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State of 
Minnesota 

DEPARTMENT 
OF EMPLOYEE 

RELATIONS 

Administrative Sen·ices 
Compensation 

Equal Opportunity 
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Safety & Worh:ers' 
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Staffing Sen· ices 
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520 Lafayette Road 
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job information line 
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a11 equal opportunity employer 

November 2, 1990 

Commissioner Paul Tischida 
Department of Public Safety 
Transporation Building 
John Ireland Boulevard 
St. Paul, MN 55155 

Dear Commissioner Paul Tischida: 

The 1990-91 Affirmative Action Plan for the Department of 
Public Safety has been approved. He wish to commend you 
and your staff for a good plan which should advance the 
cause of affirmative action in state service during this 
year. He look forward to working with you on the 
implementation of your plan. 

Should you require any assistance, please feel free to 
ca 11 . 

'l<:<c·,c c: Noah She 1 ton 
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1 .. 

.lFF I RH! TI VE A CTI 0 N P1...1N 
Fiscal !ear _2Q_ 

For 

Department of Public Safety (Outstate) 

(Ageucy or igency Subdivision) 

Thi.s annual r~i~ revealed underutilization of the following protected group(5) in 
the following goal mit5: (Check each tmit appropriate) 

PJOTECTED GRClUPS -
GO!L UNITS ~otilli MINORITIES BA.HDI CAPPED VETERANS 

Law Enror~ment X X X 

Craft, Maintenance, Labor 
Service 
Health Car~ Non-Prof~ .siena 1 
Health CaN; Profe5~ional 
Clerical X 

· Techni ca. 1 
v ~r 
.1\. .1\. 

Correctional Guard5 
State Dniver5ity In~tructional 
CCX!l!!llmity College ln.3tructional '' 

State Univer5ity !dmini5trative 
Profe.s5ional Engineering Su~rvi!5ory 
Health Treatment Profe55ional 
General Prof~5ional X y 

Profe5.sional State Re5idential IM true tion.al 
Superv i5ory X X X 
Co~i55ioner 1 5 Plan X X 
Hanageri al Plan 
Other 

2. ThD5 annual pl!11 is and will be p~ted at the following ~ntral location so that 
every employee i5 a~~ of the department's commitment5 in affirmati~ action for 
the year. 

Personnel Office, Room 210, Transportation Bldg. 

3. This annual plan contai~ an internal prooedure for processing complaints of alleged 
di.5crimination fr-om employees, and each employee has¥been apprised of this_ procedure 

,.,... M'. ur,/$epa.rt.m ... ~) arfinutiTe action &oaU for th~ f~cal year. 

,. 1 . '4~ 1st- to 
ffirmative-Action Officer Date 

eli. Tb~ annual plan oontaw clear de.signation.s or tho!e ~sons and groups responsible 
for implementing the at t.ached a ffirm.a ti ve· action plan a.s we 11 a.s my personal 
statement or oomitme:nt to achieving the go.al.a and timetables described herein. 

L ~:2_:~£;' Y/7/9a 
~ncy Head Date 

5 .. This a..nnual plan Nets the rules governing arf~tin action, Chapter 2'0: 2 MCAR 
2.290-2.299, and oont.la.i.M g:als and timetabl~ u wll a.s aetbods for achieving them 
..tlich ar-e ~~~oMble a.nd aurfi ently a.g,gre.ssive to deal vith tbe identiried 
dis pari t 1~ .. 

Equal Date 

. PE·-00102-02 (5/~2) 1 



iFFIRH!TIVE ACTION PU.R 
F.L5cal !ear 90 

for 

Department of Public Safety (Metro) 

(Ageucy or lgency Subdiv~ion) 

1. Thi~ annual r~i~ revealed underutilization of the rollo~ng protected group(~) in 
tbe !ollo.~ing goal UJits: (Check each unit appropriate) 

ProTECTED GROUPS 
GO!L U1{ITS r-DHEN MINORITIES BARD I CAPPED VETERANS 

Law Enrorc-ement X X X 
Craft 1 Ha in tenanC e 1 Labor 
Ser-vice 
Health Care ~on-Prof~~ional 
Health Care Profe55ional 
Cl eri c.a 1 X 
Technical X X 
Correctional Guard5 
State Oniver5ity In5tructional 
Can..!!Hmity College I~tructional ,, 

State University !dmini5trative 
Profe.s5ional Engineering Sup-erv~or_y 
Health Treatment Profes5ional .. 

General PrDf~5iona1 X 
Profe55ional State Re5idential I n.'!l true t ion.a 1 
Supervi~ory X X 
Co~i~5ioner'~ Plan X_ X X 
Hanagerial Plan X X 
Other 

2. Thi15 annual plan i~ and will be p~ted at the .follc:..dng ~ntral location ~ that 
every employee is awa~ of the department'~ commitments in affirmative action !or 
the .year. 

