	[image: H:\Logos\ODEO and MMB Logo.PNG]
	GLOSSARY OF TERMS



This glossary is intended to serve as a tool to assist you in understanding what a specific word or term means in the context of equal opportunity, affirmative action, diversity, and non-discrimination. It is not intended to be all encompassing. 
[bookmark: _GoBack]
[bookmark: a]Accessibility:  The absence of access barriers. When a website, building, or portion thereof complies with ADA guidelines.

ADA see Americans with Disabilities Act.

Adverse Impact (effect):  When certain personnel or program eligibility policies (i.e.:  word-of-mouth recruiting, diploma requirements, intelligence tests, minimum height requirements, disproportionate terminations, or layoffs) have the effect of denying employment, advancement, or services to Protected Group Members.

Adverse Treatment:  An action that would in any way deprive an individual of employment, educational opportunity, or services which they were otherwise eligible to receive or negatively affect his or her status.

Affirmative Action (AA):  The development of a program through which an employer acts to affirm the contributions that a diverse workforce can bring to a work environment. This is accomplished by taking specific steps to identify, recruit, hire, and/or develop for advancement, persons who are identified as part of specific protected group. Thus, an employer demonstrates its willingness to remedy past acts of discrimination against specific groups by developing goals and timetables, and mechanisms through which success is measured, with an ultimate goal of achieving a diverse workforce.

Affirmative Action Goals:  Realistic, numerical objectives to identify underutilization of Protected Group members. These goals help agencies make a good faith effort to be diverse and inclusive.

[bookmark: Affirmative]Affirmative Action Plan (AAP):  The document, required by Minnesota Statute 43A.191, from appointing authorities of agencies which provides the method for implementation of Affirmative Action.

Affirmative Action Program:  The implementation of an Affirmative Action Plan.

Agency:  A department, commission, board, institution, or other employing entity of the civil service, in which all positions are under the same appointing authority. (Minnesota Statute 43A)

[bookmark: americans]Americans with Disabilities Act (ADA):  Legislation that gives civil rights protections to individuals with disabilities similar to those provided to individuals on the basis of race, sex, national origin, and religion. It guarantees equal opportunity for individuals with disabilities in public accommodations, employment, transportation, state and local government services, and telecommunication.

Amplified Telephone:  A telephone, which is equipped with a sound amplification device, such as an amplified headset or a freestanding amplifier.

Applicant:  A person who has completed a state application for employment and has submitted it to Minnesota Management and Budget or other Appointing Authority who has been delegated authority to recruit and examine individuals for state jobs. (Minnesota Statute 43A)

Applicant Pool:  Applicants who satisfy any limits on consideration for the position and who have been determined to meet the minimum qualifications for a vacant position. (Minnesota Statute 43A)

Appointing Authority:  A person or group of persons empowered by the constitution, statute, or executive order to employ persons in, or to make appointments to, positions in the civil service. (Minnesota Statute 43A)

Assistive Listening Device:  A device that enhances hearing, such as a personal system, which can be used for listening to television, attending meetings with speakers, and round-table discussions. Group assistive listening systems provide listening for groups or certain individuals in groups (i.e.:  Audio Loop).

Assistive Listening System see Assistive Listening Device.

Audio Loop:  An assistive listening system consisting of a continuous length of wire that acts as an antenna for an audio receiver system to which individual receivers can be attached. Used in conference, classroom settings, etc. by individuals who are hard of hearing.

Availability:  The presence of protected group members "ready, willing and able to work" used in setting goals and determining Underutilization and Parity.

Balanced Class:  Any Class in which no more than 80 percent of the incumbents are male and no more than 70 percent of the incumbents are female. (Minnesota Statute 43A)

Bargaining Unit:  A group of employees in similar Job Categories, whose terms and conditions of employment are set collectively. The Public Employment Labor Relations Act (PELRA) (179A.10) defines bargaining units in state government. Each bargaining unit is entitled to be represented by an executive representative (a union or other employee organization).

Braille:  A reading method for the blind predicated on the use of a six-dot cell, using the dots in various combinations. Also, a code using short form words, letter combination abbreviations, and special signs to indicate capitalization and other punctuation. To be read by touch.

