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AFFIRMATIVE ACTION PUR 
F 1.s cal Y e a.r .l..2..2J 

For 

1. This annual review revealed underutilization of t~e following protected group(s) in 
the following goal t.l'lits: (Check each unit appropriate) 

PJIJTECTED GROUPS 
VETERANs! GOAL UNITS li~ MINORinES HANDICAPPED 

Law Enforcement 
era rt t Ha in tenanc e 1 Labor y y 

Se rv 1 ce X' y 

H ea 1 th care Non-Pro fe!! s iona 1 
Health Ca~ Professional 
Clerical 
Technical X X 
Correctional Guards 
State University Instructional 
Community College Instructional 
State University Administrative 
Professional Engineering Supervisory X 
Hea 1 th Treatment Professional 
General Profe5sional X' y 

Professional State Residential In:structional 
Supervisory y '( 

Commissioner's Plan X 
Managerial Plan X y 

Other 

2. This annual plan is and will be posted at the following central location so th.a t 
every employee is aware or the department's commitments in affirmative action for 
the year. 

I 0 t b (> per s 0 0 0 e 1 s cry j c 0 5 0 f f j r e r R 0 0 ,., 1 1 4 Ad m j Q i s t r a t j 0 0 B IIi 1 d j 0 g 

-
-
-

3. ~is annual plan contain:s an internal procedure tor processing complaints or alleged 
cH.scrimination from employees • and each employee bas been apprised of this procedure 
~ well ~ our department's affirmative action lalls for tha rucal year. 

~ ~ tL 0#-- a~~ 1, 19 96 
Da'te 

~. Tbia annual plan contaw clear designations of tboae persons and 1roups responsit·le 
for implementing the attached affirmative action plan as well as my personal 
statement of aomitme:nt to aehiev 1ng the &oals and ti.Jietables de~acribed herein. 

~~~~ . &d~JA-~ !t! 9 9 [) 

5. 'nlu aru:nal plan aeets the rules &overcin& aftiruti ft action, Chapter 20: 2 HCA.R 
2.290-2.299, and contains a:als and ti.Jietabl~ u wll u aetbods tor achieving Ulem 
Which are reasonable and autticientlJ aggreaaive to d.al with the identified 
dispariti 

!q 

PE-·00102-02 {5/82) 

I-].~- -'I I 
Date 



CXJMMISSIONER'S SI'ATEMENT OF CDMMITMENT 

ro AFFIRMATIVE JCI'ION AND EQUAL EMPlOYMENT OPFORIUNITY 

As commissioner of Administration, I endorse and sup.r;x:>rt the State's 
affirmative action program and our department's affirmative action 
plan. 1b assure that .r;x:>sitions are equally accessible to all 
qualified persons and ensure a balanced workforce, fully 
representative of all protected groups, the Department of 
Administration will make every effort to recruit, hire and sup.r;x:>rt 
qualified protected group members. 

Managers and SUP=J:Visors will be held accountable for ensuring that 
the Affirmative Action program is ilnplemented since these are the 
people who can ultimately make the ITOSt ilnpact on the program. Each 
manager and supervisor shall have a statement in hisjher .r;x:>sition 
description delineating the affirmative action res.r;x:>nsibili ties and 
will be reviewed annually on the basis of their perfonnance in this 
area. 

In order to ilnpleme.nt our plan, I have designated cynthia McLagan to 
serve as our affinnative action designee. our plan is .r;x:>sted on the 
Personnel Office bulletin roa.rd at 114 Administration Building. 

I strongly encourage all employees to become aoquainted with our 
affirmative action plan. It is the res.r;x:>nsibility of the employees 
to proiTOte and apply the principles of equal op.r;x:>rtunity in their 
work and to o::x:>perate fully with the department's plan of action. 
Affirmative action is a .r;x:>sitive effort to utilize the skills and 
resources, not only of those who have been denied op.r;x:>rtunity in the 
past, but of all present and .r;x:>tential employees. I urge you to join 
me in continuing effort to make equal employment op.r;x:>rtunity a 
reality. 

~~~~d~ 
corrunissioner of Department 
of Administration 

2 



Policy 

AFFIRMATIVE ACI'ION 

"ID ASSURE THAT FOSITIONS ARE E{!JALLY .!CCFSSIBLE ID ALL QUALIFIED PERSONS 
AND ID ELIMINATE THE UNDEIUI'ILIZATION OF QUALIFIED MEMBERS OF PlVI'.ECI'ED 
GI?:XJPS, " THE DEP.AF?IMENT OF .ArMINISI'RATION WILL MAKE EVERY EFFORI' ID 
RECHJIT, HIRE AND SUPFORI' QUALIFIED PFOI'ECI'ED GR:XJP MEMBERS. 

43A.19 AFFIRMATIVE ACI'ION 

SUbdivision 1. statewide Affirmative Action P.rcx]ram. To assure that 
fX)Sitions in the executive branch of the civil service are equally 
accessible to all qualified parsons, and to eliminate the underutilization 
of qualified members of protected groups, the co:rmnissioner shall adopt and 
pariodically revise, if necessary, a statewide affirmative action program. 
The statewide affirmative action program shall consist of at least the 
follaving. 

a. Objectives, goals and p:>licies. 
b. Procedures, standards and assumptions to be used by agencies 

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

c. Requirements for the pariodic submission of affirma.ti ve action 
progress rep::>rts from heads of agencies. 

The cormnissioner shall designate a state director of equal employmant 
opp::>rtuni ty who may be delegated the preparation, revision, implementation 
and administration of the program. The corrunissioner of employee relations 
may place the director's p::>Sition in the unclassified service if the 
fX)Sition meets the criteria established in section 43A.OB, subdivision 1a. 

SUbdivision 2. Agency Affirmative Action Plans. The head of each agency 
in the executive branch shall prepare and implement an agency affirma.tive 
action plan consistent with this section and rules proilT111.gated p.zrsuant to 
section 43A.04, subdivision 3. No agency affinnative action plan may be 
implemented without the co:rmnissioner 's approval. 