Personnel Office, Room 210, Transportation Bldg. 

3. '!'hi~ annual plan contains a.n interna.l _procedu..re ror proce5!!ing complaints of alleged 
di.5 crimination fr-om e~ployee~, and each employee b.a~veeen apprised or th_i13 _procedure 

~ ~~:r J/artmen.t•: affirmative action soal.JJ for-th~ ~":)cal year. 

M__// ~ 7-3/ 7 
Mfirma ti ve .lc ti on or fi oer ---'--~-....:;__Da_te _______ _ 

.q,. This annual plan oont.a.w clear de3ignations or those pusons and 1roups re3ponsible 
for imple~nting the attached affinutive action plan U5 well ~ my personal 
!ta.teme.nt of oomitme:nt to achieving the goals and ti.metabl~ described herein. 

~~J~ ab/9~ 
o Li;fmcy Bead Date 

5. T'hi.B annual plan Nets the rule:5 governing affi.n:utin action, Chapter 20: 2 MCAR 
2 • 2 9 0-2 • 29 9 , and con ta ~ ! : a 1.!5 a..n d t i..m eta b 1 ~ u wre 11 as a e t bods r or a c h i ev i ng them 
W!ich a.r-e r-easonAble aggre~sive to daal with tbe identified 
d~parit 

/ 

n Date 

f'E .. QQ10~-02 (5/!2) 
2 



Administrative Policy Manual 
Policy No. 4064 
Rev. 5/91 

HARASSMENT 

POLICY: The Department of Public Safety will maintain a working environment free 
of discrimination including, but not limited to, sexual harassment, 
discriminatory insult, intimidation and all other forms of harassment. The 
department will take all necessary reasonable measures to rid the workplace of 
bias, will investigate all such allegations and will take prompt and appropriate 
remedial action against those employees who harass. 

DEFINITIONS: Harassment is a form of discrimination and is a violation of Title 
VII of the Civil Rights Act of 1964 as amended by the Equal Employment 
Opportunity Act of 1972 and Minnesota Human Rights Act. M.S. 363. 

It is the policy of the department to prohibit any behavior of co-workers or 
supervisors which is unwelcome, personally offensive, insulting or demeaning, and 
when: 

1. submission to such conduct is explicitly or implicitly made a term of 
condition of an individual's employment; 

2. submission to or rejection of such conduct by an individual i~ used as 
the basis for employment decision affecting such individual; or 

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

Harassment may take the following forms: 

A. Sexual 

1. Any of the previously list·ed form of treatment which the 
employee states is causing discomfort because of one's sex. 

2. Unwanted sexual complements, looks, innuendoes or suggestions 
about one's clothing, body or sexual activity. 

3. Unwanted, unnecessary touching, brushing against one's body, 
patting or pinching. 

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 or men in work areas. 

6. Use of language implying inferiority of an employee based on sex 
such as "girl" or "boy", rather than "woman" or "man". 

B. Racial or Heritage 

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

2. Telling jokes or making derogatory remarks about one's race, 
color, heritage or national origin. 

3. Use of language implying inferiority of a race, color, heritage 
or national origin. 

c. Religion, Disability, and Age 

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

3 



Page 2 
Administ~ative Policy 
No. 4064 

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

RESPONSIBILITIES: The Department assumes responsibility for informing all 
e·mployees of this policy and eliminating harassment in the workplace. The 
Commissioner is responsible for the application of this policy within the 
Department; each manager and supervisor has the responsibility within their 
units. 

Managers/Supervisors: To initiate and support programs and practices 
designed to develop understanding, acceptance, commitment, and compliance 
with the framework of this policy. All employees must be informed that 
harassment is unacceptable behavior and each supervisor will be 
responsible for having his/her staff oriented to the Department's policy. 

To process complaints of harassment according to the Department complaint 
procedure. To inform the Department Affirmative Action Office of all 
complaints. 

To take prompt and appropriate action to eliminate harassment. 
action may include discipline. 

Such 

To ensure that employees receive training in regard to these policies and 
the issue of harassment as offered by State training programs. 

Harassed employee: To clearly explain to the person(s) harassing you what 
behavior you find objectionable and ask that it stop - or - report the 
behavior to your supervisor (if your supervisor if the offending party, to 
his /her supervisor) or contact the Department's Affirmative Action 
Officer - or the Commissioner's Office~ 

Make notes of instances of harassment and names of any witnesses. 

If the harassment continues, follow the Department Complaint Procedure 
which is attached. 

