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‘l , Minnesota Department of

HUMAN RIGHTS

Affirmative Action Plan
Transmittal Form
Plan Years 2010-2012

Review revealed no underutilization in the women, minorities and disabled protected groups.

Once approved, this plan will be available at the following central location so that every employee is
aware of the Minnesota Department of Human Rights’ (MDHR) commitments in affirmative action for
the year. The plan will also be posted on the agency’s SharePoint and internet sites.

This affirmative action plan contains an internal procedure for processing complaints of alleged
discrimination from employees, and each employee has been apprised of this procedure as well as
MDHR’s affirmative action goals for the year.

G5 1- 296 -TFo+/ 1-2%-10

Affirmative Action Officer (phone number) date

This affirmative action plan contains clear designations of those persons and groups responsible for
implementing the attached affirmative action plan as well as my personal statement of commitment to
achieving the goals and timetables described herein.

Gt st St 7-2%0

Humén Resources Dif¢ctor date

This affirmative action plan meets the statutes and rules governing affirmative action, and contains
goals and timetables as well as methods for achieving them which are reasonable and sufficiently

aggr: to deal with the identified disparities.
7/2)’/ 20/0
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Statement of Commitment

As Commissioner of the Minnesota Department of Human Rights, | support the
State of Minnesota's Equal Employment Opportunity Policies and Statewide
Affirmative Action efforts to provide equal opportunity in employment to current
and prospective employees without regard to race, religion, creed, color, age,
national origin, sex, sexual orientation, marital status, disability, status with
regard to public assistance, membership or activity in a local human rights
commission. To ensure a diverse workforce representative of all protected
groups, the department will ensure that positions are accessible to all qualified
persons and will make every effort to affirmatively recruit, hire, retain and support
qualified protected group members.

Managers and supervisors are the individuals who can ultimately make the most
impact on this program, and they are accountable for ensuring that Affirmative
Action Programs are implemented. Each manager and supervisor shall have
(has) a statement in his/her position description describing their affirmative action
responsibilities and will be trained on the content of the plan by September 1,
2010.

| have appointed Kristi Streff as the department's Affirmative Action Officer and
ADA Coordinator. She is responsible for updating and maintaining the
department's Affirmative Action Plan; for monitoring all equal employment
opportunity activities within the department; and for reporting the effectiveness of
the Affirmative Action program as is required by state law.

Any department employee who is found to have violated the department's equal
employment opportunity polices and procedures as stated in this Affirmative
Action plan will be subject to discipline.

Any department employee or applicant for employment who believes that he/she
has been discriminated against may contact Kristi Streff. Her telephone number
is 651.296.9044; TTY 651.296.1283. She may also be contacted by mail at the
department's mailing address. Discrimination complaints may also be filed with
the Equal Employment Opportunity Commission.

| am committed to the implementation of the agency’s affirmative action plan,
and | encourage employees of the Department to be involved in carrying out this
policy and welcome comments and suggestions on improving our agency's
policies and services to our customers.

7/ 2 E/Z.D /0

mes Kirkpatrick, Commissioner Date /
epartment of Human Rights
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Responsibilities for Affirmative Action

Commissioner

1.  Responsibilities

The Commissioner is responsible for the establishment of affirmative action
programs, including goals and time-tables and compliance with all federal
and state laws and regulations relating to discrimination.

2. Duties

The duties of the Commissioner shall include, but not be limited to, the
following:

a.

a.

b.

to designate an Affirmative Action Officer (AAQ) and include
accountability for affirmative action in his/her position description.

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

to issue a statement affirming the department's commitment to
affirmative action/equal employment opportunity and to ensure that such
a statement is disseminated to all employees by July 31% of each year.

to make such decisions and changes in policies, procedures or physical
accommodations as may be needed to implement effective affirmative
action in the department.

to actively promote equal opportunity employment.
to report annually to the Governor and the Legislature through the
Commissioner of Minnesota Management and Budget the department's

progress in affirmative action.

to notify all contractors and sub-contractors with the department of their
affirmative action responsibilities.

Accountability

The Commissioner is accountable directly to the Governor for affirmative
action matters.

The Commissioner is accountable for adhering to the affirmative action
rules, regulations, and policies enforced by the Commissioner of
Minnesota Management and Budget or his/her designee.

Department of Human Rights Affirmative Action Plan 2010 - 2012 4



Responsibilities for Affirmative Action (continued)

Affirmative Action Officer
1.  Responsibilities

The Affirmative Action Officer (AAQ) is responsible for the development,
implementation and monitoring of the departmental affirmative action
program.

2.  Duties
The duties of the AAQO shall include, but not be limited to, the following:
a. to coordinate and monitor the day-to-day affirmative action activities.

b. to investigate complaints of discrimination and submit findings to the
Commissioner.

c. to fulfill all affirmative action reporting requirements.
d. to disseminate the Affirmative Action policy.

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

f. to act as the liaison between the department and Minnesota
Management and Budget (MMB), Office of Diversity and Equal
Opportunity (ODEQ).

g. to determine the need for affirmative action training within the
department and to initiate the development of such training programs
with the assistance of the Training and Development Coordinator,
ODEO, Human Resource Development Services divisions at MMB and
outside resources as necessary.

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

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

j. 1o notify the Commissioner of all formal written complaints when
received.
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Responsibilities for Affirmative Action (continued)

3. Accountability
The AAQ is accountable directly to the Commissioner.

Supervisors

1. Responsibilities
Supervisors are responsible for the implementation of affirmative action in
their organizational unit and for equal treatment of all employees and

applicants for employment.

a. to assist the AAO in identifying and resolving problems and eliminating
barriers which inhibit equal employment opportunity.

b. to communicate the department's affirmative action policy to assigned
staff.

c. toinclude responsibility statements for affirmative action/equal
employment opportunity in their position descriptions.

d. to carry out their supervisory responsibilities in accordance with
affirmative action/equal employment policies embodied in this plan.

e. to maintain a "single standard" principle within the work force so that
employees are evaluated, recognized, developed and rewarded on a fair
and equitable basis.

f. to provide a positive environment in the work place.

g. to refer complaints or complaints involving another supervisor to the
respective division head.

2. Accountability

Supervisors are accountable directly to the Deputy Commissioner.
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Responsibilities for Affirmative Action (continued)

Managers, Directors, and Deputy Commissioner
1. Responsibilities

Managers are responsible for the implementation of affirmative action in
their division and for equal treatment of all employees.

a. to assist in the identification of problem areas and eliminating barriers
which inhibit equal employment opportunity.

b. to communicate equal employment policy and affirmative action
program to all employees assigned to their division.

c. to assist the AAQ in conducting periodic audits of training programs,
hiring, and promotion patterns to remove impediments to the attainment
of goals and objectives.

d. to hold regular discussions with supervisors and employees to ascertain
that the department's EEO policies are being followed.

e. to inform and evaluate supervisors on the basis of their equal
employment opportunity efforts and results in addition to other criteria.
2. Accountability

Managers are accountable directly to the Commissioner.
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Methods for Communicating the
Department of Human Rights
Affirmative Action Plan

The Department of Human Rights Affirmative Action Officer (AAQO) will ensure
that all employees are advised of the policy of non-discrimination, the provision
of reasonable accommodation, and the procedure for filing a complaint. The
material can be provided in alternative formats such as large print, Braille or on

tape.

Methods for Communicating the Affirmative Action Plan Internally

1.

The AAQO will distribute to all supervisory staff a copy of the AA plan
summary and a cover letter detailing their responsibility to read, understand,
support and implement the plan. The full AA plan will be located on the
department’s shared website (SharePoint).