Business Necessity:  Justification for an otherwise prohibited employment practice based on proof that the otherwise prohibited employment practice is essential for the safety and efficiency of the business and that no reasonable alternatives with a lesser impact exist.

Career Family:  A group of job classes that share a common kind of work, subject matter, expertise, and training, and provide generally similar products and services (i.e.:  Accounting/Audit/Fin Careers).

Career Series:  A group of job classes within a career family that form a logical and unique career path (i.e.:  Auditing is a career series within the Accounting/Audit/Fin Careers career family).

Civil Service:  All employees in the legislative, judicial and executive branches of state government and all positions in the classified and unclassified services as provided in Minnesota Statute 43A.07 and 43A.08. (Minnesota Statute 43A.02).

Class:  One or more positions sufficiently similar with respect to duties and responsibilities that all of the following apply:  the same descriptive title may be used with clarification to designate each position allocated to the class; the same general qualifications are needed for performance of the duties of the class; and the same schedule of pay can be applied with equity to all positions in the class under the same or substantially the same employment conditions. (Minnesota Statute 43A)

Compliance:   The degree to which an employer carries out (complies with) the mandatory Affirmative Action Plan or non-discrimination clause in its contracts.

Compliance Review:  Routine review of the employment practices of an employer by an agency.

[bookmark: d][bookmark: department]Department of Justice, Civil Rights Division, Office of the Americans with Disabilities Act (DOJ):  The federal agency with overall responsibility for enforcement of the ADA, investigating complaints, and providing technical assistance on the ADA.

[bookmark: descriptive]Descriptive Video Service:  The enhancement of a television program or movie with audio descriptions of costumes, scene information, and actions not already perceived by simply listening to the audio. Descriptions are done so that they do not interfere with the program itself. (see Separate Audio Program)

Disability:  A physical or mental impairment that substantially limits one or more of the major life activities. (ADA)

Disabled Veteran:  A person entitled to compensation under laws administered by the Veterans Administration for disability, or a person whose discharge or release from active duty was for a disability incurred or aggravated in the line of duty.

Discrimination:  Illegal treatment of a person or group (either intentional or unintentional) based on race, color, creed, religion, national origin, sex, sexual orientation, disability, age, marital status, membership or activity in a local human rights commission, or status with regard to public assistance.

Discriminatory Harassment:  A repeated, blatant, or persistent pattern of verbal, psychological, social, or physical action, which results in intimidation, ridicule, entrapment, degradation, coercion, or harm with the purpose or effect of unreasonably and substantially interfering with and/or jeopardizing an individual’s employment. Behavior that unreasonably creates an intimidating, hostile, or offensive work environment between supervisors and subordinates or among co-workers and is based on a protected characteristic.

Disparity:  An Underutilization of qualified Protected Group candidates.

Diversity:  The inclusion, integration, awareness, and appreciation of various cultures and abilities within a workforce and the opportunity for the maximum utilization of individual members' talents, skills, and perspectives with a view towards increasing the organization's productivity.

DOJ see Department of Justice.

Employment Actions:  Actions related to hiring, discharge, tenure, compensation, terms, upgrading, conditions, facilities, or privileges of employment.

Equal Opportunity (EO):  An organizations' effort to ensure that all personnel and service programs, policies and practices will be formulated and conducted in a manner which will ensure equal access for all people and prevent discrimination. As part of this effort, organizations will ensure that employment and service provision policies will be based solely on the individual eligibility, merit of applicants, employees and recipients of services for jobs and services without regard to race, color, creed, religion, national origin, sex, sexual orientation, disability, age, marital status, membership or activity in a local human rights commission, or status with regard to public assistance.

Equal Employment Opportunity Commission (EEOC):  Independent federal agency created by title VII of the Civil Rights Act of 1964. Responsible for administering Title VII, EEOC may bring suit, subpoena witnesses, issue guidelines which have the force of law, render decisions, and provide technical assistance to complainants and others. The EEOC, which does not conduct routine compliance reviews, investigates complaints of discrimination in employment and finding probable cause attempts to achieve resolution agreements and may bring a failed resolution to court of law.