Commlssioner of Public Safety 

4 



5/91 

DEPARTMENT OF PUBLIC SAFETY 

DISCRIMINATION COMPLAINT PROCEDlJRE 

The Equal Employment Opportunity complaint process applies to complaints which 
allege discrimination because of race, color, creed, religion, national origin, sex, marital 
status, status with regard to public assistance, disability or age. 

GENERAL PROVISIONS 

1. AJl documentation associated with a complaint shall be considered as 
p1ivate information. The status of the complaint, however, is public. 

2. The disposition of all formal complaints shall be filed with the 
Commissioner of Employee Relations within 30 days of final determination. 

3. Those filing a complaint or serving as a witness shall do so without fear of 
coercion, reprisal or intimidation. 

4. Complaints vlill not be accepted after an individual terminates employment 
\vith the Department or if the same matter is being pursued simultaneously 
through another formal grievance or appeal process, unless the complaint 
is directly related to the employeels separation from the Depaxtment. 

5. Employees may elect to directly file a formal or informal complaint with the 
Commissioner in lieu of \vith their supervisor(s) or the Affirmative Action 
Officer. 

1. INFORMAL 

An employee who has a complaint of discrimination (complainant) may bring it to 
the attention of his/her supervisor(s) in an attempt to reach a satisfactory . 
resolution by administrative remedy. The complainant should report the incident 
tp the Supervisor within 5 calendar days after the event giving rise to the 
grievance. The Supervisor must give an oral or written answer \vithin 5 calendar 
days in an effort to resolve the grievance by mutual agreement. 

If the complaint is against the supervisor or if the complainant feels 
uncomfortable discussing the complaint with the Supervisor, he/she may present 
the complaint orally to the Affirmative Action Officer. This should be done ·within 
5 days after the occurrence of the event. This initial step shall provide for a 
determination as to whether the complaint is a discrimination complaint and, 
therefore, appropriate to be addressed by the Affirmative Action Officer. Every 
effort shall be made to resolve the matter through the informal process. 

2. FORMAL 

If the complainant does not believe the complaint has been resolved through the 
informal process and the com plain ant wishes to pursue the rna tter, he/ she shall 
place the complaint in writing using the 11 Complaint of Discrimination~~ 
(Appendix A) for setting forth its nature, the facts upon which it is based and the 
relief requested. The written complaint is submitted to the Department's 
Affirmative Action Officer. The complaint shall be filed \vithin 21 calendar days 
after the occurrence or within 21 calendar days after the complainant, through 

5 



Step 1: 

POLICY 

the use of reasonable diligence, should have had knowledge of the event giving rise 
to the complaint. Complaints may be accepted after the 21 day period providing the 
complainant can demonstrate that due to extenuating circumstances it was 
impracticable to adhere to the established time limits. Complaints filed after 21 
days vrill be reviewed and submitted to the Commissioner for appropriate action. 

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

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

Step. 2: Within 30 calendar days after the receipt of a formal complaint, the person 
designated shall investigate it. The investig0tion may include interviews 
with or statements from all parties involved including the complainant, 
respondent, complainant's supervisors, witnesses or DepartmeBt officials 
as well as a review of all pertinent records or documents relating to the 
complaint. 

Step 3: 

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

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

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

If after this response, the complainant remains dissatisfied, the 
complainant, through the Affirmative Action Officer, shall be advised of 
his/her right to file a charge of discrimination within 365 days after the 
occurrence with the Commissioner of the Minnesota Department of 
Human Rights, the Equal Opportunity Division of the Department of 
Employee Relations, the Equal Employment Opportunity Commission, or 
an attorney in private practice. 

6~. 



POLICY 

NOTE: 

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

7 



Forrnal Discrirnination Complaint 
Please print or type 

Information about you 
Your namo Job Lillo 

Division Worx unit Phono 

Who discriminated against you 
Ni\mo 

~\:~:~~~~~~,~~=~~{~~~~~:~~~1~~~':J:~\~~~~<~~~~,~<~~~~~~~~~~~~~~~t~;~~~~~~~~~~~~~fl~~~,~~~~~~~~8~~:~~~~~~~~::,:~\~~~~~~=:~:=J0l~~~~;~~f~~~~~~~t~~Ji~~::~~~~~~~~~:~~~:;~~~~~~~~~~~:~:~~:~~=~~~~~=~:i:~~~~~~:~~~ 
Work unil Job litJo 

N;:Jmo Work unil Job Iiiio 

Work unit Job title 

Nnme WorK unil Job title 

Information on your complaint 

I was discriminated against because of my following protected class characteristic: 
RC\ce 0 Sex 0 Color 0 Creed 0 Religion 0 Handicap 0 ~,),arital Status 0 
Age 0 National Origin 0 Reliance on public assistance 0 

vVhcm did tho most rocont incide11l occur? Date ______ _ Time ____ _ Location _______ _ 