The Human Resources Office will post the following documents on the
department’s bulletin board:

a. the Department of Human Rights Affirmative Action Plan
b. the Minnesota Equal Opportunity policy, and
c. the name and phone number of the agency's Affirmative Action Officer.

Additional copies of the AA plan will be available to employees, contractors
and subconiractors upon request from the Human Resources Office.

Methods of Communicating the Affirmative Action Plan Externally

1.

The Department of Human Rights has included the statement, “an equai
opportunity employer,” on agency letterheads and other outgoing
correspondence.

A notice of the department’s Statement of Commitment to Minnesota's
Equal Employment Opportunity Policies and Statewide and agency
Affirmative Action efforts will be posted in the main lobby, providing an
opportunity for everyone doing business directly with the Department of
Human Rights to be made aware of this commitment.

The department’s Internet Home Page will include the statement, “an equal
opportunity employer.”

The AA Plan will be posted on the agency’s website eliminating private data
availability.
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Policy Prohibiting Harassment/Discrimination

Definition

Harassment is any behavior which is not welcome, is personally offensive, and
therefore, may adversely affect morale and interfere with the employee's ability
to perform his/her job responsibilities.

According to the Minnesota Human Rights Act: "Sexual harassment is defined as
unwelcome sexual advances, requests for sexual favors and other verbal or
physical conduct of a sexual nature constitute sexual harassment when: 1)
submission to such conduct is made either explicitly or implicitly a term or
condition of an individual's employment; 2) submission to or rejection of such
conduct by an individual is used as the basis for employment decisions affecting
such individual; or 3) such conduct has the purpose or effect of unreasconably
interfering with an individual's work performance or creating an intimidating,
hostile or offensive working environment.”

[t is the policy of the department to prohibit verbal and physical harassment of its
employees based on race, religion, creed, color, age, national origin, sex, sexual
orientation, marital status, disability status, status with regard 1o public
assistance, or membership or activity in a local commission. Any employee
subjected to harassment on any of these bases should file a written complaint
with his or her supervisor, the department's AAQ, or their division director.

The department has posted this policy and will provide it to each employee upon
hiring. In addition, the AAQ will present the policy in orientation to all new
employees. The following complaint procedure is part of the agency's online
policies and procedures guide.
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Minnesota Department of

HUMAN RIGHTS

POLICY: Ethical Behavior and Workplace Conduct

PROCEDURE: Non-discrimination and Harassment

Sec/Num: 24 Unit Oversight: Commissioner's Office
Effective: 7/1/06 Supersedes: All Previous

Policy Statement:

It is the policy of the Minnesota Department of Human Rights that all employees shall conduct themselves
ethically and legally to reflect positively on the Department. The Department’s guiding principles shall serve
as the foundation for interactions with coworkers, other organizations and the public.

Purpose:

1. To provide a work environment free from unlawful discriminatory harassment and to prohibit retaliation
against those employees who report such conduct.

2. To prohibit any behavior of coworkers, supervisors, or managers that is unwelcome and reasonably
offensive, insulting, or demeaning.

Definitions:

Discrimination

Unequal treatment, intentional or unintentional, based on protected characteristics (any feature, aspect,
condition, opinion, or the like, which have no relation to one's ability to perform a particular job, such as
race, color, creed, sex, age, marital status, sexual orientation, national origin, specific disability, reliance on
public assistance, religion, or political opinions or affiliation).

Discriminatory Harassment

Behavior of one or more employees toward another employee based on race, color, creed, sex, age, marital
status, sexual orientation, national origin, specific disability, reliance on public assistance, religion, or
political opinions or affiliation, which serves to trouble, worry, or torment that employee and which has a
detrimental effect of the employee’s work performance or which creates an intimidating, hostile, or
oppressive working environment.

Sexual Harassment

Unwelcome sexual advances; requests, demands, or subtle pressure for sexual favors from 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 employees to written or
pictorial materials of a sexual nature) when:

e  Submission to such conduct is made either explicitly or implicitly a term or condition of an individual's
employment;

e  Submission to or rejection of such conduct by an individual is used as the basis for employment
decisions affecting such individual;
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*  Such conduct is offered in order to receive special treatment or in exchange for or in consideration of
any personnel action;

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

General Harassment

Acts of general harassment are behaviors that are unwelcome, personally offensive, insulting or
demeaning. They include but are not limited to:

* & & a2 = @

Exclusion from orientation or teamwork;

Repeated disparaging, belitlling, demeaning, or insulting remarks;

Repeatedly making the employee, or a characteristic unique to the employee, the butt of jokes;
Repeated ridicule of an employee;

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

Unequal assignment of the “undesirable” work.

Procedures/instructions:

HARASSMENT/DISCRIMINATION COMPLAINT PROCEDURE

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

A. Informal

1.

An employee or applicant may present a discrimination complaint to the immediate
supervisor or Affirmative Action Officer (AAQ} and request resolution. The supervisor
or AAQ shall resolve the complaint within a reasonable period of time and report the
results to the employee or applicant and the AAO or Supervisor. If, however, the
supervisor is the subject of the complaint, the employee or applicant may bring the
complaint to the division director or the AAOQ.

The division director or the AAO determines whether the complaint is a discrimination
complaint. If the division director or the AAQ finds the matter relates to general
personnel/human resource concerns, he/she shall inform the complainani of this fact
within two working days of the date the complaint is received and advise the
employee of avaitable grievance procedures.

B. Formal

1.

The employee or applicant may file a written complaint with the AAQO explaining the
specifics of the complaint. The complaint should be submitted as soon as possibie
after the incident and must give details of the incident(s).

If the complaint is a discrimination complaint, the AAC will, within two working days of
the day the complaint is received, send a summary of the complaint to all parties
named as respondents. The respondent must submit an answer to the complaint
within seven days.

The AAO shall investigate the complaint and submit a summary and
recommendation to the Commissioner within twenty working days.

The Commissicner shall accept, remand or modify the AAO's recommendations, take
appropriate action and notify all parties to the issue within ten working days.

If the complaint is not resolved internally, the AAC shalt advise the complainant of
the right to file a complaint with the EEOC, or other appropriate entity.

The entire complaint process shall ideally be completed with a finat written response
within sixty working days of the filing of the complaint.
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7. The Commissioner shal notify the Commissioner of Minnesota Management and
Budget of the disposition of any formal complaints within thirty days of determination.

8. Al documentation connected with a complaint shail be considered private information
during the course of an investigation. Documentation related to the processing of a
complaint will be handled in accordance with the Minnesota Government Data
Practice Act.

9. Sexual harassment complaints will be processed according to the Department's
affirmative action complaint procedure. During a sexual harassment complaint, these

four procedures shall apply:

a. If an empioyee initiates a complaint of sexual harassment, the appointing
authority/AAQ/designee shalt open the complaint procedures to union
participation at the request of the employee. The department’s
authority/AAO/designee shall inform the employee of this right. Notice of a
complaint in progress shall be sent by the appointing
authority/AAQ/designee to the union representative unless the complainant
requests that the union not be notified.

b. The appointing authority/designee shall conduct a preliminary investigation
if the employee states that she/he is unable to function in the worksite. The
appointing authority/designee shall take intervening action before the
completion of a full investigation if the pretiminary investigation establishes
a reasonable basis for the employee’s concern about continuing in the
existing work situation. If the case involves an AFSCME represented
employee, the investigation will be conducted and a report prepared within
twenty-ocne calendar days.

