibilty to exiating facilitiea May be 
raquired in order for diaablwd individuals to work in theM. Modifications may 
include adJustMents to equipMent height including desks, chairs, etc., addition 
of electrical outlets, rearrangeMent of furniture and equipment, widening 
doorway&, reallocation of the JOb aite 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 Real Estate Management Division, ~•ent of 
Admini&tr-ati-on to determine costs involved. 

C. Job restructuring. 

The restructuring of any JOb may include ~odifying work hours and/or changing 
JOb duties while retaining the basic JOb functions. Arrangements ~ust be 
considered for full-time permanent and intermittent employMent. Job sharing 
and flexible work hours may permit handicapped employees to meet such needs as 
medical appointments and aedical dietary requirements. 

D. Support services. 

Support services such as interpreters for hearing impaired individuals, readers 
for blind, special attendants, etc. must be provided when it is clearly 
deMonstrated that theae service& are required for a disabled employee's 
performance of the essential functions of the JOb. Support services May also 
be needed for Job applicants during the interview process. This agency ~ay 
directly or on a contractual basis of any agency outside the department provide 
the training neces&ary to allow staff MeMbers to provide support services when 
such training and the provisions of &uch support services are adMinistratively 
feasible. 

VI. UNDUE HARDSHIP 

A. In deter~ining whether or not the making of a reasonable accoMModation would 
impose an "undue hardship" on the operation of a recipient's prograMP factors 
to be considered must include: 

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

2. The type of the recipient's operation including the coaposition and 
structure of the recipient's workforce. 
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3. The natura and coat of the acco••odation needed. 

4. The rea~onable ability to finance the acco~Modation and each site of 
bu&ine&a; and 

5. Docu~ented good faith efforts to explore less restrictive or less 
expenaive alternativas including consultation with the disabled person or 
with knowledgeable disabled persons or or9anizations. 

VII. FUNDING FOR REASONABLE ACCOMMODATION 

This agency will Make funds available in order to provide reasonable 
acco•Modations to handicapped eaployees/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 by the agency headp) 

VIII. PURCHASE AND MAINTENANCE OF ACCOKKODATIONS 

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 
provide another acco~~odation equal or superior to the one proposed in 
practicality, usefulness, or cost effective. 

B. All tangible accoMModations purchased by this agency will be the property of 
the State of Minnesota and shall be used only for JOb related functions. 
The maintenance of equipMent will be the responsibility of the departMent 
and proJected Maintenance costs will be a factor in the initial decision to 
provide accoMModations. Exa~pls: rapair speci~l office equipment, etc. 

IX. DENIAL OF ACCOMMODATION 

All denials of requests for reasonable acco~modation will be documented and kept 
on file by the affirmative action officer. A copy of the docuaen~ denying the 
request for reasonable accoMmodation will be given 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 Commission. 

X. APPEALS 

An employee who is dissatisfied with the reasonable accomModation decision can 
appeal directly to the agency head within thirty working days of the decision. 
The agency head will within ten working days of the individuals appeal, convene a 
reasonable accommodation review coMMittee which shall consist of persons 
previously not involved. For exaMple, an eaployee in the sa~e JOb classification 
as the person requesting accomModation a rehabilitation engineer (or other person 
knowledgeable of the requested 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. 
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D. The relationship between the accoaaodation and essential JOb functions. 

E. Coat. 

F. Other claiM& of undue hardship. 

The coMmittee will Make a recoMMendation to the agency within ten working days 
from the date the committee was convened unless aore time is needed to obtain 
More inforaation from outside sources. The agency head will make a final 
determination within ten working days froM receiving the committee's 
recoMMendation. The AffirMative Action Officer will then convey written copies 
of the agency head's decision to the eaployee and supervisor. If the employee is 
still dissatisfied with the decision, she/he aay file with federal, state, local 
and huMan rights legislation. The departMent's Affiraative Action Officer will 
provide employees and compliance agencias with information in assistance needed 
in the appeals process. Information will be provided in compliance 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 
aCCOMMOdation. 