Did you filA this complain! with anolhor agency? yes 0 no 0 If yes, which agency? ----------------

Describe !he incidenl(s) in detail, with most recent incident firs! (includo names, types of boh<1vior, location, dales). 
Use back of form if 

I.Namo Work unit Job Iitie 

2. Hnmo Work unit Job title 

3. Name Work unit Job lille 

ThJj comp/.1/nl /j {>.g/ng file-d bll:nx:i on my bolle/ihllllhs St~/1 of MlnMJO{J. d/.!JcrlmlnAied AgAIMI mH. I hu11by corf/ly INI iheln/ormA//on I prov/dod 
In th/5 compl.tlnlls Inn 1nd corrr><::llo lh• biiJ{ of my knowll'<if}B. 

Sipnaturo Dalo 

flccei'N<:l by Dale 

8 



Step (1) 

Step (2) 

Step (3) 

Step (4) 

DEPARTMENT OF PUBLIC SAFETY 

COMPLAINT PROCEDURE - GENERAL HARASSMENT 

If the Affirmative Action determines that a complaint of harassment 
is not within the area of equal employment opportunity as stated in 
Step 1 of the Department Discrimination Complaint Procedure, the 
complaint will be forwarded to the Personnel Director of internal 
resolution. 

The Personnel Director or designee shall promptly meet with the 
complaining employee to discuss the allegations and advise him/her 
of the procedure for processing such complaints. 

After meeting with the Personnel Director or designee, employees may 
submit their complaints in writing if they have not already done so. 
Complaints should include any relevant fact and the desired remedy. 

The Personnel Director or designee shall conduct an appropriate 
review of any general harassment complaints and if necessary, 
discuss the matter with the Appointing Authority. Following such 
action, the Personnel Director shall issue a final response to the 
complaint. 

8a 



Objective: 

Actions: 

Recruitment of Protected Group Members 

Attend Department of Employee Relations, EOD Affirmative Action 
Job/Career Fair for Protected Groups. 

1. Recruitment of specialized positions within Department of Public Safety 
for example: State Trooper, Driver Examiner, Liquor Control, etc. 

2. Prepare packets for Career Fair. Packets will include applications and 
job announcements. 

3. Anticipated vacancies will be reviewed with Personnel Director. 

Persons Responsible: DOER, Affirmative Actio Officer & Personnel Office. 

Time Frame: September 27, 1990 

Evaluation: Each participant interested will sign a contact list with the follov:.ring 
infonnation: name, address & phone number. At the tin1e the eligible list 
is established the Affirmative Action Officer will check to see how many 
candidates were a result of our recruitn1ent efforts. 

Objective: 

Actions: 

Establish & Provide Training on Deaf Awareness 

To provide training for the deaf and hard of hearing as well as those 
employees who provide customer service to the public. 

Provide training to employees that are hearing impaired in the following 
areas: communication, deaf culture, signers & sign language interpreters 
(defined). 

Persons Responsible: Affirmative Action Office, Personnel, DOER, BOD & Human 
Services. 

Time Frame: September 19, 1990 
October 1, 1990 
October 10, 1990 

Evaluation: Participants will complete class evaluations. We will use the evaluations to 
measure effectiveness of the class. 

9 



Objective: 

Actions: 

Recruitment of Protected Classes for Law Enforcement 

To correct disparity in law enforcement under minorities & women. 

1. Minority & women career fairs. 
2. Continued identification & development of en1ployment agenc1es 

specializing in n1inority & women's placement. 
3. Contact community referral agencies. 
4. Law enforcement program for student interns is being used to impact 

underutilization of minority & women. 
5. Recruitment workshop for minorities & women attended from the State 

Patrol. 

Persons Responsible: Affirmative Action Officer, Personnel Director & State Patrol. 

Time Frame: June 11, 1990 

Evaluation: Affirmative Action Officer will check to see how many candidates were a 
result of special recruitment efforts. 

Objective: To present information to the State Patrol on Sexual Harassment, 
Harassment & discrimination. 

Action: Supervisor class for Captains will be conducted October 10, 1990 by Bob 
King (PCA). 

Time Frame: October 10, 1990 

Persons Responsible: Affirmative Action Officer, Personnel Office & State Patrol. 

Evaluation: Class evaluations completed by participants will be used to measure impact 
of classes. 

10 



AnnuaJ goals for protected groups by occu~ational cat~gories. 