¢. Ifthe complainant has requested the union's involvement in the complaint,
the union's representative as welt as the complainant shall be provided a
written summary of the findings and resclution.

d. Appropriate action by the Commissioner shall include discipline of an
employee found to be responsibie for harassment of another employes.
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Goals and Timetables

The utilization analyses for the Department of Human Rights were based on a
two factor analysis of internal availability and Statewide EEO Job Group
Availability Percentages from the 2000 Census data (see pages 14-18). This
analysis demonstrates that the agency is not underutilized for women, minorities,
or persons with disabilities in any of the Job Groups in which we currently have
employees (Officials & Administrators, Supervisors, Professionals, and
Office/Clerical/Technicians). As a result, there is no need to establish specific
affirmative action goals or related timelines. However, our annual goal is fo
maintain full utilization of women, minorities, and persons with disabilities and fo
continue affirmative recruiting efforts.

The AAQ and the Commissioner review vacancies and anticipated turnover for
the fiscal year. This information, combined with the information on any existing
disparities within units, is the basis for goals for the fiscal year.

Given the current projections and anticipated staffing, the department foresees
hiring will be on a replacement only basis as business necessity and fiscal
constraints permit.

The State of Minnesota and the Minnesota Department of Human Rights have a
commitment to recruiting and hiring individuals with disabilities who can perform
the essential functions of the job with or without reasonable accommodation.

Department of Human Rights Affirmative Action Plan 2010 - 2042 13



Job Group Availability/Utilization/Underutilization

Analysis & Goals
Total Women
Employees Number
in Job Utilization | Availability Under- Annual %
Job Group Group # % % # utilized Goal
Officials and
Administrators 4 2| 500 40.02 2 0
Supervisors 3 21 667 5857 2 0
Professionals® 221 13| 59.1 5885 | 13 0
Office/Clericalf
Tech 8 7: 875| 7760| B 0
Totals 37 ] 24| 65% 23 o T
Total Minorities
Employees Number
in Job Utilization | Availability Under- Annual %
Job Group Group # % % # utilized Goal
Officials and
Administrators 4 31 750 7389 | 0 0
Supervisors 31 11 333 2537 | 1 0
Professionals” 22 6 27.3 16.80 ;1 4 0
Office/Clerical/
Tech 8 31 3756 22851 2 0
Totals a7 [ 13] 35% N - o
Total People with Disabilities
Employees Number
in Job Utilization Avaliablllty Under- Annual %
Job Group Group # % % # utilized Goal
Officials and
Administrators 41 1 25.0 1218 1 0 0
Supervisors 311 33.3 17.47 | 1 0
Professionais® 221 4 18.2 13.20 1 3 0
Office/Clerical/
Tech 8|1 12.5 1203 | 1 0
Totals 7] 7] 19% NN 5 0

*Inciudes MAPE and non-Clerical Commissicner's Plan employees

Department of Human Rights Affirmative Action Plan 2010 - 2012
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Two Factor Availability Analysis: Officials & Administrators

Women Minorities People with Disabilities
Assigned Weight | Initial Statistics Weighted Initial Statistics Weighted Initial Weighted
(%) (%) Statistics (%) Statistics Statistics (%) Statistics
Internat
Availabitity 10 60.00 6.00 28.00 2.80 20.00 2.00
External
Availability 90 37.80 34.02 5.10 4.59 11.31 10.18
Final Job Group Availability % 40.02 7.39 12.18

Source of Initial Statistics

Internal

Availabilify MDHR Supervisors & Professionals
External MME Extranet, Census 2000 data
Availability (Officials & Administrators)

Department of Human Rights Affirmative Action Plan 2010 - 2012
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Two Factor Availability Analysis: Supervisors

Women Minorities People with Disabilities
Assigned Weight Initial Statistics Weighted Initial Statistics Weighted Initial Weighted
(%) {%) Statistics (%) Statistics Statistics (%) Statistics
Internal
Availability 20 59.10 53.19 27.30 24.57 18.20 16.38
External
Availability 10 53.80 5.38 8.00 0.80 10.88 1.09
Final Job Group Avaitahility % 58.57 25.37 17.47

Source of Initial Statistics

internal

Availability MBDHR Professionals

External MMB Extranet, Census 2000 data
Availability (Prefessionals)

Department of Human Rights Affirmative Action Plan 2010 - 2012
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Two Factor Availability Analysis: Professionals

Women Minorities People with Disabilities
Assigned Weight initial Statistics Weighted initial Statistics Weighted tnitial Weighted
{%) {%) Statistics (%) Statistics Statistics (%) Statistics
Internal
Availability 40 66.67 26.67 30.00 12.00 16.67 6.67
External
Availabitity 60 53.80 32.28 8.00 4.80 10.88 6.53
Final Job Group Avaitahility % 58.95 16.80 13.20

Source of Initial Statistics

Internal MDHR Professionals &
Avaitability Office/Clerical/Technical
External MMBS Extranet, Census 2000 data
Availability (Professionals)

Department of Human Rights Affirmative Action Plan 2010 - 2012
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Two Factor Availability Analysis: Office/Clerical/Technical

Women Minorities People with Disabilities
Assigned Weight | Initial Statistics Weighted Initial Statistics Weighted initial Weighted
{%) {%) Statistics (%) Statistics Statistics (%) Statistics
Internal
Availability 50 87.50 43.75 37.50 18.75 12.50 6.25
External
Availability 50 67.70 33.85 8.20 4.10 11.56 5.78
Final Job Group Avaitability % 77.60 22.85 12.03

Source of Initial Statistics

internal

Availability MDHR Office/Clerical/Technical
External MMB Extranet, Census 2000 data
Availability (Office/Clerical)

Department of Human Rights Affirmative Action Plan 2010 - 2012
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Programs and Program Objectives

Program: Affirmative Action Education

Objective: Continue to provide education to department supervisors and
managers about Affirmative Action and about responsibilities in implementing the
Affirmative Action Plan.

Responsibility: Affirmative Action Officer and Human Resources Office.
Completion Date: Annually.
Action Steps:

Educate/refresh supervisors and managers about their role in implementing the
Affirmative Action Plan, creating and maintaining a healthy and humane
workplace and specific supervisory responsibilities that contribute to retention of
protected group members.

Objective: The Affirmative Action Officer wilt keep herself informed, updated
and aware of Affirmative Action and Equal Opportunity policies, news, training,
and events.

Responsibility: Affirmative Action Officer
Completion date: Ongoing
Action Steps:

The Affirmative Action Officer is an active member of the Alliance for
Cooperation & Collaboration in Employment & State Services (ACCESS), which
is geared toward creating and maintaining a statewide diversity/affirmative action
system to ensure that diversity, equal opportunity and affirmative action best
practices are designed and implemented to achieve the goal of attracting,
recruiting, hiring, developing and retaining a diverse workforce that is truly
representative of Minnesota's diversity. As an active member of this group, the
Affirmative Action Officer partners with other Affirmative Action Officers and
Human Resource Directors on issues that affect diversity, affirmative action and
equal opportunity.
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Programs and Program Objectives (continued)

Objective: The Affirmative Action Officer will keep the staff informed, updated
and aware of Affirmative Action and Equal Opportunity policies, news, training
and events.

Responsibility: Affirmative Action Officer
Completion Date: Weekly/biweekly/monthly/quarterly

Action Steps:

1. Post Affirmative Action Plan on staff bulletin board and internal shared
website.

2. Distribute weekly/biweekly/monthly/quarterly publications announcing
training, conferences, events, etc.

Program: Affirmative Action Improvements

Obijective: Individual Development Plan assessments are being used to
determine specific training and/or development opportunities to assist with
retaining employees.