SUbdivision 3. Exemptions. Implementation of the provisions of this 
section shall not be deerred a violation of other provisions of Laws 1981, 
Chapter 210 or Chapter 363. 
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H.s. 4 JA .19 

HI'NM!:SOTA lruHAI4 
IIICKTS ACT, 
H.S. )~l 

TtTt.£ VI, CtvtL 
IIICKTS AC": '.JT 
19614 

nn£ vn, cnn. 
RIGKTS ACT or 1964 
( uendod by £qual. 
!&ploymont Oppor
tunitY Act O( IQ12) 

~UAt PU ACT 'lf 
1 q6) C a11ended ~y 
T1t l• IX Educa
t1on uend:unt~ 
Act of 1972) 

ACE DISCRIMINATION 
IN OOt.OYM!:MT lc:' 
or 1q67 (~ded !~ 
19711) 

i'fttsDar• S O:EC'J'nvt 
OI'IDEK It 12116 U,.ended 
~Y !:xecu u ve Order 
'1, )7'5) 

~":t.! !X, !OOCA':'YON 
AHENDMtNTS CF '972 
(Hl~er tducatl~ 
Act) 

fttHABtLtT~T:ON l~ 
~f 1971, Section 
C:OII, 

~EHABIL:TA~:ON Act 
,, 1971, Section 501. 

CO'I!:RMOR • S !XECUT! 'It 
OI'ID£R ~umber ~~-~~ 
trr•u:tlvl'! 
~al"eh Z1, ~q7q 

Major Laws and Orders Requiring Equal 
Employment Opportunity and Affi=ma~ive ·Action 

:KSTtTUT!ON3 CCVti'IED 

All state acencles 
0 f t.Pwl Gli!GC'J t1 vo 
bf"'IIIMh. 

All lnst.1tutl~ns. 
lncludlna; l&f\Of" 

orpnlzatlon.s. 

All 1nst1t•Jt!ofUI 
I"GCAlYlft& federal 
flnanelal assistance. 

All Lnat1tut10ft3 
wlth 15 or IliON 

E'III!'Ployees. 

All \~tttutions, 
1nelud1nc l.abot" 
orpn 1zat l OfUI. 

All \nst1tut1ons, 
Lnelud1ftl( tabol" 
orpnlzatl<MS. 

All lnsUtutloNB 
with t'ederal 
contracts in e111cess 
or no,ooo. 

AU 'tducatl.ond 
institutions r•eei•1~4 
~ederal f~ds ~~roucn 
£rants, l.oans, o .. 
oontncts. 

All ~~t!tut1~ 
reeelvt.nc federal. 
f1nanc1•l assist• 
anee. 

All institutions 
with ~4deraL ~ontracts 
ln excess or s~oo. 

PROVISIONS 

Requires arrtraatlve action 
for slnorlties, woaen, ~andi· 
eapped &nd Vtotnas •ra 1eterans. 
PrOhtblts d1scri~1r.at1on ~ased 
on race, se•, age dls•Dtl.lty, 
rcli&lon, 6 pol1t1cs. 

Prohlbtts disertlllnat1on ln 
eeployment, bAsed on race, 
coLor, creed, Feli&lon, age, 
national ortctn, sex, ~arltal 
status, disablllt7 and t"elianee 
an public assistAnce. 

Prohlblts d1serlminat1~ ln, 
eacLuslon ~rom ~~r~tclpatlon ~n. 
~ denlaL of bene(Lts ~r any 
PI"'ir&m or activitY reeel1ina 
federaL financial assistance, 
baaed on race, color or nationaL 
Of"l&in. 

Prohibits discr1111nat1on !n 
aLl teras and conditions 
of eaployaont ~ased on 
race, color, t"ell&lon, 
national ortcin, or sex, and 
MNS:III'Ient :»f ompl.oyMs 
uno file eompLaints. 

Prohlblts dlscrimtnatlon ln 
salal"les (tneludlnc almost all 
trtnce benefl.ts) based on se~. 

Proft1blts cU.sc:rltl1natton tn 
eou,ensatlon, :e~. condtt1ons 
ud prlvUqes of 4ltlf'\oyment, 
.ud status of nCJloyM, !:)ued 
oa qe c :onl"s aa•• uo-To). 

PI"'hlblu d1scrisinat1on ln 
all teras and conditions or 
•ployuent :tued on 
race. eo Lor, ,.. 1.11 l on, 
aational o1"1&1n, and so~. 

PFohlblts d1serta1nat1on 
acainst students and employees 
on the b•sis of· sex. 

PrabibLts dlJel"iml~t!on 
~~sed on handicao Ln ~oLoyment, 
Ln prcv1s1on or services and 
in OCMI"atlon of ;u·ocnu. 

Requii"Gs affirmative act!~ 
~,r q~Llfled ~and1capped 

L~t.vlduab. 

Requl~s conduct ,r state ~sl~ess 
1n barrier·~~· ~L~di~cs as soon 
as feulbllt. 
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Riper !!ducition !)1'l1s1on. 
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~an ~~Lty ,rosul~gated, each 
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:)Wft ;»Mvtsions. 
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of the u.s. Dept. ,r ~aeor. 
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~r the Hl~nesota ~e,ar~~en: 
of Personnel and :~e ~!r.~esota 
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THE LEGAL BASIS FOR AFFIRMATIVE AcriON 

THE HIS'IDRY OF EQUAL EMPI.DYf'lENI' OProRTUNITY 

Equai'.errployment has been characterized by two distinct trends for 
approximately the last b~enty 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 ana 
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 methods 
through \'lhich equal employment opportunity may be achieved. The rost 
comprehensive of these methods is the requirement for affirnative 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 statesiae 
affirmative action program and created the Governor's Affirnative 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, ~'linnesota 
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. 

*Exce~t from the State of Minnesota Affirmative Action Plan. 
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DEFINITIONS 

AFFIRMATIVE ACI'ION- A management ];X)Sture or point of view that 
initial employment and advancement opportunities for person in 
protected groups shewn to be underutilized in an agency's work force 
should be facilitated so that the imbalanoe is redressed. 

AFFIRMATIVE ACI'ION OFFICE (AAD) - The individual designated to 
coordinate and m:>nitor affirmative action activities in the 
Department. 

AFFIRMATIVE ACI'ION PLAN - Rules governing the statewide affirmative 
action program. 

BARRIER - Any factor, intentional or unintentional, be it policy, 
practice, action, on:unission, examination, filysical facilities, 
negative attitudes, which resu1 ts in unequal treatment of protected 
group(s) andjor which has an adverse effect on the employment or 
advancement opportunities for such groups. 

CXJMPLAINANT- The p=rson who files a complaint of discrimination. 

DISABLED PERSON - Any person who: 1) has a fi:Jysical or mEmtal 
impairment which substantially limits one or m:>.re major life 
activities, 2) has a record of such an impairment, or 3) is regarded 
as having such an impairment. 

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

DISCRIMINATORY HARASSMENT - Behavior of one or m:>.re employees tcwards 
another employee based on sex, raoe, color, .religion or national 
origin wfiieh serves to trouble, wo.r:ry or tonnent that employee and 
which has a detrimEmtal effect on the employee's work p=rformanoe or 
which creates an intimidating, hostile or offensive working 
enviromrent. 