PROTECTED GROUP: HANDICAPPED 

Occupational Group Ideal Annual 
Category Percent Goal Goals 

201 Law Enf. 0.00 ( 0) 8.20 (0) 

203 Service 14.63 ( 6) 8.20 (0) 

206 Office 4.50 (22) 8.20 ( l 0) 

207 Technical 2.88 ( 4) 8.20 ( 4) 

214 Professional 1.74 ( 2) 8.20 ( 2) 

216 Supervisory 0.87 ( 1) 8.20 (3) 

9CP Commissioners Plan 2.08 ( 1 ) 8.20 ( l ) 

9MP Managers 3.33 ( 1) 8.20 (2) 

PROTECTED. GROUP: MINOR.ITY 

Occupational Grau·p Ideal Annual 
Category Percent . Goal ·Gaa·l s 

201 Law Enf. 2.47 (8) 5. oo· ( 3) 
206 Office 2.44 (2) 1.53 (2) 
207 Technical 2.27 (3) 2.80 (3) 
214 Professional 7.41 (2) 2.80 (2) 
216 

~ 
Supervisory- 0.00 (0) 2.80 ( 1) 

9CP Commissioners Plan 4.76 (2) 1. 53 ( 1) 

ll 



PROTECTED GROUP: FEMALE 

Occupational Group Ideal Annual 

Category Percent Goal Goals 

201 Law Enf. 2.47 ( 8) 11.00 (4) 

206 Office 100.00 (82) 

207 Technical 18.18 (24) 42.71 (3) 

214 Professional 0.00 ( 0) 42.71 ( 2) 

216 Supervisory 10.71 ( 3) 19.57 (3) 

9CP Commissioners Plan 28.57 (12) 40.84 ( 2) 

12 



OUTSTATE 

Interim goals for protected groups by occupational categories. 

PROTECTED GROUP: HANDICAPPED 

Occupational Group Ideal Annual 
Category Percent Goal Goals 

201 Law Enf. 0.00 ( 0) 8.20 (0) 

206 Office 6.10 (5) 8.20 (2) 

207 Technical 3.03 (4) 8.20 ( 2) 

214 Professional 0.00 (0) 8.20 ( 1 ) 
'' 

216 Supervisory 0.00 (0) 8.20 (2) 

9CP Commissioners Plan 0.00 ( 0) 8.20 ( 2) 

9MP Managers 

PROTECTED GROUP: MINORITY 

Occupational Group·. Ideal Annual 
Category. . Percent.· _G o-a.l Goals 

201 Law Enf. 2.99 ( 5) 5.00 (3) 

203 Service 7.32 ( 3) 2.-80 (3) 

206 Office 5.32 (28) 4.69 (10) 

207 Technical 3.60 ( 5) 2.80 (5) 

214 Professional 3.48 ( 4) 2.80 (4) 
~ 216 Supervisory_· 5.22 ( 6) 5.24 ( 1) 

9CP Commissio~ers Plan 2.08 ( 1) 4.69 (0) 
9MP Managers 3.33 ( l) 4.90 ( 1) 

13 



PROTECTED GROUP: FEMALE 

Occupational Group Ideal Annual 
Category Percent Goal Goals 

201 Law Enf. 4.79 8) 11.00 ( 1) 

203 Service 9.76 4) 42.71 (3) 

206 Office 87.12 (426) 

207 Technical 18.71 ( 26) 42.71 (2) 

214 Professional 36.52 ( 42 ). 42.71 ( 1 ) 

216 Supervisory 52. 17 ( 60) 48.27 (0) 

9CP Commissioners Plan 37.50 ( 18) 44.57 ( 1) 

9MP Managers 23.33 ( 7) 22.00 (0) 

/ 
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PROCEDURES FOR PRE-EMPLOYMENT REVIEW 

Objective: To establish the course of action to be taken during the selection 
process in order to meet the Department's Affirmative Action goals. 

1. Consultation with Managers 

Managers will be advised of the goals for the various goal units under 
their control by the Affirmative Action Officer. 

2. Personnel Selection Process: Pre-employment review 

a. The Personnel Office is notified in writing of job vacancies. 

b. If a disparity exists, the Affirmative Action Officer works closely 
with the personnel director, monitoring and collecting data each 
step of the hiring and/or promotional process. 

(1) A job analysis is completed for the vacant job. 

(2) The position description will be revised as needed. 

(3) Job-related criteria (knowledge, skills, and abilities) needed 
to perform the tasks on the position description will be de
termined. 

(4) The Personnel Director ascertains whether there exists an ap
propriate Certification List or if a job announcement is in 
order. 

(5) If a job announcement is in order, the Affirmative Action Of
ficer will recruit affirmatively for the position. 