Responsibility: Human Resources Manager/Training Coordinator, Managers
and Supervisors.

Completion Date: Annually

Action Steps:

1. Individual Development Plan assessments are completed at the time of
employees’ annual performance evaluations.

2. The Human Resources Manager/Training Coordinator reviews the
Individual Development Plan assessments.

3. The Human Resources Manager/Training Coordinator consuits with
individual supervisors and employees to determine how to most
effectively address their needs.
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Pre-Employment Review Process

The Department of Human Rights will make a good-faith effort to reach the goals
of the Affirmative Action Plan; the procedure laid out below will be followed when
hiring.

Consultation with Managers

Managers will be kept advised of the goals and disparities for the various
occupational categories under their supervision by the AAQ.

Selection Process: Pre-employment Review

1.

When a decision is made to fill a vacancy, the AAO/Human Resources
Manager will be notified in writing.

Once notified of the effort to fill a vacancy where a disparity exists, the
AAO/Human Resources Manager will work closely with the hiring manager,
monitoring and collecting data at each step of the hiring or promotional
process.

The Human Resources Manager and the supervisor/manager will develop a
position description and determine the necessary job-related criteria:
knowledge, skills, and abilities.

The Human Resources Manager determines whether any bargaining unit
employees are to bid on the position. If so, the job will be posted for the
required length of time. If an employee bidding on the job is successful, the
job will be filled in accordance with the union contract.

The Human Resources Manager ascertains whether a job announcement is
necessary.

If a job announcement is necessary, management, with assistance from
AAO/Human Resources Manager, will recruit affirmatively for the position.
The Human Resources Manager will maintain complete documentation of the
recruiting to monitor the Department’s progress.

The AAO/Human Resources Manager will ascertain whether the applicant
pool contains candidates who will help the agency reduce any disparity and
will insure that the selection procedures used will not resulf in discrimination
against protected groups.
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Pre-Employment Review Process (continued)

8.

The manager will devise a list of uniform job-related questions. The
AAO/Human Resources Manager will make sure that they are uniform,
appropriate and job-related. However, if the AAO/Human Resources
Manager is a potential candidate for the vacancy, the Commissioner will
review the questions.

. The résumés of all candidates will be reviewed by the manager and

compared to the qualifications stated in the job announcement. Those
candidates who most closely match the qualifications stated in the job
announcements will be selected as the pool of candidates to be interviewed.

10. Prior to offering a position to a candidate, the manager will discuss the

11.

anticipated selection the AAO to ascertain that the selection is consistent with
the Department’s Affirmative Action Plan goals. These two parties will
discuss who will be and who will not be hired by considering candidates on
the basis of their knowledge, skills and abilities.

If the AAO is dissatisfied with the manager’s decision to reject a protected
group member, the manager will explain in writing why the protected group
person was not selected. The AAO and the Deputy Commissioner will review
copies of the written rejection. No selection will be made until such written
reasons have been reviewed if the AAO and the Deputy Commissioner
believe that the reasons for rejection are insufficient, the selection will be
referred to the Commissioner, whose decision is final.

12.The AAO/Human Resources Manager will keep documentation on the

selection process for all appointments. Data on every appointment, where
there is a disparity, will indicate how much opportunity the depariment had to
act affirmatively and what was actually done.

13. Protected group status is not identified as public data according to the

Minnesota Government Data Practices Act. Therefore, information pertaining
to the protected group status of applicants and employees will not be
disclosed.
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Methods of Auditing, Evaluation, and Reporting Program
Success

To ensure that progress in implementing the agency’s affirmative action plan can
be monitored and evaluated, the following methods will be used:

The following documentation will be maintained by the agency's Affirmative
Action Officer and retained for at least five years. (All documentation will
contain, at a minimum, information regarding an individual’s job classification,
race, sex, and disability.)

1. Copy of the affirmative action plan.

2. Copies of tracked résumés used to fill positions during the preceding
twelve month period.

3. A record of all promotions, transfers, new hires, and terminations, along
with a record of all temporary, seasonal, or provisional hires.

4. A record of any disciplinary actions taken.

5. A record of all discrimination complaints filed.

The Affirmative Action Officer will annually review and analyze the above
documentation to determine compliance with affirmative action goals and
prepare a summary of hiring practices and disciplinary action to be included in
the agency’'s annual affirmative action report to Minnesota Management and
Budget if disparities exist.

The Affirmative Action Officer will report any internal complaints to the
Commissioner of Minnesota Management and Budget within 30 days of final
determination.

Any layoff decisions will be reviewed by the Deputy Commissioner and the
Human Resources Manager/Affirmative Action Officer prior to implementation to
determine their effect on agency affirmative action goals and timetables.

Department of Human Rights Affirmative Action Plan 2010 - 2012 23



Minnesota Department of

HUMAN RIGHTS

POLICY: Management and Administration

PROCEDURE: Emergencies

Sec/Num: 1.2 Unit Oversight: Commissioner’s Office
Effective: 6/15/05 Supersedes: All Previous

Policy Statement:

It is the policy of the Minnesota Department of Human Rights (Department) to conduct our work in a manner
consistent with our guiding principles of service, quality, efficiency, timeliness, neutrality and respect. It is
the policy of the Department to secure its property to prevent theft, vandalism or unauthorized use. Further,
it is the policy of the Department to protect staff, visitors, and property from the effects of a major natural or
man-made disaster to the extent possible with available resources. The Department will develop
procedures to ensure the safety of its employees and assets and to direct employees on their
responsibilities in the event of an emergency.

Purpose of Procedure:
To provide an action plan that MDHR staff will follow in the event of an emergency.
Definition:

Emergency - "An emergency is any unplanned event that can cause deaths or significant injuries to
employees, customers or the public; or that can shut down your business, disrupt operations, cause
physical or environmental damage, or threaten the facility's financial standing or public image" (Federal
Emergency Management Agency, 1993).

Responsibilities:
A. INCIDENT COMMAND SYSTEM

The Incident Command System (ICS) provides for the coordinated response, clear chain of command and
safe operations during a potential or actual emergency.

The Incident Commander is responsible for front-line management of the incident, for tactical planning and
execution, for determining whether outside assistance is needed, and for relaying requests for internal
resources or external resources. Each potential or actual emergency will have a person assume the role of
Incident Commander.

e |f a potential (alarm) or actual emergency exists (fire, weather, bomb threat, etc.), the first person
on scene not directly involved in the incident will assume the Incident Commander role. However,
if circumstances warrant, the safety officer, or member of administration or management may
assume the Incident Commander role from the initial Incident Commander.

Note: Any time Incident Command is assumed by another person, the transfer must be made face to face
and include a statement that Incident Command is being assumed.
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B. INCIDENT COMMAND HEIRARCHY
+  First person who recognizes or receives a threat
s  Safety Officer*
+ Commissioner”
»  Deputy Commissioner®

¢ Management Level Staff*

Safety Committee Members

* Denotes members of the Incident Command Hierarchy with authority to assume Incident Command from
the Safety Officer.

Procedure/instructions:
A. EMERGENCY RESPONSE PROCEDURES

Although the following procedures are written in sequential order, some actions will occur simultaneously
through the delegation of responsibilities by the incident Commander.

