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2020-2022 Affirmative Action Development Training
 Yumi Finney| Statewide Affirmative Action Officer
 Nickyia Cogshell | Interim Statewide Director, Recruitment, Retention, & AA

Page 2
                        

Training Objectives
 Know MN regulations for Affirmative Action (AA) and the Affirmative Action Program (AAP)
 Minnesota Statues and Administrative Rules
 Purpose of Affirmative Action Plan
 Agency and MMB’s roles
 Understand: Changes in the 2020-2022 AAP template Process changes Availability and Underutilization
 Become familiar with data worksheets New data worksheets Data collection best practice Use of each worksheet and results Publishing the worksheets after MMB’s approval
 2
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Polling Question: #1
 You will see the polling question displayed on the right hand side of the screen.
 How many years of experience do you have developing Affirmative Action Plans?
 3
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Equity, Inclusion, and Affirmative Action Framework

Page 5
                        

Equal Opportunity & Affirmative Action
 Equal Employment Opportunity is a principle that asserts that all people should have the right to work and advance on the bases of merit and ability, regardless of their race, sex, color, religion, disability, national origin, age, genetics, status with regard to public assistance, creed, marital status, familial status, sexual orientation, membership or activity in a local human rights commission.
 Affirmative Action are employment programs required by state & federal statutes and regulations designed to remedy discriminatory practices in hiring protected group members; i.e., positive steps designed to eliminate existing and continuing discrimination, to remedy lingering effects of past discrimination, and to create systems and procedures to prevent future discrimination.
 5
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State of Minnesota Executive Order 19-01
 6
 One Minnesota
 Diversity, inclusion, and equity are … essential core values and top
 priorities to achieve One Minnesota
 Governor Tim Walz & Lieutenant Governor Peggy Flanagan
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State of MN Chief Inclusion Officer, Governor’s Office4 Strategic Areas of Focus
 7
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The Goal: An Inclusive Workplace
 8
 InclusionFostering an environment to
 innovate and leverage diversity as a competitive advantage. All employees should feel respected and valued, not only for what
 they bring to the workplace, but for who they are as
 people. Their perspectives will help us better engage with our constituents and
 communities.
 DiversitySupporting a workforce representing multiple
 backgrounds, genders, racial and ethnic groups, abilities, nationalities, identities and
 experiences to respond to and meet the varying needs of an
 increasingly complex and diverse world.
 EquityEnsuring employees have
 what they need to be successful in the workplace.

Page 9
                        

Frame of Affirmative Action Plan (AAP) in MN
 MS 43A.19 Affirmative Action Affirmative Action for the protected groups (i.e., females, racial/ethnic minorities, and individuals
 with disabilities) in MN
 MS 43A.191 Affirmative Action Programs Each agency w/ 1,000+ must have at least 1 full-time Affirmative Action Officer (AAO). Each executive branch agency must prepare/implement an AAP Affirmative Action Programs implementation obligation
 Minnesota Administrative Rules 3905.0400 and 3905.0600 Requirements for agency Affirmative Action Plans
 Administrative Procedure 19.1 Determined an AAP submission by July 31 of each even-numbered year.
 9
 https://www.revisor.mn.gov/statutes/cite/43A.19
 https://www.revisor.mn.gov/statutes/cite/43A.191
 https://www.revisor.mn.gov/rules/3905.0400/
 https://www.revisor.mn.gov/rules/3905.0600/
 https://mn.gov/mmb/assets/Affirmative-Action-Plan-Requirements-4-28-05_tcm1059-126305.pdf
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Related Executive Orders
 • Executive Order 19-01: Establishing a One Minnesota Council on Diversity, Equity, and Inclusion
 • Executive Order 19-15: Providing for Increased State Employment of Individuals with Disabilities.
 • Executive Order 19-20: Supporting the Selection and Employment of Veterans
 10
 https://www.leg.state.mn.us/archive/execorders/19-01.pdf
 https://www.leg.state.mn.us/archive/execorders/19-15.pdf
 https://www.leg.state.mn.us/archive/execorders/19-20.pdf
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Affirmative Action Officer Roles & Responsibilities