DISPARI'l.YjUNDERJTILIZATION - The employment of fewer handicapped 
persons, minorities, and women in the agency's work force that could 
reasonably be expected based on their availability in the labor area. 

EQUAL EMPLOYMENT OPFORIUNITY - 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 raoe 
color, .religion, sex, age, national origin, disability, political · 
affiliation, or other non-merit factors. 

EQUAL OPFORIUNITY OFFICER (Fro) - The Deplty Commissioner designated 
by the Con:unissioner to administer the department's affinnati ve action 
programs .. 
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GJAI.S- Gocx1 faith ·quantitative objectives set as the minimum 
requirement to be met within a certain time period. 

LAOOR AREA - The geogra[irical area from which the agency or agency 
subdivision can reasonably expect to attract applicants. 

MINORITIES - Persons of Black, Hispanic, Asian, American Indian or 
Native Alaskan heritage. 

PARITY - A condition where the work force is representative of all 
J;X>pllation grours in each job category, in proJ;X>rtion to their 
occur.rence in the la}:x:)r area work force. 

PIUI'ECTED CHARACTERISTIC- Any feature, aspect, cx:mdition 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 p.lblic assistance, 
religious or :r;nlitical opinions or affiliation. 

PIUI'ECTED CLASS/PIUI'ECTED GR:XJP- Those individuals identifiable as 
disabled, minority, or women. 

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

SEXUAL HARASSMENT- UIIW'elcome sexual advance, requests for sexual 
favors, and other verbal or physical conduct of a sexual nature when: 
1) submission to such conduct is made a tenn or condition of an 
individual's employmant, 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 p.rrp::>se or effect of 
unreasonably interfering with an individual's work performance or 
creating an intimidating, hostile or offensive working enviromnent. 

VIEI'NAM ERA VEI'ERANS - Those persons who served in the military 
service of this country during the period of August 4, 1964 to May 7, · 
1975, and were separated under honorable oonditions: a) after having 
served on active duty for 181 oonsecutive days, or b) by reason of 
disability incurred while in service on active duty, and who are 
permanent residents of the state of Minnesota. 
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RACEjEI'HNIC CATEXDRIES 

The U.S. Equal Op];X>rtunity Commission recently has revised its racejethnic 
categories for the p;rp::>Ses of reJ;X>rting employment statistics on the 
EED/4 form (for state and local govern:n:ents). The revised categories are 
defined as follcws: 

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

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 Islands. This area includes, for example 
China, Japan, the Philippine Islands, and Sa:rroa.. 
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CXJMMISSIONER 

The Co:rrunissioner of Administration is .resJ:X>nsible for the Dep::lrbnent 's 
equal employment and affinnati ve action programs and the Dep::lrbnent 's 
compliance with federal and state laws, rules and regulations. She is 
accountable to the governor, the Legislat:ure, the Corrunissioner of Employee 
Relations and the Director of Equal Op]X)Itunity for affirmative action 
matters. 

RESFONSIBILITIFS: 

A. To direct the Executive Team to uphold and sup];X)rt the affirmative 
action J:X>licies and program in order to l."ellC)Ve barriers to equal 
employment opp::>rtunities for minority, femal.e, and handicappad group 
members. 

B. To be accountable for affinnative action compliance. 

c. To be .resp::>nsible for the agency's co:aunittm=nt to ~t affinnative 
action goals. 

D. To designate an affinnative action officerjdesignee. 

E. To approve and implement the dep::irbnent's affinnative action plan. 

F. To hold members of the staff .resJ:X>nsible for the effectiveness of 
affirmative action activities under their .respective jurisdictions by a 
specific program objective. 

G. To issue a written statement to staff affinning sup];X)rt of the state's 
equal op];X)rtunity J:X>licy and affirmative action program. 

H. To take action on complaints of discrimination. 
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EJ;JUAL OPFORIUNITY OFFICER 
{Deplty Commissioner) 

The Equal Opp:>rtunity Officer is resp:>nsible for administration of the 
DeparbrEnt 's affirmative action p:::>licies, provisions and programs and is 
accountable to the Commissioner. 

RFSFONSIBILITIES: 

A. fu ensure that .Administration's affirmative action p:>licies, program 
and directives are carried out. 

B. fu 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 Opp:::>rtunity and Affirmative Action. 

c. fu Chair .Administration's Affirmative .Action Committee (when active) 
ensuring that the committee implements the Affirmative Action Program. 

10 



EXECUTIVE TEAM 

The Executive 1eam is .resJ;Onsible to administer the Department's 
Affinnative Action Plan in the Bureaus and is accountable to the 
Corrunissiorier and the Dep1ty Commissioner. 

RFSFONSIBILITIES: 

A. 1b enforce AA/EED rules, regulations and other related projects 
assigned by the Commissioner. 

B. 1b review compliance by division directors relative to their 
adherence with J;Olicies and procedures stipllated in the 
Department of Administration's affirmative action program. 

c. 1b offer sup];X)rt and technical resources, whenever feasible, to 
the Commissioner to achieve affinnative action goals, creating 
op_lX)rtunities for uprard IIObili ty to enhance the careers of 
protected class members. 

D. 1b be accountable for Bureau affirmative action hires through an 
annual parformance review. 

E. 1b assist the Affinnative Action Officer/Designee in making 
hiring decisions for the Bureaus when an exception has been 
requested. 

11 
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AFFIRMATIVE ACI'ION OFFICERfDFSIGNEE 

The Affirmative Action Officer is resJX>nsible to implement and maintain 
the Department's Affirmative Action Program and is accountable to the 
Equal Opp:>rtunity Officer, the Commissioner and the Director of Equal 
Op[X>rtuni ty. 

RESFONSIBILITIES: 

A. To develop for the Commissioner's approval the Department of 
Administration's written Affinnative Action Plan. 

B. To serve as the Department of Administration's liaison with the state 
Equal Op[X>rtunity Division in the design, implementation, and 
110nitoring of the Department of Administration Affirmative Action Plan. 

c. To assist in the design and implementation of internal audit and reJX>rt 
procedures that will measure the effectiveness of the Department of 
Administration Affirmative Action Program, indicate need for remedicil. 
action, and dete.nnine the extent to which the Department goals and 
objectives have been attained. 

D. To ccx:>rdinate efforts of various Depcirtment of Administration bureaus 
to effectively reach all employees with information on affirmative 
action and provide training in affirmative 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 
op[X>rtunity, including complaint resolutions. 