Employment Condition:  Any limitation on continuous employment caused by the number of hours of work assigned to an employee, and his/her appointment status. Hours of work may be full-time, part-time or intermittent. Appointment status may be unlimited, temporary, emergency, or seasonal.

Employment Status:  The status of the employee filling the position. Examples of employment status include: probationary, permanent, academic, and not applicable.

Essential functions:  Tasks considered most critical to the job that employees in the position are actually required to perform and if removed would fundamentally change the job.

Executive Order:  A written instrument promulgated by the President of the United States or Governor of an individual state, which has the force of law.

Female-dominated Class:  Any Class in which more than 70 percent of the Incumbents are female. (Minnesota Statute 43A.02).

[bookmark: goals]Goals:  A numerical objective, fixed realistically, in terms of the number of vacancies expected, and the number of qualified applicants available in the job market.

Good Faith Efforts:  A term used to describe documented, honest attempts to reach Affirmative Action goals.

Having a Record of Such an Impairment:  Having a history of, or having been classified as having, a mental or physical impairment that substantially limits one or more major life activities.

[bookmark: individual]Hostile Work Environment:  The workplace is permeated with discriminatory intimidation, ridicule, and insults that are sufficiently severe and pervasive to alter the conditions of the victim’s employment and/or create an abusive working environment.

Incumbent:  The employee currently in the position.

Individual with a Disability:  A person who has a physical or mental impairment that substantially limits one or more of her/his major life activities, is regarded as having such an impairment, or has a record of such an impairment.

Intern: An individual who, for a work experience, is receiving academic credit from or is fulfilling an academic requirement of, an accredited educational institution. (Minnesota Statute 43A.02)

Job Analysis:  A detailed analysis of the important functions of a particular job and the knowledge, skills, and abilities necessary to successfully perform the functions.

Job Category (or Job Categories):  The grouping of job titles by related responsibilities and functions:

Official/Administrator:   Occupations in which employees set broad policies, exercise overall responsibility for execution of these policies, or direct individual departments or special phases of the agency’s operations, or provide specialized consultation on a regional, district or area basis. Includes:  department heads, division chiefs, directors, deputy directors, controllers, wardens, superintendents, sheriffs, police and fire chiefs and inspectors, examiners (bank, hearing, motor vehicle, warehouse), inspectors (construction, building, safety, rent-and-housing, fire, A.B.C. Board, license, dairy, livestock, transportation), assessors, tax appraisers and investigators, coroners, farm managers, and kindred workers.

Professional:   Occupations which require specialized and theoretical knowledge which is usually acquired through college training or through work experience and other training which provides comparable knowledge. Includes:  Personnel and labor relations workers, social workers, doctors, psychologists, registered nurses, economists, dieticians, lawyers, system analysts, accountants, engineers, employment and vocational rehabilitation counselors, teachers or instructors, police and fire captains and lieutenants, librarians, management analysts, airplane pilots and navigators, and kindred workers.

Technician:   Occupations which require a combination of basic scientific or technical knowledge and manual skill which can be obtained through specialized post-secondary school education or through equivalent on-the-job training. Includes:  computer programmers, drafters, surveyors, licensed practical nurses, photographers, radio operators, technical illustrators, highway technicians, technicians (medical, dental, electronic, physical sciences), police and fire sergeants, inspectors (production or processing inspectors, testers and weighers), and kindred workers.

Protective Service (Sworn/Non-sworn):   Occupations in which workers are entrusted with public safety, security and protection from destructive forces. Includes:  police patrol officers, fire fighters, guards, deputy sheriffs, bailiffs, correctional officers, detectives, marshals, harbor patrol officers, game and fish wardens, park rangers (except maintenance), and kindred workers.

Office/Clerical:  Occupations in which workers are responsible for internal and external communication, recording and retrieval of data and/or information and paperwork required in an office. Includes:  bookkeepers, messengers, clerk-typists, stenographers, court transcribers, hearing reporters, statistical clerks, dispatchers, license distributors, payroll clerks, office machine and computer operators, telephone operators, legal assistants, sales workers, cashiers, toll collectors, and kindred workers.