(6) Managers/Supervisors will be notified regarding the Affirma
tive Action goal disparity that exists, and will be informed 
of their obligation to interview protected group members cer
tified. 

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

(8) A list of uniform job related questions will be devised by the 
supervisor. The Affirmative Action Officer will check the 
questions to make sure that they are job related and within 
legal limitations. 

(9) Interviews will be conducted by the supervisor and/or others. 
Results of the interview will be kept. 

l s 



APNCSNA09Q 

(10) The qualifications of candidates will be compared, based on 
all available evidence of qualifications and the requirements 
of the job. The Affirmative Action goals and current 
disparaties will be considered in the selection process. 

(11) When a Supervisor fails to select a protected group member 
where there is a disparity, the Supervisor must explain in 
writing, with sufficient specificity, why such protected group 
person(s) was not selected. The written justification shall 
be reviewed by the Personnel Director and the Affirmative Ac
tion Officer, and no selection will be made until such written 
reasons have been reviewed. Where the Affirmative Action Of
ficer believes that the reasons for non-selection are insuffi
cient, the Affirmative Action Officer will advise the Manag
er/Supervisor of his/her decision and advise selection in 
favor of the protected group member. 

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

(13) Documentation will be kept on the selection process fo~·all 
appointments. Data on every appointment where there is a dis
parity will explain what the Department did to remedy the dis
parity. 

16 



DEPARTMENT OF PUBLIC SAFETY 
Office of Personnel 

STATE OF MINNESOTA 
OFFICE MEMORANDUM 

TO 

FROM 

Division & Staff Office Directors 

Noah Shelton ~ ~ 
Affirmative Act1on Officer 

SUBJECT: Executive Orders Prohibiting Discrimination 
Because of Sexual Preference 

DATE: 03-07-91 

PHONE: 6-3899 

Attached are copies of Executive Orders 91-4 and 91-5 signed by Governor 
Carlson on Tuesday, January 29, 1991 which prohibits discrimination against 
people because of their sexual adaptation or preference and against people who 
are HIV positive or have AIDS related conditions. 

Please notify employees of both Executive Orders by "Posting." 
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EXECUTIVE ORDER 91-5 
PROVIDING FOR NON-DISCRIMINATION IN STATE 

GOVERNMENT OF INDIVIDUALS BECAUSE OF 
ACQUIRED IMMUNE DEFICIENCY SYNDROME (AIDS) 

I, Arne H. Carlson, GOVERNOR OF THE STATE OF MINNES9TA, 

by virtue of the authority vested in me by-the Constitution 

and the applicable statutes, do hereby issue this Executive 

Order: 

WHEREAS, the state recognizes the rights and concerns of 

emp~oyees who have AIDS; and 

WHEREAS, the state recognizes the rights of inmates, 

residents of state facilities, students, and the public at 

large who have AIDS to continue to receive quality service; 

and 

WHEREAS, people who have AIDS are entitled to the same 

rights and opportunities as other persons who are disabled 

or have a serious, life-threatening illness; 

NOW, THEREFORE, I hereby order that: 

The agencies, departments, boards and commissions within 

the Executive Branch of state government and under the 

jurisdiction of the Governor: 

J} 
0 

~ . 0 

'.,~~~fl~J 
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1. Shall not discriminate in state employment against 

any individual based on his or her HIV infection status 

including, but not limited to, recruitment, hiring, 

promotion, tenure and compensation . 
• 

2. Shall provide that no employee shall be 

discriminated against because of his or her HIV 

infection status, inc_luding testing, removal from normal 

and customary status, or deprivation of any rights, 

privileges, or freedoms, except for clearly stated and 

specific medical andjor public health reasons. 

3. Shall not discriminate against any individual 

applicant, inmate, resident, or client because of hi~ or 

her HIV infection status, except for clearly stated and 

specific medical and/or public health reasons. 

4. The head of each department or agency shall, by 

appropriate means, ensure that all staff are advised of 

this order. 

Pursuant to Minnesota Statutes 1990, Section 4.035, this 

Order shall be effective fifteen (15) days after publication· 

in the State Register and filing with the Secretary of State 

and shall remain in effect until rescinded by proper 

authority or it expires in accordance with Minnesota 

Statutes 1990, Section 4.035, Subdivision 3. 

IN TESTIMONY WHEREOF I have set my hand this 29th day of 

January, 1991. 