F. To maintain files on affinnative action related materials 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 exx>rdinate the Department of Administration disabled program as 
504 coordinator. 

I.. To keep the Commissioner and Department informed of the latest 
developnents in the area of equal employment opp::>rtuni ty. 
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MANAGERS AND SUPERVISORS 

The managers and supervisors are resJX>nsible to ensure their unit oparates 
in oompliance with the Departm::mt 's Mfinnative Action Plan. They are 
accountable to the Commissioner, the Executive 1eam and the Mfirmative 
Action Officer'jDesignee. 

RESFONSIBILITIFS: 

A. 1b ensure oompliance with all equal op];X)rtunity and affirmative action 
JX>licies and programs. 

B. 1b assist the Mfinnative Action Officer in identifying and resolving 
problems and eliminating barriers which inhibit equal opp::>rtunity. 

c. 1b participate in a pre-hiring review process of all staffing decisions 
when protected groups are underrepresented. 

D. 1b particpa.te in a pre-review of all layoffs to determine their effect 
on affinnative action goals. 

E. 1b communicate the equal op];X)rtunityjaffinnative action JX>licy to 
assigned staff. 

F. 1b resJX>nd within time oonstraints of the oomplaint procedure to any 
alleged oomplaints of discrimination ar requests for information from 
the Mfirmative Action Officer. 

G. 1b parform such other specific duties as may be assigned in the 
Mfirmative Action Plan. 

13 
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DISSEMINATION OF AFFIRMATIVE .ACI'ION INFORMATION 

The ilnpact of the Affirmative Action Plan can be fully realized only to 
the extent that its provisions are knCMn by those who must apply it and 
those who are to benefit by it. With this in mind the follcwing describes 
methcrls to be used to disseminate information both internally and 
externally. 

Internal 

I. The Affirmative Action Plan shall be p::>sted on the Personnel 
Office bulletin board at 114 Administration Building. 

II. The Affirmative Action Policy and the Con:unissioner 's statement 
of Con:uni tment will be circulated in writing to all employees 
of the Department of Administration. 

III. The Department's Affirmative Action Policy and the Con:unissioner 's 
Statement of Con:uni tment will be included in new employee orientation 
presentations. 

IV. The Affirmative Action Plan will be given to each II'Ie17lber of the 
Executive Team, Management Team and Oparations Team. In addition, 
the Plan shall be available to anyone up::>n request. 

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

VI. Each manager and supervisor reviewing the Affirmative Action Plan 
shall be resp::>nsible for communicating to hisjher staff any relevant 
[X)rtions of the Plan as well as other relevant affirmative action 
information disseminates throughout the year. 

External 

I. The con:unitment of the Department of Administration to affirmative 
action will be plblicized through a wide variety of media so that 
minorities, females, and the disabled are encouraged to seek 
employment and proiOC>tion in our agency. 

II. The statement "An Equal Opp::>rtunity Employer" will appear on all 
stationery, job announcements and advertisements .. 

III.. Copie5 of the Affirmative Action Plan will be made available to 
the plblic up::>n request. 

14 



COMPLAINT PROCEDURE 

1. INFORMAL 

A •. An eaployee who haa·a co~plaint of discri~ination or harassaent aay bring it to 
the attention of hia/her supervisor or affiraative action officer in an atteapt 
to reach a satiafactory resolution without the necessity of further action: 

2. FORMAL 

Sttp 1: 

Failing resolution through the inforaal process, the e~ployee alleging 
discriaination/harassaent (coMplainant> ~ay sub~it a written complaint to the 
affirMative action officer setting forth the nature of the co~plaint. the facts 
upon which it is based and the reMedy requested. The coMplaint Must be 
aubaitted within a reasonable period of tiae, not to exceed 30 calendar days, 
of the occurrence of the event giving rise to the coaplaint; If the 
affirMative action officer deterMines that the coMplaint is not a co~plaint 
based on discriMination, but rather a general personnel concern. the eMployee 
alleging diacriaination shall be notified and advised of other coMplaint 
procedure&. 

If the affirMative action officer deterMines the coMplaint would suffer a 
reparable loaa in the absence of imMediate action, he or she May proceed 
directly to atep 2. 

Within 7 calendar daya after receiving the written coMplaint, the affirMative 
action officer shall meet with the supervisor with or without the coMplainant, 
in an atteMpt to resolve the coMplaint. The supervisor shall 9ive a written 
answer to the affirmative action officer within five calendar days following 
the Meeting. If diaaatiafied with the auperviaor'a response, the coMplainant 
may, by written request within 5 calendar days, proceed to step 2. 

Step 2: 

The affirMative action officer ahall arrange a ~eating with the appointing 
authority within 10 calendar day& of the request to proceed to step 2. The 
affiraative action officer ahall prepare a summation of the issues and the 
recoMMendation of reMedy to the appointing authority prior to the scheduled 
Meeting. All partie& should be present to allow for a full discussion of the 
issue. 

Within GO calendar days of the filing of a foraal complaint, the appointing 
authority shall respond in writing with the final answer or reaedy. If the 
coaplainant is not satisfied, he/aha shall be advised by the affir~ative action 
officer of the right to fila a charge of discriMination with the Minnesota 
DepartMent of Huaan Right&. All disposition of complaints· shall be filed with 
the CoM•iaaioner of EMployee Relations within 30 days of final disposition. 
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STATE 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 sexual 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 in.terfering 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 offensiv~, 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 Sl'ATEMENT 

It is the department's p:>licy to prohibit any behavior of 
co-workers or supervisors which is unwelrome, personally offensive, 
insulting or demeaning. 

Harassrrent may take the follaving fonns: 

1) Exclusion f:rom orientation or teanwork 

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) Salx:>tage of an employee's character, rep.ztation, work 
efforts or property 

6) Unequal assignment of the "dirty work", less resp:>nsible 
or less challenging duties, not based on ability 

7) Unequal application of performance standards, discipline 
or work rules 

Behavior may include harassmant in the follaving areas: 

I. Sexual -(See the state Department of Administration Policy 
Regarding Sexual Harassmant) 

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

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

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

4) Demanding sexual favors acrompanied by implied or overt 
threats roncerning ronditions 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" 

17 



II. Racial and Heritage 

1) Any behavior previously listed in this statement which is 
applied to one's race, oolor, 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 P:ge 

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. 