XI. ASSISTANCE WITH COMPLIANCE 

Assistance with reasonable accoMModation coMpliance, all requests for inforMation 
or assistance in deterMining reasonable accommodations for qualified handicapped 
employees and eMployees/Job applicants May be 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 AffirMative 
Action Officer immediately. In order to ensure that the accoMmodation 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 agreed upon accoMmodation requested costs no aore than $75.00,the 
Affirmative Action Officer shall approve. the accommodation. 

E. If the accommodation costs more that $75,00, the Affirmative Action Officer 
shall request approval of the accom~odation from the a9ency head. 

F. If the accomModation is approved, the Affirmative Action Officer will take 
the necessary steps to aee that the acco~aodation 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 Right& alleging violation of the Minnesota Human Rights Act. 
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Please Pr1nt or Tvoe 
mployee Name 

D1vision 

EMPLOYEE REQUEST FOR REASONABLE ACCOMMODATION 

Classification Date of Request 

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

e Attach Additional Sheets for Questions Below if Necessary. 

1. Type of accommodation requested to perform essential function: 

2. Which essential funct1on(s) of your job will the requested accommodation allow you 
to perform? 

3. Why 1s the requested accommodation necessary to perform the essential job 
function(s)? 

•· How w1ll the requested accommodation be effective in allowing performance of the 
essential job function(s)? 

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

Signature of Employee Date 

Signature of Supervisor Date 

Signature of Manager Date 

Additional Conments: 

Informat1on on this form shall be confidential with the except1ons according to the 
Rehabilitation Act of 1973, Section 504, Subd. 84.14. 

PE-00091-01 (3/83) 
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REASONABLE ACCOMMODATION AGREEMENT 

• This form is 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. 

Name of Employee Name of Division Manager 

The request for reasonable accommodation to the needs of the above named 
handicapped employee was: 

D ACCEPTED D DENIED 

Justification for the decision (indicate specific factors considered) 

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

D Yes 

REASON: 

D No D Partially 

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. 

~ignature of Employee I Date 

Signature of Commissioner 
I 

Date 

-
~ignature of Affirmative Action Officer I Date 

PE-00092-01 (4/83) 
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Reasonable Accommodations 

Severe Weather and Building Evacuation 

Upon notification by Captiol Security, the Building Emergency Director 
will make the appropriate announcement over the Public Address System. 
The Floor Wardens, Area Monitors, and Handicapped Assistants will then 
assume their particular responsibilities. 

Each person with a disability will be provided with three assistants who 
will help him or her during emergency procedure. 

Sever.e Weather 

Captiol Security (Department of Public Safety) monitors the National 
Weather Services Bulletins through the National Air Warning System 
(NAWAS). 

If Capitol Security is informed through the NAWAS systems that St. Paul is 
in danger_, inunediately a public address announcement will be made 
directing personnel to relocate. 

In the event of a tornado warning the assistants shall help the disabled 
person in moving to the ground floor corridor. If the onset of the severe 
weather emergency is such that there is insufficient time to relocate to 
the ground floor, the Area Monitor shall direct that the assistants help 
the disabled in moving to an inner office, where there are no windows and 
doors. 

Buil~ing Evacuation 

In the event of an emergency requiring building evacuation, the Building 
Emergency Director will make the appropriate announcement over the public 
address system. 

When building alarm sounds the three assistants shall help the disabled 
person as follows: 

Relocate mobility impaired employees to a safe area of the building free 
from smoke or fire. The third assistant will then immediately evacuate to 
the main entrance (or other safe entrance) to await the fire department. 
Upon arrival of the fire department the assistant will .notify them of the 
handicapped individuals' location. 
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Reasonable Accommodations 

Weather Emergency Notification 

In the event a weather emergency occurs and state officials determine 
state offices will be closed, the Department of Administration will follow 
this procedure. 

The Director of Computer Operations Division, upon hearing of the 
emergency closing, will contact his designee on shift in the Computer 
~ration Section (shifts are on around the clock). That designee or an 
assigned staff person who has been trained on the use of the 'IDD, will 
contact DoA employees previously identified as needing special 
notification, to tell them of the closing. 
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