. CARLSON 

Governor 

Filed According to Law: 
i) /}I 

C~au~~ 
JOAN ~~DERSON GROWE 

?·.Secretary of State 

STATE OF MiNNESOTA 
DEPARTMENT OF STATE 

FILED 

'JAN 2 91991 

r~~ 
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EXECUTIVE ORDER 91-4 
BARRING DISCRIMINATION IN STATE GOVERNMENT 

ON THE BASIS OF SEXUAL OR AFFECTIONAL PREFERENCE 

I, Arne H. Carlson, GOVERNOR OF THE STATE OF MINNESOTA, 

by virtue of the authority vested in me by the Constitution 

and the applicable statutes, do hereby issue this Executive 

Order: 

WHEREAS, the right of privacy for all Minnesotans is 

inalienable and must be respected and vigorously enforced; 

and 

WHEREAS, government must not tolerate discrimination or 

harassment based on sexual or affectional preference; and 

WHEREAS, all state workers have the right to a work 

environment free from hostile, intimidating, or offensive 

behavior; 

NOW, THEREFORE, I hereby order that: 

The agencies, departments, boards and commissions within 

the Executive Branch of state government and under the 

jurisdiction of the Governor: 
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1. Shall not discriminate in state em~loyment against 

any individual based on tnat person's sexual orientation 

including, but not limited to, recruitment, hiring, 

promotion, tenure, and compensation. 

2. Shall provide a work environment free of 

harassment, which is a form of discrimination and in 

general is the display of behavior by one employee 

toward another which has the purpose or effect of 

unreasonably interfering with an individual's work 

performance or creating a hostile, intimidating, or 

offensive work environment. 

3. The head of each department or agency shall, b~ 

appropriate means, ensure that all staff are advised of 

this order. 

Pursuant to Minnesota Statutes 1990, Section 4.035, this 

Order shall be effective fifteen (15) days after publication 

in the state Register and filing with the_ Secretary of State 

and shall remain in effect until rescinded by proper 

authority or it expires in accordance with Minnesota 

Statutes 1990, Section 4.035, Subdivision 3. 

IN TESTIMONY WHEREOF I have set my hand this 29th day of 

January, 1991. 

Governor 

Filed According to Law: 

~ti~~ 
STATE Or MiNNESOTA 

DEPARTMENT OF STATE 
flLfD 

..' 

JOAN ANDERSON GROWE 

(i·secretary of State 
.0AN2 91991 

r~~ 



PERSONS RESPONSIBLE FOR AFFIRMATIVE ACTION IN THE DEPARTMENT 

A. Direction and implementation of the program. 

1. Responsible 

') 
.:.... ' 

The f ollo1Y i ng people are responsible for cl i rect ing the Af firma ti ve 
Action Program. 

Commissionec Ralph E. Church 

Equal Opportunity Officer Deborah L. Mcmtgomery, Asst. Commissioner 

:-\ffirmative Action Officer Noah C. Shelton 

ResponsibJc~ Staff 
'· 

Tl!C' fullolving veoplr:' ;_1.l'C l.'esponsible fol.' implementing the Affil'fllatjve 
Action Program. 

}Ianage l'S and Supt?rY i sors 
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AFFIRMATIVE ACTION OFFICER 

Responsibility: The Affirmative Action Officer is responsible for the daily 
direction and implementation of the Departments Affirmative Action Program. 

Duties: 

A. To review and recommend changes in policies, procedures and programs to 
facilitate Affirmative Action within agency. 

B. To recruit protected group persons for any openings within the agency 
where there is a disparity. 

C. To conduct equal opportunity seminars, orientation programs, and partici
pate in other agency programs and seminars. 

D. To submit Affirmative Action reports as required and coordinate communi
cations involving Affirmative Action and Equal Opportunity. 

E. To identify and eliminate barriers to equal employment opportunity within 
the Department. 

F. To conduct a pre-employment review of all appointments to under repre
sented job categories before hiring decisions are authorized. 

G. To act as liaison between the Department and the Department of Employee 
Relations. 

H. To play an active part in the Informal and Formal Complaint Resolution 
Procedures outlined in this plan. 

Accountabi1 ity: The Affirmative Action Officer is directly accountable to the 
Commissioner and indirectly to the Equal Opportunity Department. 

APNCSNA09E 

21 



PERSONNEL DIRECTOR 

Responsibility: To review personnel policies and practices in order to ensure 
that all employees are treated fairly and equitably in terms and conditions of 
employment. 

Duties: 

A. To review classifications, qualification requirements and procedures in 
order to eliminate selection factors having no significant relationship 
to job performance. 

B. To maintain records that will enable the analysis of all portions of the 
selection process to include a breakdown by sex, race, handicap, job cat
egory, job classification, location, and division of the following infor
mation: applicants tested, interviewed, selected, promoted, salary; em
ployees receiving promotions, achievement awards, training; grievances, 
disciplinary actions, and separations by reason. 

C. Oversees all openings in each division and section and publicize both 
competitive and promotional examinations through the department. 