The Corrunissioner is .res.[X>nsible for the application of this 
.[X)Si tion within the department; each manager and SUP=XVisor has 
the .resp::>nsibility within their units. This .res.[X>nsibility 
includes initiating and sup.[X)rting programs and practices designed 
to develop understanding, acceptance, oommitment, and oompliance 
with the framework of this statement. All employees TlllSt be 
info.nned that harassment is unacceptable behavior, and each 
SUP=XVisor will be res.[X>nsible for orienting hisjher staff to the 
department's p::>Sition. 
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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 of harassment 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 tJncomfortable 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 formal complaint with the 
Department of Human Rights. 

'.• ,. 
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AFFIRNATIVE AcriON PLAN 

Ideal Goals 

Fiscal Year 1991 

DEPARTMENT OF ADMINISTRATION 
(Agency or Agency Subdivision) 

1. This annual review revealed underutilization of the follo\'ling 
protected group(s) in the following units: 

PROTECTED GROUPS 

illi\.L UNITS r,~DMEN l'UN2RITIES HANDICAPPED 

Law Eofotc~rr~nt 
~raft, i"1ainten£tnce, Labor_ .9 4 
Service_ 1_8 1 

tleaJ tb Care ~Ioo-PrQfeQQiQng.l 
Health care Professional 
Clerical 
T~chnical 1 1 

Correctional Guards 
State Universitv Instructional 
rnmmtn1i tv rn 11 PaP Instructional 
State Universitv Administration 
Professional Enaineerinq Suner. 1 1 --
Health Treatment Professional 
General Professional 7 2 
Prof. State Res. Instructional 
Suoervisorv 9 2 
Commissioner's Plan 2 

I f.'Janaqer ial Plan 2 3 
.. Other 

.-

•.· 
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Anticipated Opp::>rtunities and Prop::>Sed Goals 

FY 91 

The follcwing chart indicates the number of total anticipated hires, the 
number of anticipated opp::>rtunities to hire affirmatively and the number 
of protected group class ~ple we might expect to actually hire in 
1990-1991. 

Anticipated total Anticipated FY 1990 
Unit Name hires FY 1990 Opp;>rtuni ties Goals 

CRAFT 2 1 F-0 H-1 

SEIYICE 12 7 F-6 H-1 

CLERICAL 20 0 

TECHNICAL 10 4 F-3 H-1 

ENGINEERS 1 0 

ProFESSIONAL 25 15 F-12 H-3 

SUPEIYISORY 3 2 F-1 H-1 

MANAGERIAL 2 1 H-1 M-1 

76 30 F-22 H-8 M-1 
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AFFIRMATIVE .JJJ::I'ION PLAN 

CHANGE IN SI'MUS SINCE 7/89 

UNIT MINORITIES HANDICAPPED 

Craft 

Service +3 -2 -1 

Clerical -2 -2 

Technical -5 -2 -2 

Engineers 

Professional +13 -5 +1 

SUp:rrvisoxy -9 -1 -1 

ColTUilissioner's +2 +3 

Managers +2 +1 
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-------·----A-FFIRMATIVEACTION-.GOALACHIEVEMENT & SPECiALHANDITNGREP-fi.RT----··----·---· 
DATA AS OF APRIL 24,. 1990 

=-----~----------------------------~-----------~ NAME=ADMINISTRATION_GOALUNIT=OOl ---~~~=-~------------------------------------

BARG NUMBER FEMALE FEMALE NUMBER MIN MIN GRP NUMBER HAl-JD HAND NUMBER VET VETERAN TOTAL BARG SPEC 
FEMALES EMPL GOAL MIN GRP EMPL GOA[ HANDICAP EMPL GOAL VIET EMPL GOAL UNIT UNIT HAND 

PCT PCT EMPIYS PCT PERCENT EMPLYS PCT PCT VETERANS PCT PERCENT EMPLYS CODE 
CRAFT 0 0.00 22.55 ~ ci= ·5.1i .. -~.§i;--. ··-·0--.. -· ~-.·~~-- -~~-;~ .. y. .. 10 25.64 9.00 39 202 6 

SERVICE 3-~-~.2-··--~~57 \~ 0.14.29_--~ 9 8.04 8.20 I 13 11.61 9.00 112 203 6 

OFFICE (171 70.37 ~ ~~~---~~~~ (2!,.-~9~ .. ~-~:iiJL) 12 4.94 9.00 243 206 8 

TECHNCL 29 43.28 44.57 \ Ci ____ II-:94-------4-.-69) 5 7. 46 8. 20 I 6 8. 96 9. 00 .67 207 E 

ENGRS 0 0.00 7.18 \ 0Zso~~~0 cG~s0-~8-~ 1 12.50 9.00 : 8 ·212 2 

PROFSNL 83 41.50 44.57 tl ~5:5-0--=~4. 61~- -· 15 7. 50 8. 20 J.... 18 9. 00 9. 00 200 214 6 
\ ..------·- -----

SUPVRS 23 26.74 3~_._o4q ~ 5.8~- 1:?-D 5 5.81 8.20 ,__ 10 11.63 9.00 86 216 6 

COM PLN (17 62.96 45.~ (4 _14.8~ -~_:~,9--, 1 3.70 8.20 ,d._ 2 7.41 9.00 27 9CP C 

MGRS cls3i··~~8 .. ____ Z_'~.:§.O 2 3. 51 6. 95 'J- 2 3. 51 8. 20 3 9 15.79 9. 00 57 9MP 5 

.· 
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OPJECI'IVE: Research, develop and present seg:rrsnts on affirmative 
action and workplace diversity for Administration's all 
employee orientation program. 

ACI'ION STEPS 

1. Research presentations 
on diversity provided 
by other agencies, 
companies, organizations 

2. Research deparbnental 
employee profile. 

3. Design segment and 
determine appropriate 
format. 

RESFONSIBILITY 

Chuck MacDonald 
cynthia McLagan 

cynthia McLagan 

cynthia McLa.gan 
Chuck MacDonald 

4. Present first orientation Chuck MacDonald 
program. cynthia McLagan 

other assigned staff 

T.ARGEI' DATE 

September 1990 

September 1990 

November 1990 

Third quarter 

EVAIJJATION: Orientation program will be evaluated by Chuck 
MacDonald, cynthia McLa.gan, Karen Hanson and Karen 
carpenter folla.ving each presentation. Presentation 
format can be revised if needed. 
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OBJECTIVE: Provide sexual harassment and diversity workshops to the 
employees of the Inte:tTechnolcx:_;ies Group 

ACI'ION STEPS RFSFONSIBILITY TARGEI' DATE 

1. Consult with Inte.rTech cynthia McLagan November, 1990 
staff to discuss Chuck Macdonald 
pliiX>Se and content. Judy Cochran 