Page 12
                        

Affirmative Action Officer Role
 The Affirmative Action Officer is directly responsible for developing, coordinating, implementing and monitoring the department’s affirmative action program.
 Read responsibilities section on pages 6 - 7 of the Affirmative Action Plan Template.
 12
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Purpose of AAP
 Affirmative Action Plan (AAP) is a tool to ensure the playing field is even. If the above statement is true, further examine your agency strategies:
 How does your workforce actually look compared to the workforce your agency wants?• Trends? – If the prior year’s data is too of a small, analyze the past five or more years-
 accumulated data to determine trendsAre there any potential indicator(s) of barrier(s) in our practices? – If so, we need to take
 action!• Hiring/recruiting• Separation/retention• Promotion• Training
 Did our efforts make a positive impact on the workforce? – If not, what else should we do?• Past efforts – if they work, keep and credit them. If not, choose different strategies.
 13
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MMB and Agency's Roles
 MMB Provide:
 AAP template, resources, and related information/updates
 Training and technical assistance
 Oversee: Agencies’ AAP submission and plan
 approval Report submission
 Monitor regulatory changes and adjust practices/AAP content
 Collaborate agencies, System Office, and Metropolitan agencies
 Agencies Implement and submit AAP by July 31, 2020
 for 2020-2022 plan
 Post approved AAP on the agency’s website and report the link to MMB.
 Submit approved AAP to the Legislative Library.
 Direct the agency complaint process and procedure.
 Submit reports to MMB Monitoring the Hiring Process (MHP)
 Annual ADA
 Internal Disposition Report
 Annual Internal Complaint
 Annual Veteran’s report 14