Accountability: The Personnel Director is directly accountable to the Commis
sioner. 

APNCSNA09H 
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MANAGERS/SUPERVISORS 

Res pons i b i1 i t y : To a p p 1 y the A f f i rm at i v e Act i on Po 1 i c y i n a 11 ph as e s o f em
pl oyment as well as to all phases of day-to-day operations. 

Duties: 

A. 

B. 

c. 

D. 

To communicate the policy and spirit of the plan to employees under their 
immediate supervisor. The Affirmative Action Officer will be available 
to assist them if necessary. 

To choose candidates for new positions or promotional opportunities on 
the basis of training, experience, the Agency's Affirmative Action goals, 
and the pre hiring review. 

To submit to the Affirmative Action Officer written documentation of the 
reason for non-selection of a protected group candidate for which a dis
parity exists. 

I I 

To comply with the Department's complaint resolution procedure as out
lines in this plan. 

Accountability: Managers and supervisors will be evaluated on the results of 
their Affirmative Action efforts on their performance review and appraisal. 

APNCSNA09I 
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IV CONTINUED 

AFFIRMATIVE ACTION RESPONSIBILITIES - ON-GOING 

COMMISSIONER 

Objective 

Through firm commitment and active support of the Affirmative Action Program 
to ensure equal employment opportunity and encourage the professional growth 
of all employees and appli.cants for employment. 

Responsibi1 ities: The Commissioner has final responsibility to direct the 
overall administration of the department 1 s affirmative action program and to 
set forth the principles of equal opportunity in departmental policy. 

Duties: 

A. To designate the Department Equal Opportunity Officer. 

B. To approve and sign the Department Affirmative Action Plan and all other 
policies relating to affirmative action. 

C. To require the inclusion of affirmative action objectives in the perfor
mance evaluations of each assistant commissioner, division director, and 
s t a f f o f f i c e d. i rector . 

D. To take action, if needed, on complaints of discrimination. 

E. To make final determination of employee complaints of discrimination. 

Accountability: The Commissioner shall be accountable directly to the Gov
ernor and indirectly to the Commissioner of the Department of Employee Rela
tions and the Director of Equal Opportunity Department for all Equal Employ
ment Opportunity and Affirmative Action matters. 

APNCSNA09G 
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EQUAL OPPORTUNITY OFFICER 

Responsibilities: To assist the Commissioner in the administration of the De
partment Affirmative Action Plan. 

Duties: The duties of the Equal Opportunity Officer shall include: 

A. To ensure that the Commissioner's policies and directives regarding Af
firmative Action are carried out. 

B. To evaluate managers on their annual job performance review and appraisal 
regarding their efforts to fulfill their Affirmative Action responsibil i
ties and duties as described by the plan. 

Accountability: The Equal Opportunity Officer is directly accountable to the 
Commissioner. 

APNCSNA09K 
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DISSEMINATION OF POLICY AND PLAN 

A. Internal Communication 

1. Written Communication: 

a. The Affirmative Action Officer will post the full Affirmation Action 
Plan in each division indicating that copies of the policy may be 
obtained from the Affirmative Action Office/Personnel Office. 

b. The Affirmative Action Officer ensures that the Affirmative Action 
Program is disseminated through: 

1) The new employee packet that is distributed to all new employees 
in New Employee Orientation. 

2) The plan will be prominently displayed on the employee bulletin 
boards in each operating location. 

3) The Affirmative Action Officer will conduct a section on 
Affirmative Action for new employee orientation. 

4) The department's newsletter. 

5) Posters 

6) Other appropriate publications. 

7) .All directors will receive a copy of the 1990-91 Affirmative 
Action Plan. 

B. External Communication 

1. The commitment of the department to affirmative action will be 
aggressively publicized through the widest variety of media so that 
minority, female, and handicapped applicants are encouraged to seek 
employment and promotion in the department. 

2. The Affirmative Action Officer will inform recruitment organizations, 
including those identified by the Department of Employee Relations, 
secondary schools, and those who make their existence knovm by filing 
notice with the department, of vacancies occurring within the department 
by requesting assistance in recruitment efforts. 

3. All communications on job opportunities will include the statement, "The 
Minnesota Department of Public Safety is an affirmative action and equal 
opportunity employer". 

4. Each division and staff office will be responsible for including a 
nondiscriminatory clause in all division contracts as defined in the 
Minnesota Human Rights Act, Section 363.073, Subd. 1, "Certificates of 
Compliance for Public Contr·a.cts," and will ensure that such contracts 
are i n co mp l i an c e w i t h T i e VI of the C i vi l R i g h t s Act of 19 6 4 , as 
amended.· 
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