Pat Herndon 

2. Complete needs analysis Judy Cochran December 1990 
of bureau. 

3. Design workshop formats Chuck MacL'onald February 1991 
based on results of cynthia McLagan 
of determined needs and Judy Cochran 
p.:rrfX>se. Pat Herndon 

4. Determine presenter ;s, Judy Cochran March 1991 
either internal or Chuck MacDonald 
external. cynthia McLagan 

Pat Herndon 

5. Provide initial work- Chosen presenter;s May 1991 
shops to selected 
employees. 

EVAIJJATION: Workshop participants will be asked to complete workshop 
evaluation forms. Collect data from training 
participants on usefulness of training and evaluate 
relevant comments and concerns 

1. Evaluate effectiveness 
of workshops. 

2. Revise workshop formats 
if needed. 

Judy Cochran 
Shirley stone 
cynthia McLagan 
Chuck MacDonald 
Pat Herndon 

Judy Cochran 
Chuck MacDonald 
Pat Herndon 
cynthia McLagan 
Chosen presenterjs 
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OBJECTIVE: Provide SUpervisory and Management~ half day 
up:iate on affirmative actionj.ED issues using external 
exp=rtjconsul tant • 

.ACI'ION STEPS 

1. Select date for 
presentation to 
supervisors jManagment 
Team 

2. Determine areas to be 
covered. 

3. Contact exp=rts for 
interest;availabili~ 

4. Consult with selected 
ex~ for sp3eific 
subject matter 

5. Present up:iate. 

RFSFONSIBILITY 

Chuck MaciXJnald 
Cynthia McLagan 
Management Program 
Committee 

Committee, et al 

Chuck MacD::Jnald 

Chuck MacD::Jnald 
Committee 

Selected exp=rt 

TARGET DATE 

November 1990 

November 1990 

December/ 
January 

Febn1aryj 
March 

March or 
April 

EVAI.JJATION: Participants will be asked to complete evaluation forms 
follaving the presentation. The evaluation forms and 
corrunents will be used to measure effectiveness of this 
objective. 
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OBJECI'IVE: Utilize recruitment op.fX>rtuni ties to generate p:x::;ls of 
candidates for vacancies in bargaining writs where 
disparities exist 

ACI'ION SI'EPS RFSFONSIBILITIFS TARGEI' DATES 

1. Participate in the 
Affirmative Action 
JobjGareer Fair 
at the st. Paul Ann?ry 

2. Place ads in appropriate 
newspap:rr-s to attract 
protected class 
candidates for delegated 
vacancies. 

3. Contact sp::cific recruit-
ment sources to p.lblicize 
vacancies where 
appropriate. 

4. Advertize vacancies 
directly to internal 
protected class members 
when appropriate. 

cynthia McLagan 
Pat Herndon 
Nancy Olson 
cathy Myhye 

Nancy Olson 
cathy Myhre 

cynthia McLagan 
Pat Herndon 
Nancy Olson 
cathy Myhre 

Nancy Olson 
cathy Myhre 

september 27, 1990 

For all vacancies 
where disparities 
exist at time of 
armouncements 

At time of 
vacancy 
advertisement 

At time of 
vacancy 

EVAIJJATION: Monitor biweekly Sp::cial Handling Rep::>rts from IXJER 
Equal Op.fX)rtunity Division. The re_fX)rt will shew where 
we have disparities; this can be used as an indicator 
for targeting recruitment pJ.blici ty. The decline in 

-~ · - dis pari ties on Sp::cial Hnadling Rep::>rts will be used as 
a tool to measure the effectiveness of this objective. 
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PRE-EMPI.DYMENT REVIEW 

FURFOSE: 

The rules governing statewide affinnative action prcx;;rams require 
that methcds of auditing, evaluating and repJrting prcx;;ram success be 
established for all agencies. This includes a procedure that 
requires a pre-employment revi€'W of all hiring decisions for goal 
units with umnet affirmative action goals and pre-review of all 
layoff decisions to determine their effect on the de_p:trbnent 's 
goals. The prrp::>Se of this section is to provide managers and 
supervisors with information about the pre-employment review process. 

When a vacancy occurs in a goal unit which has umnet affinnative 
action goals, the follCMing procedures shall be follCMed: 

Transaction 
Coordinator 

Personnel Rep/ 
Transactions 
Coordinator 

.ACI'ION 

1. Obtains list of eligibl~s·for 
vacancy, applications of eligibles 
and a Protected group repJrt from 
the De_p:trbnent of Employee Relations. 

2. Determines if applicable la1:xJr 
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 applicants. 

2a. If yes, records seniority unit 
dates on the list and processes 
selection as prescribed by the 
la1:xJr agreement provisions. 

3. Revi€'Ws Administration records to 
verify if goals have been met, i.e. 
whether disparities exist in the 
bargaining unit for which the dep3rt
ment is hiring. 

4. Indicates protected class candidates 
on list. 
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SUparvisor 

Personnel Rep/ 
Affirmative Action 
Officer/Designee 

ACI'ION 

5. Sends pap:rrwork to supervisor. 

6. Follavs up with discussion with the 
supervisor to inform himjher of the 
the department 's p:>licy on Affirm
ative Action. 

7. Conducts interviews: 

7a. of all candidates in disparate 
classes and any other candidates 
who p:>ssess the desired qualifi
cations for the specific vacancy; 

7b. in accordance with objective 
interview techniques using 
structured interview questions; 

7c. ensuring that applicants are 
aware of conditions of employment 
(full time, part time, permanent, 
shift, etc.) salary range and 
physical requirements (pre
employment physicals) of the job. 

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

9. (Optional) Conducts reference checks. 

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

11. Discusses candidate selection with 
Personnel Representative or 
Affi.rmati ve Action Designee prior 
to making any job offer. 

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

12a. If selection is in violation of 
law, :rules, or contract, advises 
suparvisor of the situation and 
p:>ssibly over-rules the selection 
decision after discussion with 
the division director and the 
Personnel Director. 
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Na.rE: Steps 13-23 are applicable only if decision is made to hire a 
non-protected group member for reasons other than CXJmpliance with a 
labor agreement, lack of protected group candidates or no disparity 
exists. Otherwise CXJntinue with the normal hiring process • 

Personnel Rep/ 
Affirmative Action 
OfficerjDesignee 

supervisor 

.ACI'ION 

13. If selection is not in accordance 
with Administration 's Affirmative 
Action p:>licy, listens to 

suparvisor's :reasons for selecting 
non-protected group member. 

14. If the suparvisor and Affirmative 
Action Designee agree that the 
protected candidate is clearly not 
qualified, sup[X)rts the supervisor 1 s 
decision in discussion with the 
Bureau Assistant Commissioner. 