Page 15
                        

Agency Reporting Obligations
 15
 Report Statues Due Date
 Monitoring the Hiring Process Quarterly Report
 M.S. 43A.191; Minn. Rule 3905.0700 Q1 (Jan./Mar): 3rd Friday AprilQ2 (Apr./June): 3rd Friday JulyQ3 (July/Sept.): 3rd Friday Oct.Q4 (Oct./Dec.): 3rd Friday Jan.
 Annual Internal Complaint Report
 M.S. 43A.04, subd. 3; Minn. Rule 3905.0500 Reported by calendar year; due January 30th annually
 Annual ADA Report All State Agencies M.S. 43A.191; Exec. Order 96-9; Title I and Title II of the Americans with Disabilities Act (“ADA”)
 Reported by fiscal year; due September 1st annually
 Annual Veteran’s Report Executive Order 10-13 Supporting the Selection and Employment of Veterans and Laws of Minnesota 2009, Chapter 94, Article 3, Section 22
 Reported by fiscal year; due November 11th
 Annual Disposition Report All State Agencies M.S. 43A.04, subd. 3; Minn. Rule 3905.0500
 Ongoing; within 30 days of final disposition of complaint
 https://www.revisor.mn.gov/statutes/?id=43A.191
 https://www.revisor.leg.state.mn.us/rules/?id=3905.0700
 https://www.revisor.mn.gov/statutes/?id=43A&view=chapter#stat.43A.04
 https://www.revisor.leg.state.mn.us/rules/?id=3905.0500
 https://www.revisor.mn.gov/statutes/?id=43A.191
 http://www.beta.mmb.state.mn.us/doc/ada/Executiveorder.pdf
 http://www.ada.gov/pubs/adastatute08.htm
 http://www.leg.mn/archive/execorders/10-13.pdf
 https://www.revisor.mn.gov/laws/?year=2009&type=0&doctype=Chapter&id=94
 https://www.revisor.mn.gov/statutes/?id=43A&view=chapter#stat.43A.04
 https://www.revisor.leg.state.mn.us/rules/?id=3905.0500
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Polling Question: #2
 You will see the polling question displayed on the right hand side of the screen.
 Reflect on your agency’s progress in reaching its 2018-2020 hiring goal, how would you describe your agency’s success?
 (You will conduct a deep-dive analysis as part of the Affirmative Action plan process)
 16
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Polling Questions #3
 You will see the polling question displayed on the right hand side of the screen.
 Select obstacles to reaching the goals set in your 2018-2020 Affirmative Action Plan.
 (Select as many choices as you want)
 17
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2020-2022 Affirmative Action Template & Resource
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2020-2022 AAP Template Changes
 Added ADA Title II (Programs and Services) Notice Under the Americans with Disabilities Act
 Grievance Procedure Under Title II of the Americans with Disabilities Act
 Americans with Disabilities Act (“ADA”) Title II (non-employee) Reasonable Accommodation/Modification in Public Services, Programs or Activities Request Form
 Minnesota State’s Board Policies and Procedures
 More meaningful Data Analysis
 Veterans are not included in the plan Veterans are not a protected group (the State of Minnesota is a veteran friendly employer; not required
 under Minnesota Statues)
 NEW AAP Instruction Manual 19
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2020-2022 AAP Benefits & Process Changes
 Benefits of the New AAP Template
 More consistent, accurate, and meaningful analyses, which will lead to more strategic focus
 Less confusion and error avoidance to obtain final availability and data analyses
 Developing accessible documents for publication
 Process Changes to 2020-2022to expedite approval process
 Submit the narrative AAP in word and AAP Appendix worksheet in excel WITHOUTrequired signatures to:
 MMB
 ([email protected])
 Get required signatures AFTER MMB confirms and resubmit the AAP in PDF and AAP Appendix in PDF with required signatures to:
 MMB([email protected])
 20
 mailto:[email protected]
 mailto:[email protected]
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2020-2022 Template Changes
 2018-2020 AAP 2020-2022 AAPAvailability
 • Allowed to chose from one, two, or multiple factor analysis
 Job Category Analysis• To determine internal availability.
 Determining Availability• Use two factor analysis• Describe how availabilities are calculated• Used updated census data by main geographical
 areas
 Underutilization Analysis and Affirmative Action Goals• Underutilization described as underutilized # of
 person
 Utilization/Availability Analysis, Establishment of Goals, and Timetables
 • Underutilization described as % of the final availability
 • Analyze subtle area(s)
 21
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2020-2022 AAP Template Changes
 2018-2020 AAP 2020-2022 AAP
 Separation and Retention Analysis by Protected Groups• Analyze separation by separation categories
 Progress and Personnel Activity ReportsIdentification of Areas for Further Monitoring
 • Workforce• Progress reports • Separation by separation categories
 Program Objectives, Identified Barriers, and Corrective Action to Eliminate Barriers
 • Describe efforts by the protected groups based on underutilization.
 Corrective Actions and Action-Oriented Programs• Describe concerned areas from underutilization
 analysis, progress reports, and separation analysis and develop actions to address the identified areas by EEO job category
 Other Action Oriented Program• Describe all other efforts
 22
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Availability
 Availability is NOT “a must have.”
 It is an aspirational goal.
 Note:
 You will need to conduct an additional composite analyses to obtain external labor market and internal workforce percentages.
 However, you will skip some parts of the composite analyses in 2020-2022 template.
 23
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Census Occupational Code Data
 24
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Census Data (External Availability) Selection
 25
 EEO Job Category: Officials and Administrators - Minorities* Given the example: the total employees is 100; race/ethnic minority is 7.
 Census Occupation Code (COC)
 Census Title USA Data (%) MN Data (%) Rochester MSA Data (%)
 Racial/Ethnic Minorities in
 Workforce (%)
 N/A All Management Occupations 16.90 6.80 3.70 7.00*
 0020 General and Operations Managers 14.20 5.40 3.90 7.00*
 0136Human Resources Managers 20.00 8.70 0.90 7.00*
 Census Data: American Community Survey, 2014-2018: https://www.census.gov/acs/www/data/data-tables-and-tools/data-profiles/
 https://www.census.gov/acs/www/data/data-tables-and-tools/data-profiles/
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External Availability – External/Internal Weighting
 26
 EEO Job Category: Officials and Administrators - Minorities* Given the example: the total employees is 100; race/ethnic minority is 7; Internal availability for race/ethnic minority is 14%.
 COC Census Title MN Data (%)
 Race/Ethnic minority in workplace
 (%)
 External/ Internal
 Weighting100/0
 Final Avail. (%)
 External/ Internal
 Weighting80/20
 Final Avail. (%)
 External/ Internal
 Weighting20/80
 Final Avail. (%)
 External/ Internal
 Weighting0/100
 Final Avail. (%)
 N/A All Management Occupations
 6.80 7.00* 6.80 8.24 12.56 14.00*
 0020 General and Operations Managers
 5.40 7.00* 5.40 7.12 12.28 14.00*
 0136 Human Resources Managers 8.70 7.00* 8.70 9.76 12.94 14.00*

Page 27
                        

Underutilization
 27
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Data Analysis for AAP Development

Page 29
                        

Required Data for AAP Development
 29
 Data Name Data Details When to UseData Snapshot Date
 All active classified and unclassified, including temporary unclassified employees by EEO job category as of 7/1/2020.
 It is acceptable for a different snapshot date, but it should be as close date as possible.
 Underutilization Job Category Analysis Feeder Group Analysis Internal Availability
 Hires/
 Rehires
 All classified and unclassified, including temporary unclassified, hires/rehires from 7/1/2018 – 6/30/2020 (FY2019-2020) by EEO job category.It is acceptable for a different data period, but it should be as close dates as possible.
 Progress Report
 Promotions All classified and unclassified, including temporary unclassified promotions during 7/1/2018 – 6/30/2020 (FY2019-2020) by EEO job category.It is acceptable for a different data period, but it should be as close dates as possible.
 Progress Report
 Separations All classified and unclassified, including temp unclassified, separations during 7/1/2018 – 6/30/2020 (FY2019-2020) by EEO job category. An employee who moved to a different college/university does not constitute a separation.It is acceptable for a different data period, but it should be as close dates as possible.
 Separation Analysis