Skilled Craft:  Occupations in which workers perform jobs which require special manual skill and a thorough and comprehensive knowledge of the processes involved in the work which is acquired through on-the-job training and experience or through apprenticeship or other formal training programs. Includes:  mechanics and repairers, electricians, heavy equipment operators, stationary engineers, skilled machining occupations, carpenters, compositors and typesetters, power plant operators, water and sewage treatment plant operators, and kindred workers.

Service Maintenance:   Occupations in which workers perform duties which result in or contribute to the comfort, convenience, hygiene or safety of the general public or which contribute to the upkeep and care of buildings, facilities or grounds of public property. Workers in this group may operate machinery. Includes:  chauffeurs, laundry and dry cleaning operatives, truck drivers, bus drivers, garage laborers, custodial employees, gardeners and groundskeepers.

Job class see Class.

Large Print:  Any print that is 14 point type or larger.
[bookmark: m]
Major Life Activity:  One of many functions such as caring for one's self, performing manual tasks, walking, seeing, hearing, thinking, speaking, breathing, learning, and working.

Male-dominated Class:  Any Class in which more than 80 percent of the Incumbents are male. (Minnesota Statute 43A.02)

Metropolitan Statistical Area (MSA):  An enumeration district designated by the Federal Office of Management and Budget (OMB) for statistical purposes.

Minnesota Department of Human Rights (MDHR):  A neutral state agency that investigates charges of illegal discrimination, ensures that businesses seeking state contracts are in compliance with equal opportunity requirements, and strives to eliminate discrimination by educating Minnesotans about their rights and responsibilities under the Minnesota Human Rights Act.
[bookmark: mod]
Minnesota Human Rights Act (MHRA), Minnesota Statute 363A:  Prohibits discrimination in employment, housing, public accommodations, public services, and education.  With respect to employment, the MHRA prohibits any employer with one or more employees from discriminating against job applicants or employees on the basis of race, color, creed, religion, national origin, sex, sexual orientation, disability, age, marital status, membership or activity in a local human rights commission, and status with regard to public assistance.  Additionally, the MHRA requires employers with 15 or more employees to provide reasonable accommodations to individuals with disabilities unless the employer can demonstrate that the accommodation would impose an undue hardship.

Minnesota Management and Budget (MMB):  A non-partisan state agency.  MMB’s mission is to increase state government’s capacity to manage and utilize financial, human, information, and analytical resources in order to provide exceptional service and value for Minnesota’s citizens.

Minnesota State Council on Disability (MSCOD):  A state agency that collaborates, advocates, advises and provides information to expand opportunities, increase the quality of life and empower all individuals with disabilities.

Minority:  Any individual from the following racial and/or ethnic groups:

Black:  Having origins in any of the Black racial groups of Africa or the Cape Verde Islands.

Hispanic (Latino/a):  Mexican, Puerto Rican, Cuban, Central or South American or other Spanish culture or origin, regardless of race.

Asian or Pacific Islander:  Having origins in any of the original peoples of the Far East, Southeast Asia, the Indian Subcontinent, or the Pacific Islands.

Native American:  Having origins in any of the original peoples of North America, and maintaining cultural identification through tribal affiliations or community recognition.

Nepotism:  The practice of showing favoritism to relatives or close friends of other employees over other applicants applying for positions.

Non-Exempt Employees:  Employees that are covered by minimum wage and overtime provisions of the Fair Labor Standard Act (FLSA, Wage and Hour Law).

[bookmark: odeo]Office of Diversity and Equal Opportunity (ODEO):  An office within Minnesota Management and Budget (MMB) that ensures practices of non-discrimination and equal opportunity and delivers solutions in attracting, hiring, retaining, and promoting a diverse and inclusive workforce. ODEO ensures the compliance of state agencies with all state and federal laws and regulations as they pertain to employment and oversees and monitors affirmative action, equal opportunity, Americans with Disabilities Act (ADA) compliance, and statewide recruitment efforts.  In addition, ODEO provides training, monitoring, technical assistance, and advice to State agencies. 