15. If the suparvisor and Affirmative 
Action Designee agree the protected 
applicant would be qualified by the 
end of the probationary f€Yiod, the 
Affinnative Action Designee strongly 
urges the suparvisor to hire the 
protected candidate. 

16. If unwilling to hire the qualified 
protected applicant, must ask 
hisjher Assistant Commissioner for 
an exception to the department 
p:>licy on Affirmative Action by 
providing the follaving information: 

16a. A statement explaining the 
:reasons the protected candidates 
were not sui ted for the [X)Si
tion, and explaining the excep
tional qualifications for the 
non-protected candidate. 

16b. A list of employees who work for 
himjher in the classification of 
the vacancy by race, sex, and 
disability depending on the dis
parity. 

16c. A list of employees in the whole 
series by protected group. (For 
example, if the vacancy is an 
entry level Management Analyst, 
the list would be all MA 1 s, MA 
2 's, MA 3 's etc.) 
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Affinnative Action 
Designee 

Assistant 
Commissioner 

Dep1ty Commissioner 

ACITON 

17. Provides the folla~ing information 
to the appropriate Assistant 
Commissioner 

17a. A statement that the Affinnative 
Action Designee feels that the 
protected candidate is qualified 
to do the job or could be quali
fied within the probationary 
pericxi. 

17b. A statement about the progress 
the department has made ta~ard 
meeting the numerical goal for 
that bargaining unit. 

17c. A history of recent new hires in 
that bargaining unit. 

17d. A history of that su~isor's 
hiring over the last few hires. 

18. Meets with Assistant Commissioner 
and su~isor if desired. 

19. Makes a decision to approve or dis
approve the exception. 

20. If approves the exception, discusses 
the request for the exception with 
the Dep.zty Commissioner for final 
approval. 

21. If disapproves the exception, tells 
the su~isor to select the protec
ted applicant. Notifies the AA 
Designee of the decision. 

22. Considers all of the folla.ving in 
deciding whether to grant an 
exception to the department's 
affinnati ve action p::>licy: 

22a. There is an exceptionally well 
qualified applicant on the list 
who is not a member of a 
protected group for which there 
is a disparity; 

22b. The vacancy is in a bargaining 
unit whena the last few hires 
have been protected applicants; 
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SUp:rrvisor 

.ACI'ION 

22c • .Admin has made considerable 
progress tc:Mard meeting the 
Affinnative Action goals for the 
bargaining unit; 

22d. The sup:rrvisor with the current 
vacancy has recently filled 
several vacancies in the same 
bargaining unit and has selected 
a protected applicant each time. 

22e. The vacancy is an entry level 
p:>Si tion and .Admin has enough 
protected employees in the whole 
series to ensure enough 
protected applicants for 
pro!OC)tions, so that this one 
vacancy will not greatly affect 
the fOOl for pro!OC)tions into 
higher level p::>si tions. 

23. If an exception is granted, gives 
all supp::>rting documentation to the 
Affinnative Action Officer for 
appropriate filing. 

24. continues with the normal hiring 
process. 
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REASONABLE ACCOMMODATION PROVISION 

I. POLICY 

It is the policy of the Department of Administration to encourage the 
employment and promotion of any qualified person including the disabled. 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 disabled 
employee or job applicant, it must be demonstrated that: 

a) the accommodation would impose an undue hardship on the agency; 
b) the accommodation does not overcome the effects of the person's 

disability; or 
c) the disabled person is not qualified to perform that particular job. 

Administration's reasonable accommodations policy applies to all departmental 
employees with any known physical or mental limitations, and any job applicant 
requesting accommodation prior to employment interview. 

Administration will provide accommodations to qualified disabled employees /job 
applicants when such accommodations 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 disabled individual. In such cases questions may arise as to whether 
the accommodation is personal or job related. The primary factors in evaluating 
an accommodations is whether the accommodation will enable the person to perform 
the job on an equal basis in the most cost effective manner and in the most 
integrated setting possible. 

Transportation to and from work is the responsibility of the employee. The 
Department of Administration will not provide transportation to and from work as 
the part of reasonable accommodation. 

II. SCOPE 

This policy statement establishes the department's workforce standard for 
accommodation to the needs of disabled employees. Reasonable accommodation 
requirements apply to both job applicants as well as current employees. 

Ill. DEFINITIONS 

A. Disabled Persons 
"" 

A disabled 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 jl-2 and 
k104 and Chapter 363 of the state's Human Rights Act. A disabled person is 
any one who: 
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1. Has a physical or mental impairment which materially limits one or 
more of such person's major life activities; 

2. Has a record of such impairment which means that a person has a 
history of or has been misclassified as having a mental or physical 
impairment that materially limits one or more major life activities; 

3. Is regarded as having such an impairment which means: 

a. Has a physical or mental impairment that may not materially limit 
major life activities but that is treated by an employer as 
constituting such a limitation; 

b. Has a physical or mental impairment that materially limits 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 as having such 
an impairment. 

An employee with an acute disabling condition which is expected to be 
temporary, such as appendicitis, broken arms, pulled muscles, etc. will 
meet the definition of qualified disabled person. In most cases, these 
individuals will require short term methods of reasonable accommodation such 

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 
necessary. The steps in requesting reasonable accommodations for current 
employees are: 

A. The supervisor and the disabled employee consult to determine the need 
for the accommodation and to discuss alternatives such as job 
restructuring, job site modification, and assistant devices; 

B. The supervisor submits a written request form obtained from the 
Affirmative Action Designee for reasonable accommodation. The request 
includes a justification for the accommodation, and includes a statement 
of the disability. A medical statement of limitations may be included if 
the supervisor deems advisable; 

C. The supervisor submits the request to the Affirmative Action Designee 
within five working days upon receipt of the request. The Affirmative 
Action Designee and the Supervisor gather information regarding 
availability and cost within twenty working days; 
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D. The Affirmative Action Designee reports to the Commissioner with a 
recommendation. The Commissioner considers the available alternatives 
and decides whether or not to grant the requested accommodation and 
determines what accommodation should be provided. The decision is then 
provided in writing to the supervisor within five working days after the 
Commissioner makes his or her determination; 

E. The Affirmative Action Designee fills out the Reasonable Accommodations 
Agreement Form and obtains necessary signatures; 

F. The Affirmative Action Designee submits appropriate purchasing documents 
purchasing agent if equipment, furniture, or other assistive devices must 
be purchased. 