Page 30
                        

Data Collection for AAP
 30
 AgenciesAll reports can be pulled from OBIEE. Go to shared folders, AgencyReportExchange, and EODI. Then, look for the report name for the below data.
 Data Name Report Name
 Data Snapshot Date EEO4 Detailed Protective Class Report
 Hires/Rehires/Promotions
 Hired Employee Demographics (Detailed Two Factor Analysis Data)
 Separations Separated Employee Demographics (Detailed Separation Analysis)

Page 31
                        

Break
 10 minute breakGet coffee, snack
 Stretch
 Go to bath room
 Anything you want
 Come back on time!
 31
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AAP Worksheets Appendix Structure
 32

Page 33
                        

AAP Appendix Worksheet
 Before you start developing your agency AAP, please review:
 AAP Appendix Instruction Manual (pdf)
 AAP Support Data Worksheets (excel)
 Read the instructions first.
 Data collection definitions
 Specific directions for data analysis
 Directions for how to use the worksheets
 IMPORTANT!
 Work from A to E in sequence. All worksheets are linked from prior
 worksheet(s).
 All cells have been locked for except cells for data entry.
 Password to unlock cells
 AAPworksheet See “Remarks” tab for unlock
 process.33
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AAP Appendix WorksheetA. Progress Report
 34
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AAP Appendix WorksheetA. Progress Report (cont.)
 Enter the number of hires and promotions for the EEO category that had underutilization in the prior AAP only.
 Notice: the very right column called “Goal Met?” indicates if you met the goals established in the prior AAP period.
 35
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AAP Appendix WorksheetB. Separation Analysis
 36
 Total %: the specific fraction of the total separationse.g., Total % (33.33%) of Dismissal/Non-Certification = 5 dismissal/non-certification ÷ 15 total separation
 % within Each Sep Type1: the protected group’s fraction of the total separation typee.g., Female % within Each Sep Type1 (60.00%) = 3 female dismissal/non-certification ÷ 5 dismissal/non-certification separation type

Page 37
                        

AAP Appendix WorksheetC. Job Category Analysis
 37
 Examine if the jobs are properly categorized in an appropriate EEO Job Category.
 Prove jobs are categorized in an appropriate EEO Job Category.
 EEO job category is attached with the job classification in the data and an EEO job category and job classification cross-walk list is available.

Page 38
                        

AAP Appendix WorksheetD. Feeder Jobs
 38
 Hypothetical movement into the job group Where do you draw your internal talent from? – From which jobs are promoted into and which jobs are
 promoted within the Officials/Administrators job category?