[bookmark: Parity]Parity:  Equality. The ultimate goal of Affirmative Action programming by achieving the same level of representation internally as that achieved in the external workforce.

Person with a Disability see Individual with a Disability.

Physical or Mental Impairment:  A condition, such as contagious and non-contagious diseases and conditions such as orthopedic, visual speech and hearing impairments, cerebral palsy, epilepsy, muscular dystrophy, multiple sclerosis, cancer, heart disease, diabetes, mental retardation, emotional illness, learning disabilities, HIV disease, tuberculosis, drug addiction, alcoholism, that substantially limits one or more major life activities, such as thinking, walking, speaking, hearing, seeing, working, learning, and breathing.

Program Accessibility:  Operating programs and activities so, when viewed in their entirety, they are readily accessible to and usable by individuals with disabilities. No qualified individual with a disability may be excluded from participation in, or be denied the benefits of the service, programs or activities of the Provider because of an access barrier.

Protected Characteristics: Legally identified characteristics that are specifically protected in statute against discrimination. These include race, color, creed, religion, national origin, sex, sexual orientation, disability, age, marital status, membership or activity in a local human rights commission, or status with regard to public assistance.

Protected Class see Protected Group.

[bookmark: #Protected]Protected Group:  Legally identified groups that are specifically protected by statute against discrimination. Protected group status is automatically conferred upon recognized minority group members, females, individuals with disabilities, etc., by the law. These are the same individuals who should be covered by the State's Affirmative Action Program.

Public Employment Labor Relations Act (PELRA) (Minnesota Statute 179A):  The primary law governing public-sector collective bargaining in Minnesota. 

[bookmark: q]Qualified Individual:  A person who meets legal valid, predetermined and announced eligibility requirements. For example, a person with a disability who, with or without reasonable modifications to rules, policies, practices and or facilities, meets essential eligibility requirements shall be considered qualified.

Qualified Interpreter:  An interpreter who is able to interpret effectively, accurately and impartially both receptively and expressively, using any necessary specialized vocabulary. (ADA)

Readily Accessible to and Usable by:  When a program, service or activity is no harder to get to and used by an individual with a disability than it would be for anyone else.

Readily Achievable:  Easily accomplishable and able to be carried out without much difficulty or expense. (ADA)

Reasonable Accommodation:  The modification of environments, policies, programs, schedules, requirements and or facilities to adapt to the needs and abilities of an individual with disabilities, unless it would impose undue hardship. Reasonable accommodation may include building ramps, setting up TTY telephone lines, acquiring, providing auxiliary aids or services (like amplification equipment, sign language interpreters, qualified readers, a talking computer) or modifying existing equipment and providing job restructuring, modification of work schedules, reassignments of employees and/or clients.

Recently Separated Veteran:  A Veteran who has served in active military service, at any time on or after September 11, 2001, and who has been honorably discharged from active service, as shown by the person's form DD-214. (Minnesota Statute 197.447)

Recruitment Area:  The geographical area in which an employer can reasonably recruit persons for employment (i.e.:  United States, Minnesota, Minnesota Metropolitan Statistical Area (MSA), specific county, specific city, etc.).

Regarded as Having a Disability:  If a person is treated as having a disability, or if a person has a physical or mental impairment that substantially limits major life activities only as a result of the attitudes of others towards such impairment then that person is considered to have a disability.

Rehabilitation Act of 1973:  An act of Congress creating civil right protections for persons with disabilities in federal programs.

Relay-System:  A 1-800 telephone service that enables a hearing person to speak to a deaf/hard of hearing person without a TTY.

Remedy:  Whatever is required to "make the charging party whole," that is, whatever would have (or would not have) happened, had a violation not occurred, or, where that is not possible, money to compensate the charging party.

Section 504 of the Rehabilitation Act of 1973:  Section of the Act creating civil rights protections for persons with disabilities in programs receiving federal assistance.

Selection Procedures:  Refers to the process for choosing the successful applicant for employment or advancement or for admission to a program.