1. Personal Safety
In situations where you believe you are not safe, leave the area of potential harm.

a. if you feel unsafe before meeting with a member of the public:
i. Notify your supervisor of your concern. Should your supervisor be unavailable, notify your lead
worker, when applicabie, or another manager/supervisor.
ii. Precautions that may be taken, by the person who has concern or by any of the
aforementioned, include, but are not limited to the following:
a) Ask/direct a co-worker to attend the meeting with you.
b) Ask/direct a person{s) to watch the meeting from inside the reception area (window,
video).
+ ifthere is no imminent threat, the person asked/directed to monitor the meeting
from inside the reception area should be from the same unit.

¢ Should tensions heighten during the meeting where a possible threat of physical
harm is a concern, the person monitoring the situation should alert their supervisor
(or lead worker, when applicabie, should the supervisor be unavailable}. Any
available staff may also be notified to respond (menitor or intervene).

¢) Bring a personal panic alarm with you to the meeting.

+ Before leaving the receptionist area, turn on the alarm receiver, press the activator
to ensure it is working properly, and inform the receptionist that you will be taking
the device to the meeting.

+ [fan alarm is activated, the receptionist will activate the office panic alarm.

b. if you feel unsafe while meeting with a member of the public:
i. Leave the area of potential harm.
ii. Notify receptionist or a co-worker in the area. Receptionist or the co-worker will notify your
supervisor {or fead worker, should the supervisor be unavailable)
iii. During the meeting, position yourself to make a quick exit.
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c. If you feel unsafe with a co-worker:
i. Leave the area of potential harm.
ii. Notify your supervisor.
d. Should you have to calt 9-9-911 {*911), provide the following when communicating with 911
dispatch:
i. State the problem (unruly person; assaull, etc.)
ii. Give the department’s address and suite number.
iii. Answer the operator’s questions (description of the person-race, height, weight, clothing, etc.)
iv. Stay on the line until the operator ends the cail.
v. If the problem changes {becomes worse or improves), let the operator know so the call can be
updated as needed.
vi. If the problem ends, let the operator know that a response is not needed.

e. Use of force is authorized under Minnesotia Statutes 2005, 609.06 may be used upon or
toward the person of another without the other's consent when used by any person in
resisting or aiding another to resist an offense against the person.

i. The intentional taking of the life of another is authorized when necessary in resisting or
preventing an offense which the actor reasonably believes exposes the actor or another to
great bodily harm or death.

2. Fire

a. If you suspect smoke or fire:
i. Go to the suspected area and determine if smoke or fire exists.
b. If you detect smoke or fire and the fire does not currently threaten human safety:
i. Call 9-9-911 and give:
a) Your name,
b) Location- Sibley Square at Mears Park, 190 East 5th Street, Suite 700 (seventh floor)
¢} Fire focation and relevant details.
ii. Notify the Safety Officer and Commissioner,
iit. Notify building management at 651.221.0999. After hours, page 651.538.4488 and enter your
phone rumber, you will get a call back.
iv. Put the fire out while positioning between the fire and exit.
v. Assign a staff person to meet the Fire Department at the Sibley Street entrance and escort
them to the fire scene.
c. If the fire is currently a threat to human safety:
i. Initiate evacuation of the office starting at the fire scene.
ii. Pull the arm of the closest fire alarm pull station.
iii. Call 9-9-911 and give:
a} Your name.
b) Location- Sibley Square at Mears Park, 190 East 5th Street, Suite 700 {seventh floor)
¢) Fire location and relevant details.
iv. Notify the Safety Officer and Commissioner.
v. Notify building management at 651.221.0999. After hours, page 651.538.4488 and enter your
phone number, you will get a call back.

3. Evacuation
Note: Incident Commander will initiate evacuation of an area or building.

a. If it is safe to evacuate via the stairwells:
i. Immediately leave the office via the closest exit. Close your office door.
ii. In the event that many people are attemptling {o leave through the same door at the same
time, form a single or double line to expedite exit.
iii. Receptionist will ensure members of the public in the reception area are notified to evacuate.

Department of Human Rights Affirmative Action Plan 2010 - 2012 26



iv. Immediately leave the office via the closest emergency exit stairwell.
a) Stairwell "B" is located by the passenger elevator bank (primary evacuation stairwell).
b} Stairwell "C" is located on the north side of the building by the freight elevator (secondary
evacuation stairwell).
¢) Stay to the RIGHT when evacuating down the stairs to allow sufficient rcom for
emergency responders going up the stairs.

v. Once outside the building, staff will assemble in the middle of Mears Park (located on the
northeast corner of the building, opposite side of the street).

vi. Supervisors will notify Incident command if their subordinates are or are not accounted for.

vii. Incident Commander will notify emergency responders of any person unaccounted for,

viii. Building reentry will occur upon approval from the emergency responders’ incident command
and the Department's incident Commander.

ix. If reentry is not possible, the emergency responders’ incident command wilt notify the
Department's Incident Commander. The Depariment's Incident Commander may advise staff
to leave untit the building is safe for reentry, or to go to a different location and resume
Department operations. At this point, the Disaster Recovery Plan will go into effect.

b. If it is not safe to evacuate via the stairwells:

i. Go fo the large conference room on the south side of the office. Close doors when leaving an
office/room.

ii. Call 9-9-811 and give:

a) Your name.
b) Location- Sibley Square at Mears Park, 130 East 5th Street, Seventh flocr, Suite 700.
¢) Fire location, your location and relevant details.

iii. Place signage on the window indicating a need for rescue.

iv. Signal for emergency responders’ attention, but do not break windows.

v. If smoke becomes a safety issue:

a) Place rags, towels, tape, or clothing under and around the safe location door.
b) Get close to the floor.
¢} Cover face/mouth with a rag or clothing.
d) Take short breaths.
c. If evacuating a person with a medical condition requiring assistance:

i. People requesting evacuation assistance will be assigned cne or two "buddies” to aid in
evacuation.

ii. At alarm andfor evacuation notification, the "buddy(s)" will go to the workstation of the person
in need of evacuation assistance.

iii. "Buddy(s)" will assist the person to the safest emergency stairwell and evacuate.

Note: Unless emergency conditions mandate, it may prove more harmful to evacuate a person with
significant immobility. If the person in need of assistance elects to "Defend in Place,” the perscn wilt
position between the emergency location and emergency exit stairwell ("B" or "C"}, and wait for emergency
responder assistance. In the event this location becomes unsafe, the person will reposition inside the
stairwell and wait for emergency responder assistance or evacuate. The "Buddy(s)" will inform Incident
Command of the name of the person defending in place and their last known location.

4, Weather

a. If there is a tornado warning/emergency:
i. Close doors as you go to the public hallway between elevator bank and restrocoms.
ii. Sit against the wall, head down with your hands covering your head.
iif. Wait until the warning is lifted.
b. If there is a snow and/or ice emergency:
i. The Commissicner of the Department of Finance and Employee Refations may declare a
weather emergency and close State offices.
ii. Closure before the work day begins:
a) Monitor WCCO 830, WMNN 1330, KSTP, WCCO, KARE for closure information.
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iit. Closure during the work day:
a} Commissioner or Deputy Commissioner will receive notice and notify staff.
b} Receptionist will ensure members of the public in the lobby are notified of the office
closing.