V. METHODS OF PROVIDING REASONABLE ACCOMMODATION 

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

A. Modification of equipment or assistive devices 

The provision of equipment may include special telephone equipment, 
"talking" calculators, one-handed typewriters, closed circuit 
televisions, specifically designed desk and files, TDD communications 
equipment 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, customized and/or prescription items. 

B. Job site modification 

The planning and prov1s1ons of accessibility to existing facilities may 
be required in order for disabled 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 doorways, relocation of the job site to 
an accessible area, provision of special parking facilities, 
modifications of ventilation, heating, cooling and lighting systems, and 
other types of similar modifications. Administration will negotiate any 
changes with Real Estate Management Division to determine costs involved. 

C. Job restructuring 

The restructuring of any job may include modifying work hours and/or 
changing job duties while retaining the basic job functions. 
Arrangements must be considered for full-time permanent and intermittent 
employment. Job sharing and flexible work hours may permit disabled 
employees to meet such needs as medical appointments and medical dietary 
requirements. 
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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 these services 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. Administration may directly or on a contractual basis of any 
agency outside the department, provide the training necessary to allow 
staff members to provide support services when such training and the 
provisions of such support services are administratively feasible. 

VI. UNDUE HARDSHIP 

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

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

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

3. The nature and cost of the accommodation needed. 

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

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

VII. FUNDING FOR REASONABLE ACCOMMODATION 

Administration will make funds available in order to provide reasonable 
accommodations to disabled employees/job applicants. (The amount will be 
determined by the Commissioner or Deputy Commissioner and funds will be used 
only when a reasonable accommodation request has been approved and signed by 
the Commissioner. 

VIII. PURCHASE AND MAINTENANCE OF ACCOMMODATIONS 

A. Administration is free to choose the specific accommodation provided to 
qualified disabled persons. The person requesting reasonable 
accommodations will suggest appropriate accommodations. Administration 
may provide another accommodation equal or superior to the one proposed 
in practicality, usefulness, or cost effectiveness 
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B. All tangible accommodations purchased by Administration 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. Example: repair special 
office equipment, etc. 

IX. DENIAL OF ACCOMMODATION 

All denials of requests for reasonable accommodation will be documented and 
kept on file by the Affirmative Action Designee. A copy of the document 
denying the request for reasonable accommodation will be given to the 
supervisor. The Affirmative Action Desi~nee 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 the Equal Employment 
Opportunity Commission. 

X. APPEALS 

An employee who is dissatisfied with the reasonable accommodation decision can 
appeal directly to the Commissioner within thirty working days of the 
decision. The Commissioner 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 employee in the same 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; 

D. The relationship between the accommodation and essential job functions; 

E. Cost; 

F. Other claims of undue hardship. 

The committee will make a recommendation to the agency within ten working days 
from the date the committee was convened unless more time is needed to obtain 
more information from outside sources. The Commissioner will make a final 
determination within ten working days from receiving the committee's 
recommendation. The Affirmative Action Designee will then convey written 
copies of the Commissioner's decision to the employee and supervisor. If the 
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employee is still dissatisfied with the decision, she/he may file with federal, 
state, local and human rights organization. The department's Affirmative 
Action Designee will provide employees and compliance agencies 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 Commissioner 
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 disabled employees and employees/job applicants may be for the 
disabled or for 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 Designee 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 Designee shall contact the job applicant to 
discuss the needed accommodation and possible alternatives. 

D. If the agreed upon accommodation requested costs no more than $75.00, the 
Affirmative Action Designee shall approve the accommodation. 

E. If the accommodation costs more than $75.00, the Affirmative Action 
Designee shall request approval of the accommodation from the 
Commissioner. 

F. If the accommodation is approved, the Affirmative Action Designee will 
take the necessary steps to see that the accommodation is provided. 

XIII. DENIAL OF ACCOMMODATION 

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

38 



Please Print or Tvoe 
mployee Name 

Division 

EMPLOYEE REQUEST FOR REASONABLE ACCOMMODATION 

Class1f1cat1on Date of Request 

*Statement of D1sab111ty (Attach medical statement if 
requested by manager) 

• 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 1n allowing performance of the 
essential job function(s)? 

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

Signature of Employee Date 

Signature of Supervisor Date 

Signature of Manager Date 

Additional Comments: 

. 
--· 

lnformat1on on this form shall be confident1al with the except1ons accord1ng to the 
Rehabilitation Act of 1973, Section 504, Subd. 84.14. 
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REASONABLE ACCOMMODATION AGREEMENT 

This fonm is to be completed by the Department's Affinmative 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 a~d the Department to the specific accommodation. 

Name of Employee Name of Division Managei 

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 
J 

Date 

Signature. of Commissioner f Date 

. 
Signature of Affirmative Action Officer 

f ~ate 
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REASONABLE JJ£XXJMM:JDATIONS 

SEVERE WEATHER AND BUilDING EVACUATION 

Up:m notification by capitol Security, the Building Emargency 
Director will make the appropriate announcement over the Public 
Address System. The Floor Wardens, Area Monitors, and the Handicapped 
Assistants will then assume their particular res.tnnsibilities. 

Each person with a disability will be provided with three assistants 
who will help himjher during emergency procedures. 

SEVERE WEATHER 

capitol Security (Department of Public safety) 110nitors the National 
Weather Se:J:vices Bulletins through the National Air Warning System 
(NMAS). 

If capitol Security is informed through the NMAS systems that st. 
Paul is in danger, i.Jmnediately a plblic address announcement will be 
made directing parsonnel to relocate. 

In the event of a to.rnado warning the assistants shall help the 
disabled parsons in 110Ving 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 
the assistants to help the disabled in 110Ving to an inner office, 
where there are no windavs or exit doors to the outside. 

BUILDING~ATION 

In the event of an emergency requiring building evacuation, the 
Building Emargency Director for capitol Security will make the 
appropriate announcement over the plblic address system. 

FIRE 

When the building ala.nn sounds, the three assistants shall help the 
disabled person as follavs: 

Relocate 110bility impaired employees to a safe area of the building 
free from SIIOke or fire. One assistant will then iirunediatel y 
evacuate to the main entrance (or other safe entrance) to await the 
fire department. U.tnn arrival of the fire department the assistant 
will notify them of the handicapped individual 's location. 
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REPSJNABLE ACXDMMODATIONS 

WEATHER FJIJERGENCY NOI'IFICATION 

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

The Director of COmp.zter Op:rrations Division, up:Jn hearing of the 
emergency closing, will contact his designee on shift in the comp.zter 
Operations Section (shifts are on around the clock) • That designee 
or an assigned staff person who has been trained on the use of the 
TDD, will contact .Administration employees previously identified as 
needing special notification, to tell them of the closing. 
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