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Instructions

Thank you for completing this Preconstruction Packet for Prime Contractors!

The purpose of the Preconstruction Packet is for Prime Contractors and Subcontractors to develop a workplan to
help meet their project workforce goals in good faith.

Deadline

This preconstruction packet must be completed and submitted in its entirety to the Minnesota Department of
Human Rights within ten (10) days of the issuance of the Notice to Proceed.

All sections of the Preconstruction Packet must be completed and or it will be returned to the contractor.
Changes to the subcontractor list or the estimated subcontractor work schedule

If you make any changes to the Subcontractor List or the Estimated Subcontractor Work Schedule, you must
report them to the Minnesota Department of Human Rights within ten (10) days of the change.

Subcontractors

Prime contractors are required to submit all Preconstruction Packets for Subcontractors to the Minnesota
Department of Human Rights. Prime contractors must send each subcontractor on the project their packet to
complete and should use information from the subcontractors to complete this packet.

How to send your packet

Email documents to: Compliance. MDHR@state.mn.us (Preferred)

Mailing Address: Minnesota Department of Human Rights

Workforce and Equal Pay Certificate Division

540 Fairview Ave. N., Suite 201, Saint Paul, MN 55104
We're here to help

If you have any questions, please contact us at compliance.MDHR@state.mn.us.
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Data Practices Notice

What are we asking for?

The Minnesota Department of Human Rights asks you to give us information to review your company’s
compliance with Certificate requirements under the Minnesota Human Rights Act.

What happens if you do not give us the information?

If the Minnesota Department of Human Rights is unable to determine your compliance status, this could result
in your company’s Certificate being suspended, revoke, or denied reinstatement.

This may impact your company’s ability to execute contracts with the State of Minnesota, metropolitan
agencies, cities, counties, other political subdivisions, and the University of Minnesota.

Who will have access to the information?

The following information is public, meaning anyone who requests it will have access to it:

e General company information.

e Decisions by the Minnesota Department of Human Rights to issue, not issue, revoke, or suspend or
otherwise penalize a certificate holder.
o List of Workforce Certificates holders.

The following information is not public:

e Other information submitted to the Minnesota Department of Human Rights related to a obtaining
or maintaining a Certificate.

A person or entity may have access to any information submitted to the extent it pertains to them but may not
have access to information about other people or entities. Minnesota Department of Human Rights employees
who need access to private and nonpublic information to do their jobs will have access to this information.

The Minnesota Department of Human Rights may need to share nonpublic information with the Minnesota
Attorney General’s Office, or other government entities to further an investigation, eliminate duplicate
investigations, resolve or dispose of a charge, for the purpose of complying with the laws governing Workforce
Certificates, or to promote public health and safety.

A court may order the Minnesota Department of Human Rights to give the data we collected to a person or
other entity.

L1 1 have read this notice and understand it.
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Workforce Goals

Construction companies set their own project workforce goals. Construction companies weigh a variety of
factors in setting their goals, including census data, availability of workers, and these overarching Workforce
Goals set by the Minnesota Department of Human Rights.

Who uses these goals?

Construction companies that have a contract with:

e The State of Minnesota and Metropolitan Agencies that exceeds $100,000.

e Acity, county, or other political subdivisions for a capital project funded by General Obligation bonds
that exceeds $250,000.

e The University of Minnesota for a capital project funded by General Obligation bonds that exceeds
$100,000.

Workforce Goals by Region

Goal for

I f
Regions People of Color and Goal for
. Women
Indigenous People
Two-county metropolitan region: 32% 20%
(1] (1)
Five-county metropolitan region: 22% 15%
(1] (1)

Central region:
Counties - Benton, Chisago, Isanti, Kanabec, Kandiyohi, McLeod, 15% 12%
Meeker, Mille Lacs, Pine, Renville, Sherburne, Stearns, Wright

Northeast region:

0, [+)
Counties - Aitkin, Carlton, Cook, Itasca, Koochiching, Lake, St. Louis 12% )

Northwest region:

Counties - Becker, Beltrami, Cass, Clay, Clearwater, Crow Wing,

Douglas, Grant, Hubbard, Kittson, Lake of the Woods, Mahnomen, 12% 9%
Marshall, Morrison, Norman, Otter Tail, Pennington, Polk, Pope,

Red Lake, Roseau, Stevens, Todd, Traverse, Wadena, Wilkin

Southeast region:
Counties - Dodge, Fillmore, Freeborn, Goodhue, Houston, Mower, 15% 9%
Olmstead, Rice, Steele, Wabasha, Winona

Southwest region:

Counties - Big Stone, Blue Earth, Brown, Chippewa, Cottonwood,

Faribault, Jackson, Lac Qui Parle, Le Sueur, Lincoln, Lyon, Martin, 15% 9%
Murray, Nicollet, Nobles, Pipestone, Redwood, Rock, Sibley, Swift,

Waseca, Watonwan, Yellow Medicine
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Workforce Goals Map