5. Bomb Threat

a. If notification comes from someone other than the person claiming responsihility for the
bomb threat:

i. Ask where the bomb is located and if they notified 911. If they have not notified 911, ask them
to do so.

ii. f the bomb is located in a non-Department location in the building, notify the Safety Officer and
Commissioner. In the event the Commissioner is not available, notify the next person in the
Incident Command Hierarchy. Attempts must be made untit a person in the Incident
Command Hierarchy is notified.

iii. Notify building management at 651.221.0999. After hours, page 651.538.4488 and enter your
phone number, you will get a call back.

iv. If the bomb is located in the Department, notify the Safety Officer and Commissioner. in the
event the Commissioner is not available, notify the next person in the incident Command
Hierarchy. Attempts must be made until a person in the Incident Command Hierarchy is
notified.

v. {if directed to do so by the Incident Commander, search for the bomb starting at the location
where the bomb is said to be located. Or immediately go to h-i {Initiale evacuation of the
Department.) Expand out from that focation until the entire Department has heen checked or
until such time a suspicious object is found.

vi. During the search, direct any people in the area to move to an area away from the immediate
vicinity.

vii, Only discuss the bomb threat with staff involved in the search.

viii. If you are carrying a cell phone, tum it "OFF."

ix. i you find a suspicious object, do not touch it, and inform Incident Command.

a) Initiate evacuation of the Department.
X. if you do not find a suspicious object, notify Incident Cemmand.
xXi. Incident Commander will notify 811 and/or emergency responders and search team.
b. If notification comes from the person claiming responsibility for the bornb threat:

i. Record the conversation, if possible.

ii. If you have a ceil phone, call 911 and report the sifuation while maintaining contact with the
person making the threat.

iii. Ask where the bomb is; time it is set to go off; why the bomb was set; how to deactivate it;
what their name, address and phone number is; and listen for clues (gender of caller, age,
intoxication, music, talking, vehicles, chiidren, typing, machinery, etc.).

iv. Call 8-9-911 and give:

a) Your name.
b} Location- Sibley Square at Mears Park, 190 East 5th Street - Seventh floor, Suite 700.
¢) Suspicious object location, appearance and relevant details.

v. Notify the Safety Officer and Commissioner.

vi. Notify building management at 651.221.0999. After hours, page 651.538.4488 and enter your
phone number, you will get a call back.

vii. If the bomb is located in the Department, notify the Safety Officer and Commissioner. In the
event the Commissioner is not availabie, notify the next person in the incident Command
Hierarchy. Attempts must be made until a person in the Incident Command Hierarchy is
natified.

a) if directed to do so by the Incident Commander, search for the bomb starting at the
location where the bomb is said 10 be located. Expand out from that location until the
entire Department has been checked or until such time a suspicious object is found.
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b) During the search, direct any people in the area to move to an area away from the
immediate vicinity.
¢) Oniy discuss the search with staff involved in the search.
d) If you are carrying a cell phone, turn it "OFF."
e) If you find a suspicious object, do not teuch it and inform [ncident Command.
i. Initiate evacuation of the Department.
f} If you do not find a suspicious object, notify Incident Command.
i. Incident Commander will notify 911 and/or emergency responders and search
team.

6. Utility Outage

a. If there is a power outage:
i. If safe {no smoke or fire}, remain where you are until you receive instructions.
ii. Notify building management at 651.221.0999. After hours, page 651.538.4488 and enter your
phone number, you will get a call back.
iii. If unsafe (smoke or fire), follow emergency evacuation procedures.
b. If there is a gas leak or other utility emergency:
i. Notify the Safety Officer and Commissioner.
ii. Follow the instructicns of Incident Command and building management.

7. Elevator

a. If there is an elevator malfunction:
i. Use the phone located in the panel of the elevator car and give your name and that you work at
MDHR.
ii. State how many passengers are in the car and if anyone is injured or experiencing illness.
iii. State what elevator car you are in:
a) Passenger car #1 is the elevator closest to the office reception area door.
b} Passenger car #2 is the elevator closest to the restrooms.
c) Passengerffreight car #3 is the large elevator opposite elevator #1.
iv. State the flocr you are at or nearest to, if known, and the fioor to which you were going.
v. Do not attempt to force the doors open.
vi. Follow instructions of building management, contract elevator company representatives and
emergency management agents.

8. Injury/liiness

a. If you are notified of a person with significant injury or illness:
i. Calt 9-9-911 and give:
a) Your name.
b} Location- Sibley Square at Mears Park, 190 East 5th Street - Seventh ficor, Suite 700.
¢) The person's approximate age, gender, symptoms and/or description as to what is
CCoUrring.
. ii. Notify the Safety Cfficer, Commissioner and the injured/ill person’s supervisor.
a) Direct someoene o meet emergency responders at the Sibley Street entrance and escort
them to the incident scene.
b. If you observe a person with significant injury or illness:
i. Survey the scene. If safe, determing if the person is experiencing significant injury or illness.
i. If the person is experiencing significant injury or iliness:
a) Call 9-9-911 and give:

¢  Your name.
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*  location- Sibley Square at Mears Park, 190 East 5th Street - Seventh floor, Suite
700.

+ The person's approximate age, gender, symptoms and/or description as to what is
occurming

b) Notify the Safety Officer, Commissioner and the injured/ill person's supervisor,
+ Direct someone to meet emergency responders at the Sibley Street entrance.

¢) If qualified, render first aid and/or assistance.
9. Civil Disturbance

a. if there is disorderly behavior in the reception area:
i. Notify the Safety Officer and Commissicner.
a) Notify staff about the disturbance and not to leave the office, if deemed a safety concern,
ii. Call 9-8-911 and give:
a) Your name.
b) Location- Sibley Square at Mears Park, 190 East 5th Street, Seventh fioor, Suite 700.
¢) Disturbance location and relevant details.
iii. Notify building management at 651.221.0999. After hours, page 651.538.4488 and enter your
phone number, you will get a call back.
b. If a civil disturbance is close to the office:
i. Notify the Safety Officer about the disturbance.
ii. Safety Officer will monitor (visual from office/phone) the disturbance and notify staff when it is
finished.

10. Hazardous Materials

a. If there is an internat Department hazardous materials exposure:
i. Depending on the severity of exposure, contact 89-9-911.
ii. Notify the Safety Officer and Commissioner.
a) Obtain materiat data safety sheets {MSDS) and/or provider material information and
determine material exposure information and/or instructions.
b) If the health or safety of the exposed person is in jeopardy, follow injuryfiliness procedure.
iii. Notify building management at 651.221.0999. After hours, page 651.538.4488 and enter your

phone number, you will get a call back.
b. If there is a hazardous materials exposure external to the Department:
i. If advised to evacuate:
a) Notify the Safety Officer and Commissicner.
b} Follow evacuation procedure.

11. Office Panic Alarm
An office panic alarm is placed at the receptionist desk and activated to alert employees that the
receptionist or person meeting with a customer in the lobby or interview room needs immediate
assistance.

a. When the alarm is activated staff will respond in-person to the front desk:

i. Al Intake/Safety staff.
ii. Supervisors and managers.

12. Dangerous Weapons

a. If a person teils you they have a dangerous weapon or you see a dangerous weapon:
i. Leave the immediate area.

Department of Human Rights Affirmative Action Plan 2010 — 2012 30



ii. Call 9-9-911 and give:
a) Your name.
b} Location- Sibley Square at Mears Park, 190 East 5th Street, Seventh floor, Suite 700.
¢) Disturbance location and relevant details.
iii. Notify the Safety Officer and Commissioner.
a) Keep staff away from the person until such time emergency responders resolve the
incident.

B. TIME OFF IN EMERGENCIES

Employees who report to work and are then sent home because of an emergency shatl not be paid for more
than their reguiarly scheduled hours. Employees shall not be enriched through additional compensation,
including compensatory time, or increased benefits as a result of the emergency situation.

Any employees required by the Commissioner or Deputy Commissioner to remain at work during an
emergency shall not be paid for more than their regularly scheduled hours or actual hours worked.

Employees on approved sick or vacation leave shall not have such leave restored to their balances.