Page 39
                        

AAP Appendix WorksheetE. Determining Availability
 E.g., The reasonable recruitment area for Officials/Administrators job category is the entire MN, and the job category consists of dominantly Administrative series type of management jobs.
 Select Census Occupation Code (COC) 0101-Administrative Services Managers from the MN availability data.
 Visit:
 HR Toolbox-Affirmative-Action External Availabilities
 Or
 MMB.gov-Affirmative-Action External availabilities
 39
 https://mmb.extranet.mn.gov/mmb-extranet/hr-toolbox/recruitment-and-retention/equal-opportunity/affirmative-action/resources.jsp
 https://mn.gov/mmb/employee-relations/equal-opportunity/affirmative-action/templates-checklists-worksheets.jsp
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AAP Appendix WorksheetE. Determining Availability (Cont.)
 40
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AAP Appendix WorksheetF. Utilization Goals
 Establish Goals? Yes – there is underutilization and its goal is the same % as the final availability Monitor – there is no underutilization; however, need to monitor the job category b/c it may be underutilized
 where any employee movement occurs. Blank – there is no underutilization.
 Availability number and underutilized number
 These are for reference use only, DO NOT use for Affirmative Action Plan’s goals. These numbers are not a good indicator, because these numbers are always changing depending on employee movement.
 41
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Developing a Meaningful AAP Narrative
 Identify areas of concern and obstacles: Outreach, job descriptions, separation, reorganization, business/economic conditions, EEO category change,
 etc. Patterns you see in comparing to the past AAPs – do you always have goals for the same EEO categories
 and/or protected group? Same units?
 Analyze progress – Progress report Met or Missed a goal? – why is this? Sufficient/insufficient opportunities? A few hires – 30% is a hiring goal. One of 2 were female. Does it tell a story?
 Analyze changes in representation of the protected groups More/less protected group representation in your workforce? – Are the previous plan activities working? Decreased protected groups? – New activities need to be developed or too early to determine? Hiring rate exceeding the established goals?
 42
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Developing an Effective AAP Narrative
 Review feeder groups Do other jobs have skills as a feeder group to an EEO job category?
 Analyze applicant flow Did the outreach activities bring qualified applicants? What was the hiring rate from the
 applicants by the activities?
 Examine your hiring processes. Do you see processes in which applicants in protected group(s) were removed? Are there other barriers to processes like, screening steps or interview steps?
 Review the effectiveness of training Who can benefit from training? How does the training assist employees’ career development?
 Other additional trainings?
 43
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Developing an Effective AAP Narrative
 After you analyze the data, what are your areas of concerns.
 Describe: Actions to address the
 concerns Timeline What does success look
 like?
 Areas for Further Monitoring Corrective Actions
 Officials/Managers• Racial/Ethnic Minorities and Individuals with
 Disabilities are underutilized.• Lower promotional rate into this job category for
 females and individuals with disabilities, which contributes to the underutilization for these protected groups.
 • By June 30, 2021, develop an awareness or training strategy for racial/ethnic minorities and individuals in the officials/managers job category to prepare for promotional opportunities.
 • By December 31, 2020, partner with racial/ethnic minorities and individuals with disabilities community organizations to establish relationships to develop talent pipelines to positions in this job category. Evaluate the success of these activities at the end of this plan year.
 Professionals• The agency needs to “monitor” racial/ethnic
 minorities because underutilization may occur by some employee movement.
 • Individuals with Disabilities are underutilized.
 • Data shows racial/ethnic minority professionals disproportionately leave voluntarily by resignation.
 Even though there is no underutilization of racial/ethnic minorities in this job category, it is an area that potentially will be underutilized if protected group members separate.
 • By June 30, 2021, provide workshops on career ladders and develop a mentor program to support career development.
 • Immediately review agency exit survey data for racial/ethnic minorities and conduct an analysis. Develop a plan to address any significant issues.
 • Utilize the State of Minnesota Connect 700 program to increase exposure to state jobs in the disability community.

Page 45
                        

Publishing & Submitting your Agency’s AAP

Page 46
                        

Publishing AAP Appendix Worksheets After Approval
 46
 Remember Published tabs in the AAP Appendix worksheets?

Page 47
                        

Publishing AAP Appendix Worksheets After Approval
 47
 Open the PDF made from the excel.
 Click “Tools” on top of the PDF.
 Click “Accessibility.”
 Click “Full Check” and “Start Checking.”
 Right click on “Title – Failed” under “Document (3 issues).”
 Click “Fix.”
 Do not need to do with “Tables (2 issues).”
 Save the PDF.

Page 48
                        

Template, Instructions, and Related Resources
 HR Toolbox:
 https://mmb.extranet.mn.gov/mmb-extranet/hr-toolbox/recruitment-and-retention/equal-opportunity/affirmative-action/templates-checklists-worksheets.jsp
 MMB AAP web page: https://mn.gov/mmb/employee-relations/equal-opportunity/affirmative-action/resources.jsp
 48
 Available: AAP Template
 AAP Appendix Worksheets
 AAP Check List
 AAP Template and AAP Appendix Worksheet Instructions
 Resources EEO Job Category and Job Code Cross-
 walk list
 Availability by geographical areas
 https://mmb.extranet.mn.gov/mmb-extranet/hr-toolbox/recruitment-and-retention/equal-opportunity/affirmative-action/templates-checklists-worksheets.jsp
 https://mn.gov/mmb/employee-relations/equal-opportunity/affirmative-action/resources.jsp
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AAP Submission and Approval
 Submit AAP in word and AAP Appendix in excel by July 31, 2020 without required signatures
 MMB ([email protected])
 Receive an Approval or request to update from MMB.
 AFTER Confirmed by MMB for no more update: Submit a final AAP in PDF and AAP Appendix in PDF with all required signature to
 MMB ([email protected])
 AFTER received an approval memo from MMB: Send copies of AAP and AAP Appendix to the Legislative Reference Library and put them on your web site.
 Report the URL of the AAP and AAP Appendix to MMB ([email protected])
 Contact us, if you have questions forYumi Finney ([email protected]) or Nickyia Cogshell ([email protected]) 49
 mailto:[email protected]
 mailto:[email protected]
 mailto:[email protected]
 mailto:[email protected]
 mailto:[email protected]
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Thank You!Q&A Session: June 10, 9:30 – 11:30 a.m.
 Yumi [email protected]
 651-201-8029
 Nickyia [email protected]
 651-201-8207
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