NORTHWEST
People of Color: 12%
Women: 9%

SOUTHWEST
People of Color: 15%
Women: 9%

CENTRAL
People of Color: 15%

NORTHEAST
People of Color: 12%
Women: 9%

HENNEPIN & RAMSEY
COUNTIES

People of Color: 32%
Women: 20%

ANOKA, CARVER, DAKOTA,
SCOTT & WASHINGTON
COUNTIES

People of Color: 22%
Women: 15%
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Prime Contractor Information and Estimated Work Hours

Please print or type

Prime contractor name

Mailing address

State, ZIP
Completed by: (First .
Title
and Last Name)
Email address Phone #
Project name Project #
Estimated start date Estimated end date
Project description Project county
Total dollar amount $ (Include totals for Prime contractor & all subcontractors)
People of color | Total for
Prime contractor(s) - Business name, contact person, and contact person phone number. Women & Indigenous all
people workers
1
2
3
TOTALS 0.00 0.00 0.00
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Subcontractor Information and Estimated Work Hours

Estimated hours ‘

People of

. . Total
Prime and subcontractors - Business Subcontract .. Color &
Description of work (Word Count: 15) Women . for all
Name, Contact Person, & Contact Ph. # amount (S) Indigenous
e workers

Prime contractor(s) — (list first & use
rad ditionalinesfrevesiifrmigdtipd emutiple Primes)
Primes)
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Estimated Hours

(Continued)

People of Total
Subcontractors - Business Name Subcontract Color &
! D ipti f k (Wi C t:1 W
Contact Person, & Contact Ph. # amount (S) R TS e GRS ) omen Indigenous el
workers
people
Total
subcontractor O OO O OO O . OO
hours )
Total project (Add totals for Prime contractor and all
$
dollar amount = subcontractors)
1 0,
Estimated % :stlmated = Grand total
stimated % ours .
Prime + sub O OO
hours completed by ( et O . OO . O . OO
completed by People of color
women & Indigenous
people
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Good Faith Efforts

Good faith efforts require construction companies to take prompt corrective action to help make sure the workplace is free from discrimination.

The Minnesota Department of Human Rights asked you some of these questions when your company completed its Workforce Certificate application.

When your company completes its Annual Compliance Report, your company will identify whether it became aware of any of the items listed
in the table on the next page, and what prompt corrective action your company took either internally or with its subcontractors.

The Prime Contractor affirms the following statements

Check each box below to affirm the statement.

[ We understand that setting and enforcing strong policies, providing quality training to employees, having strong accountability systems, and

regularly reviewing employment data are all important to create a discrimination-free workplace and help your company meet its project goals.

We agree to take prompt corrective action if we become aware that we, or our subcontractors, are not in compliance with any of the items on the
next page during the prime and subcontractors’ participation on the project.

Page 10 of 17



Items Requiring Prompt Corrective Action

Hiring process

Current employees

Workplace

Preemployment inquiries and application forms satisfy state law requirements (i.e., Pay History Law
and Ban the Box).

Job descriptions accurately reflect functions involved.

Selection procedures are valid predictors of job performance.

Job advertisements, hiring procedures, and decisions are consistent with the Minnesota Human
Rights Act.

Promotion, demotion, and termination procedures and decisions are consistent with the Minnesota
Human Rights Act.

Employees are welcome to participate in company-sponsored activities, consistent with the Minnesota
Human Rights Act.

Employees are welcome to participate in the company’s training or career improvement programs,

consistent with the Minnesota Human Rights Act.

Managers and supervisors follow the company’s equal employment opportunity policies.

Company leadership engages in evaluation of the company’s equal employment opportunity policies as
part of the company’s efforts to make its workplace free from discrimination.

Segregation does not exist at any facility.

Equal employment opportunity poster(s), consistent with the Minnesota Human Rights Act, are

prominently displayed for employees and job applicants.
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The Minnesota Department of Human Rights wants your project to be successful. By providing this information, we can assess whether any additional
opportunities or partnerships exist to support your company’s project workforce goals.

1. Provide pertinent language from your subcontractor agreements that addresses their obligations related to the prompt corrective action items above.

Share any related terms detailing how the subcontractors will be held accountable to the anti-discrimination obligations detailed above (in the prompt
corrective action section), such as regular meetings with subcontractors about the topics listed above, resources provided to address any issues

identified, warnings, and terminations of contracts if subcontractors fail to show good faith efforts to satisfy the anti-discrimination obligations listed
above.

3. What partnerships have you developed with unions, professional associations, community-based organizations, colleges/vocational programs,
apprenticeship/internship programs, and job fairs to identify and sponsor women, people of color, and Indigenous people into the trades?
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4. Who did you work with to recruit women, people of color, and Indigenous people? Check all the recruitment sources you have already or plan to
contact or utilize to recruit workers for this project, including women, people of color, and Indigenous people.