An employee's absence with pay for emergency situations shall not exceed sixteen hours during an
emergency unless the Commissioner of Minnesota Management and Budget authorizes a longer time
period.

C. CLOSING THE OFFICE IN AN EMERGENCY

As a general rute, staff are not authorized to leave work for the day unless they are specifically instructed to
do so by the Commissioner or Safety Officer. Many emergencies that may require an evacuation of the
office are temporary and may not require closing the office and sending staff home. Unless staff are
authorized to leave work, they must return to the office once the emergency situation has been resolved
and it is appropriate to do so.

If an emergency is dectared during the business day, the Commissioner or deputy Commissioner will be
notified by telephone and fax prior to the declaration. The Commissioner of Minnesota Management and
Budget will also notify the media of the declaration. Once notification is received, the Commissioner or
deputy Commissioner will relay the information to staff and allow them to leave immediately. If offices are
closed during the workday, the remainder of the day, up to the end of the employee's normally scheduled
workday, is considered emergency leave.

Employees will not receive pay for emergency leave, including weather emergency leave, unless the
Commissicner of Minnesota Management and Budget dectares the emergency and authorizes payment. An
employee who chooses not to report to work or who leaves early because of inclement weather, absent an
emergency declaration, must use annual leave or leave without pay as appropriate.

An employee's absence with pay for emergency situations shall not exceed sixteen hours during an
emergency unless the Commissioner of Minnesota Management and Budget autharizes a longer time
period.
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~4 HUMAN RIGHTS

POLICY: Benefits of Employment

PROCEDURE: Reasonable Accommodation

Sec/Num: 4.3 Unit Oversight: Administration
Effective: 7/1/06 Supersedes: All Previous

Policy Statement:

It is the policy of the Minnesota Department of Human Rights (Department) to provide employees with
access to benefits as allowed under applicable collective bargaining agreements and compensation plans.
Additionally, it is the policy of the Department to manage an employee’s use of benefits so that the
individual's performance provides for the achievement of organizational objectives.

Purpose of Procedure:

To encourage the employment and promotion of qualified people, including individuals with disabilities.
The Department's reasonable accommodations policy applies to all departmental employees and any job
applicant requesting accommodation prior to an employment interview.

To develop a process for providing reasonable accommodations to qualified employees or job applicants
with disabilities when such accommodations are directly related to performing a job, utilizing a privilege or
benefit of employment, or competing for a job on an equal basis. The primary factors in evaluating an
accommodation are: 1) whether the accommodation will enable the person to perform the essential
functions of the job safely and efficiently; 2) whether the accommodation will enable the person to compete
for the job on an equal basis, and 3) whether the accommodation is the most cost effective.

Procedure /Instructions:

Disability: A "Disability" means any condition or characteristic that renders a person a disabled person.
A disabled person is any person who (1) has a physical, sensory or mental impairment which materially
limits one or more major life activities; (2) has a record of such an impairment; or (3) is regarded as
having such an impairment.”

Qualified Individual With A Disability: A qualified individual with a disability is an individual with a
disability who meets the skill, experience, education and other job-related requirements of a position held
or desired, and who, with or without reasonable accommodation, can perform the essential functions of a

job.

Undue Hardship: Is defined by the ADA as an action that is "excessively costly, extensive, substantial, or
disruptive, or that would fundamentally alter the nature or operation of the business."

In determining whether or not the making of a reasonable accommodation would impose an "undue
hardship" on the operation of the department, factors to be considered must include the nature and cost
of the accommodation in relation to:

1. the overall size of the employer;
2. the nature and structure of the employer's operation including the composition and
structure of the employer's workforce;
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3. the financial resources of the employer and its reasonable ability fo finance the
accommaodation;

4. the impact of the accommodation on the employer’s facilities; 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.

REQUEST FOR A REASONABLE ACCOMMODATION BY A CURRENT EMPLOYEE

1. The employee will inform her/his supervisor of the need for an accommodation. The employee
or the supervisor must complete the Request for Reasonable Accommodation form. If
necessary, the supervisor will work with the ADA Coordinator to obtain documentation of the
individual's functional limitations.

2. When an accommaodation has been requested, the supervisor wili, in consultation with
the employee:

. discuss the purpose of the job and the essential functions (it may be
necessary to compiete a step-by-step job analysis);

. determine the precise job-related limitation(s),

. identify potential accommodations and assess the effectiveness of each; and select and
implement an appropriate accommodation. The employer need not provide the
accommodation of the employee's choice as long as the accommodation provided is
reasonable.

3. The supervisor and/or employee may seek technical assistance from the agency ADA
coordinator as needed.

4. If the supervisor is unable to make a decision about a requested accommodation, sthe
will forward the written request for accommodation along with her/his recommendation
to the division director within five working days of the employee's request. If the
division director is unable to make a decision, the request will be forwarded along with
her/his recommendation to the commissioner within 10 days of the employee's initial
request. The commissioner, working with the agency's ADA Coordinator, will make the
decision and provide the response to the division director and the employee within 10
working days after receiving the request.

5. If the proposed accommodation cannot overcome the existing barriers, or if the
accommodation would cause undue hardship to the operation of the agency, the
employee and ADA coordinator will work together to determine whether reassignment
to a vacant position may be an appropriate accommodation.

+ Look for a vacant position that is equivalent to the one held by the employee.

« If the employee is not qualified for a vacant position with or without a reasonable
accommodation, or no equivalent vacant position exists, the agency may, as an
accommodation, reassign the individual to a vacant position in a lower classification
for which the employee is qualified. In this case, the agency is not required to
maintain the employee's salary at the previous fevel.

« Look for transfer, mobility, and noncompetitive and competitive opportunities.
REQUEST FOR A REASONABLE ACCOMMODATION - JOB APPLICANT

All initial communication with job applicants regarding job vacancies shall indicate the willingness of the
agency to make reascnable accommodation to the known physical or mental disability and shall invite
applicants to contact the agency for the needed accommodation in the application process.

1. The individual contacted with the request shall contact the Affirmative Action Officer
immediately, in order to ensure that reasonable accommodation is provided at the
interview, requests shall be handled in a timely manner.
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2. The Affirmative Action Officer shall contact the job applicant and/or appropriate
technical experts to discuss the needed accommodation and possible alfernatives.

3. If the accommodation is reasonable, the Affirmative Action Officer will take the
necessary steps to see that the accommodation is provided.

4, If the accommodation is deemed to be unreasonable, the Affirmative Action Officer
shall so advise the applicant and inform the applicant of hisfher right to file a complaint
with a federal enforcement agency.

PROVIDING A REASONABLE ACCOMMODATION - EMPLOYEES
A. Metheds of Providing a Reasonable Accommodation -

Reasonable accommodations may be provided in a number of ways. These include, but are not
limited to, the following:

1. making existing facilities used by empioyees readily accessible to, and usable by, an
individual with a disability;

. modifying equipment or purchasing assistive devices;

. modifying work schedules;

. restructuring the job;

. providing support services;

. reassigning the employee to a vacant, more appropriate position; or

. adjusting or modifying examinations, training materials or poficies.

~NSGorh W

The Depariment is not required to lower guality or quantity standards to make an
accommodation. Nor is the Department required to provide personal use items, such as
glasses or hearing aids, as accommodations.

B. Funding for Reasonable Accommodations

The Department wilt make funds available in order to provide reasonable accommodations to
employees/job applicants with disabitities. The commissioner will determine the amount. Funds will
be used only when a reasonable accommedation request has been approved and signed by the
commissioner.