[bookmark: separate]Separate Audio Program (SAP):  A device built into televisions manufactured after 1987, which permits access to a separate audio track that includes descriptive narrative along with the program's original dialogue. Utilized by individuals who are blind or visually impaired. (see Descriptive Video System).

Sexism:  The belief in the superiority of one sex over the other based on the belief that gender is the determinant of human traits and capacities.

Sexual Harassment:  Sexual advances, requests for sexual favors, or verbal or physical conduct of a sexual nature which created a hostile, humiliating or offensive work environment, which materially interferes with the employee's ability to perform the job; submission to, or rejection of, sexual advances or requests for sexual favors which form the basis of an employment decision.

Signaler:  A signaling device equipped with a flashing light (visual), an audio message (audio), or movement (motion) available with combined functions for fire, doorbell, and telephone. Could also include a bed shaker and strobe light for the bedroom or a strobe light only for the living room.

Student Worker:  An unclassified employee in accord with Minnesota Statute 43A.08. Subd. 1(15), who is currently enrolled in an educational institution while working part-time or full-time. Student workers differ from Interns in that they are not working to fulfill an academic requirement or to receive academic credit.

Systematic Discrimination:  A pattern of discrimination that is the result of pervasive interrelated actions, policies, and procedures.

Tape:  Print material read onto an audiocassette tape by sighted readers to be used by blind and visually impaired individuals who cannot access print.

TTY:  A telecommunication device for the deaf, consisting of a machine that employs graphic communication in the transmission of coded signals through a wire or radio communication system.

Television Caption Decoder:  A unit similar to a cable converter box, that is designed to decode a signal that allows captions that are easily visible (usually white letters against a black background) and appear at the bottom of television screens.

Timetable:  The timeframe set for attaining measurable Goals in an Affirmative Action program.

[bookmark: u][bookmark: #Underutilization]Underutilization:  Having fewer protected group members in a particular job classification would be expected by their availability in the Workforce or Recruitment Area.

Undue Burden:  See Undue Hardship.

Undue Financial or Administrative Burden:  A defense available to a state or an entity operating a program, service, or activity for that state which relieves it of responsibility for failure to provide access when the modification needed to provide access would fundamentally alter the program, service, or activity inquisition or would be so costly that it would exceed its resources.

Undue Hardship:  Significant difficulty or expense when considering the nature and cost of the accommodation, the overall financial resources of the organization and the type of operations of the organization.

Unlawful Employment Practice:  Any policy analysis conducted by an employer to determine whether protected group members are employed in the major job categories.

Validation:  The study of an employer's tests or selections standards, which proves that such tests or standards, is significant predictions of successful job performance. The study requires a large sample of applicants and must include representatives of groups suffering adversely from such standards.

Veteran:  A citizen of the United States or a resident alien who has been separated under honorable conditions from any branch of the armed forces of the United States after having served on active duty for 181 consecutive days or by reason of disability incurred while serving on active duty, or who has met the minimum active duty requirement as defined by Code of Federal Regulations, title 38, section 3.12a, or who has active military service certified under section 401, Public Law 95-202. The active military service must be certified by the United States secretary of defense as active military service and a discharge under honorable conditions must be issued by the secretary. (Minnesota Statute 197.447)

Veteran’s Preference:  Grants most Veterans a limited preference over non-Veterans in hiring and promotion for most Minnesota public employment positions. Veteran’s Preference may apply to certain spouses of Veterans as well. (Minnesota Statutes 197.48, 43A.11, and 197.455)

Vietnam Era Veteran:  A person who served on active duty for a period of more than 90 days, any part of which occurred between August 5, 1964 and May 7, 1975, and was honorably discharged or released there from. Executive Order 526 defines Vietnam Era veterans and the State's commitment to a program to promote their welfare in this state.

Workforce:  The total number of persons employed.

Workforce Analysis:  A detailed listing, by department or other organizational unit, of job classifications as they may appear in collective bargaining agreement or payroll records.

[bookmark: workforce]Workforce Parity:  The percentage of protected group members in the total labor force, regardless of occupational specialty.
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