[ Unions

1 Job fairs (identify which job fairs)

[1 Business-sponsored recruiting events

" Other:

— Other:

[ Other:

_ Other:

L] Other:

Community-based organizations

Educational or training programs

O Goodwill/Easter Seals

1 Merrick Community Services
1 Summit Academy OIC

1 Twin Cities Rise

Tribal organizations

[ Tribal Employment Rights Offices (TEROs): Red Lake, Bois Forte,
White Earth, Mille Lacs and/or Leech Lake Bands of Ojibwe

Government

1 MN Dept. of Employment & Economic Development Workforce Centers

1 Dunwoody College of Technology

1 Hennepin Technical College

1 North Hennepin Community College

1 Northland Community and Technical College
1 Rochester Community and Technical College
1 St. Paul College

[ Saint Cloud Technical and Community College

O Other:

O Other:

O Other:

O Other:

O Other:
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Company Agreement

The Prime Contractor affirms the following statements. Check each box to affirm the statement.

We will keep a project file containing the items below, to be made available to the Minnesota Department of Human Rights upon request:

[ A list of all bids solicited on subcontracts; and

O A list and copies of all bids solicited from firms owned by women, people of color, and Indigenous people; and
O Copies of responses from all companies that declined to bid on subcontracts; and

IO Copies of the subcontractor agreements with terms outlining Workforce Goals as a labor performance item.

We agree to the following regarding our EEO Policy:

O We will post the Minnesota Department of Human Rights’ Non-Discrimination Poster at all worksites; and
O We will disseminate our Equal Employment Opportunity (EEO) Policy to all tiers of subcontractors; and
O We will discuss the EEO policy with other contractors and subcontractors with whom we anticipate doing business on this project

We agree to hold our subcontractors accountable by:

Including project workforce goals for this project in our subcontractor agreements; and

O Having subcontractors provide the estimated hours and percentages of women, people of color, and Indigenous people to help the prime
meet its project workforce goals; and

O Holding regular meetings with subcontractors to identify and discuss any items that require prompt corrective action and provide them
resources to address any issues identified; and

O Providing recruitment resources to subcontractors; and
O Ensuring that all subcontractors are discussing and displaying our EEO policy at their worksites.

We agree to the following:

O We conducted or will conduct an annual review/training with construction personnel, including Project Managers, Supervisors, and
Forepersons on our EEO and affirmative action obligations; and

O We will keep records of the above, including dates, sign-in lists of attendees, a copy of the agenda, copies of EEO Policy dissemination, and
related communications; and

O We will provide monthly reports to the Minnesota Department of Human Rights by the 10™" of each month containing our workforce
participation data, and will notify it of delays, amendments, change orders, extensions, and/or completion of the project.

Contact person Project name

Contact signature Project number
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Estimated Work Schedule for Prime and Subcontractors

Fill in dates that you and all subcontractors will be working on the project by marking with an X. In the first column, write the name of the businesses. Each box
signifies a week in the month. If the contract extends into the next calendar year, complete and attach a second schedule.

Do not leave blank

Business | Jan. Feb. Mar. Apr. May Jun. Jul. Aug. Sept. Oct. Nov. Dec.
name 20 20 20 20 20 20 20 20 20 20 20 20__
(Example) |:

Carmen XXX XX XJIX

Cement
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Business
Name

Jan.

20

Feb.

20

Mar.

20

Apr.

20

May
20

Jun.

20

Jul.

20

Aug.

20

Sept.
20

Oct.
20__

Nov.

20

Dec.
20
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Equal Employment Opportunity (EEO) Policy

O Please check this box if the Equal Employment Opportunity Policy your company submitted with its current
Workforce Certificate is still correct. If you checked the box, you do not need to complete this EEO policy.

Business name Date

EEO official, name EEO official, title
EEO official EEO official
Phone number Email address

This is to affirm our policy of providing equal employment opportunities to all employees and applicants for
employment in accordance with all applicable laws, directives, and regulations of federal, state, and local
governing bodies or agencies.

Our organization will not discriminate against or harass any employee or applicant for employment because of
race, color, creed, religion, national origin, sex, sexual orientation, gender identity, disability, age, marital status,
familial status, membership or activity in a local human rights commission, or status regarding public assistance.
We will take affirmative steps to ensure that all our employment practices are free of discrimination. Such
employment practices include, but are not limited to, the following: hiring, upgrading, demotion, transfer,
recruitment or recruitment advertising, selection, layoff, disciplinary action, termination, rates of pay or other
forms of compensation, and selection for training, including apprenticeship. We will provide reasonable
accommodation to applicants and employees with disabilities whenever possible.

We will evaluate the performance of management and supervisory personnel based on their involvement in
achieving these Affirmative Action objectives as well as other established criteria. In addition, all employees are
expected to perform their job responsibilities in a manner that supports equal employment opportunities.

| have appointed the above-named EEO Official to manage the Equal Employment Opportunity (EEO) program.
This person’s responsibilities include monitoring all EEO activities and reporting the effectiveness of the
business’ Affirmative Action program as required by law. | will receive and review reports on the progress of the
program. Any employee or applicant may inspect our Affirmative Action Plan and information related to our
EEO program during normal business hours. Please contact the EEO Official for further information.

Any employee or applicant for employment who believes they have been treated in a way that violates this
policy should contact either the EEO Official or any other management representative, including me. We will
take immediate action to investigate and address allegations of discrimination or harassment confidentially and
promptly.

Signature of CEO/President or Board Chairperson First and last Name (Please print)

Title Date
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