C. Purchase and Maintenance of Accommodations

1. While the person requesting the reasonable accommodation may suggest an
appropriate accommodation, the department is free to choose the specific
accommeodation to be provided. The department may provide another accommodation
equal or superior to the one suggested in practicality, usefulness or cost effectiveness.

2. All tangible accommodations purchased by the department wilt be the property of the State of
Minnesota and shall be used oniy for job related functions. The maintenance of equipment will
be the responsibility of the Depariment and projected maintenance costs will be a factor in
the initial decision to provide accommodations.

DETERMINING WHETHER REQUESTED ACCOMMODATION IS AN UNDUE HARDSHIP

1. If, in the opinion of the supervisor receiving the request for an accommodation, the cost or
scope of the accommodation might alter the nature or operation of the department, the
supervisor and AAO/ADA Coordinator will meet with the deputy commissioner to review the
requested accommodation({s), and will consider:

+ the nature and cost of the accommodation in relation to the size and financial resources of the
Department as an employer; and
+ the impact of the accommodation on the nature or operation of the department.
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2. If the deputy commissioner determines that the accommodation will impose an undue
hardship, he AAO will forward an analysis of the situation and the reasons it is determined to
_cause an undue hardship, along with a recommendation to the commissioner within 10
working days following the employee's request or within three working days following an
applicant’'s request.

3. The commissioner will provide a decision in writing to the AAQ, supervisor, deputy
commissioner, and the employee or applicant within 3 working days after receipt of the
analysis and recommendation.

APPROVED ACCOMMODATIONS

1. The Affirmative Action Officer shall complete the "Reasonable Accommodations
Agreement Form" and obtain necessary signatures

2. The Affirmative Action Officer submits appropriate purchasing documents to the deputy
commissioner if equipment, furniture, or other assistive devices must be purchased.

DENIAL OF A REQUESTED ACCOMMODATION

All denials of requests for reasonable accommodation will be documented and kept on file by the
Affirmative Action Officer. A copy of the document denying the request for reasonable accommodation
will be given to the supervisor. Medical information related to accommodation requests shalt be
maintained, along with all other medical information, in a confidential file separate from the employee's
general personnet files. The Affirmative Action Officer will notify the employee of the denial and inform
the employee of his/her right to appeal and to file with other government agencies such as the United
States Equal Employment Opportunity Commission.

APPEAL

An employee who is dissatisfied with the reasonable accommodation decision can appeai directly to the
commissioner within fifteen (15) working days of the decision. The commissioner will review pertinent
material and steps leading to the decision according to the following criteria;

job relatedness

effectiveness

necessity

the relationship between the accommodation and essential job functions
cost

other claims of undue hardship

* & 8 & * @

The commissioner will make a final determination within ten working days of the appeal. The Affirmative
Action Officer will then convey written copies of the decision to the employee and supervisor. If the
employee is still dissatisfied with the decision, sfhe may file with a federat enforcement agency. The
depariment's Affirmative Action Officer will provide employees and compliance agencies with
information on assistance needed in the appeals process. Information will be provided in compliance
with the Minnesota Government Data Privacy Act. Compliance agencies that are investigating
complaints or request information from the agency head will be provided documentation refating to the
denial of a request for reasonable accommaodation.

ASSISTANCE WITH REASONABLE ACCOMMODATION COMPLIANCE

All requests for information or assistance in determining reasonable accommodation for qualified
disabled employees/job appiicants may be directed to the department's Affirmative Action Officer,
the Minnesota State Council on Disability, or Minnesota Management and Budget. These
resources may also assist in locating other resources or interpreting reasonable accommodation
requirements.
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Recruitment Plan

Recruitment Activities — 2008 — 2010

This information was submitted electronically. A copy of the electronic
submission is attached.

General Comments on Recruitment

The Human Resources Manager is responsible for recruitment efforts, such as
overseeing the recruitment of qualified candidates. In regard to recruitment of
persons with disabilities, the agency is currently complying with the requirements
of the Americans with Disabilities Act in our recruitment activities by making
materials available in alternate formats and meeting in locations that are
accessible.
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Retention Plan

The Human Resources Manager/Affirmative Action Officer, Kristi Streff, is
responsible for overseeing the retention activities for the Department of Human
Rights.

The department is making every effort to retain protected group employees. The
Affirmative Action Officer will continue to conduct exit interviews of all staff
leaving the department. information from the exit interviews, along with
statistical data from SEMAA4 regarding turnover and retention will be compiled,
analyzed, and presented to management with the intent of retaining specific
groups.

The department will continue to create and maintain a respectful environment for
all employees by offering annual training to all employees and requiring training
for new employees. Such training may include, but shall not be limited to,
information on the following topics: Migrant Farm Community; Aged Community;
Gay/Lesbian/Transsexual Community; Sexual Harassment; Somali Community;
African-American Community; Individuals with Disabilities; Hate Crimes; Equal
Employment Opportunity Commission (significant case law); Attorney General's
Office (definition of disability and significant case law pertaining to Human
Rights). Supervisors and managers are trained in the necessary skills, and are
expected to know their roles and responsibilities to create and maintain a healthy
and humane workplace that contributes to retention of protected group
members.

Mentoring is provided for new staff. Assignments are made upon completion of
the trainee period or within two weeks of hire, whichever is applicable.
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Retention Program (continued)

Separation Analysis

Fiscal years 2009 and 2010 Separation Analysis data has been collected.
Findings conclude that 8 employees separated from the Department of Human
Rights. Two of these employees resigned for other employment opportunities
and six employees retired. Fiscal year 2010 data states that 5 employees
separated from the Department of Human Rights. Three of these employees
resigned for other employment opportunities, one employee was dismissed, and
one employee’s temporary appointment ended.

Mobility and Career Advancement

Employees receive information regarding mobility and career advancement
through the regular posting of vacancies, posting of training opportunities (state
and non-state programs), the ability to access the state opportunities via the
Minnesota Management and Budget's website, and the posting of career
opportunities with other governmental and non-governmental entities.
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Streff, Kristi (MDHR)

From: aareportsi@state. mn.us

Sent: Thursday, July 22, 2010 11:29 AM
To: Streff, Kristi (MDHR)

Subject: Recruitment Form Confirmation

You have submitted the following information.

Agency: Human Rights

Email: kristi streff@state.mn.us

Question 1. What recruitment sources/media/events does your agency use for the recruitment for women,
minorities and people with a disability in the past calendar year? Selected SNs, MMB, Diversity Website, Diversity

News, Comm Orgs, HS Partners, State Council partners, Pro Orgs, Agency Employee

Question 2. Indicate the total expenses your agency incurred for recruitment advertising and activities for fiscal
year 2010 (July 1, 2009 - June 30, 2010). Do NOT include staff time: $0.00

Question 3. Does your agency use Social Networking sites (i.e. LinkedIn, Facebook, Twitter, etc.) for Recruitment?
N

Question 4. What Social Networking site(s) has your agency used for recruitment in the last calendar year?
No Social Networking: Yes

LinkedIn:

Facebook:

Twitter:

MySpace:

Second Life:



Other:

Question 5. Does your agency have a policy regarding the use of Social Networking? Y
Question 6. Does your agency have an Internship Program? ¥

Question 7. Does your agency have a Mentorship Program? Y

Question 8. Does your agency employ Student Workers? Y

Question 9. Does your agency have a Work-Training Program? N

Question 10. Human Rights agrees to follow the guidelines set in M.S. 43A.191 Subd. 2d. yes

Please contact Nancy Erickson at 651-259-3625 with any questions.



