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	MHP FORM AS A DECISION TOOL



The MHP Form is completed for vacancies where there is an underutilization for a protected group in an EEO job category. This form is also designed to be a tool to aid in the decision process to determine if an appointment is affirmative or non-affirmative; and in non-affirmative hiring, if the appointment was justified or non-justified.

The determination process is conducted by following the decision steps as outlined below:
1. Was the appointment affirmative or non-affirmative? (Affirmative means the agency selected a protected group candidate in the EEO category for which there is an underutilization. A non-affirmative appointment means the agency selected a non-protected group candidate.)
2. If the appointment was affirmative, go to the end of the form and sign.
3. If the appointment was non-affirmative, was it justified or non-justified?
4. The appointment is justified if it meets one of the justified reasons on the MHP form, which are:
· Collective Bargaining Agreement Provisions
· Contract/Plan provisions applied. Including, but not limited to: seniority, appointment form layoff, claiming, transfer/demotion in lieu of layoff or reassignment to avert a layoff.
· Appointment made in order to comply with grievance, arbitration, or litigation.
· Workers’ Compensation/Disability
· Appointed workers’ compensation employee or appointed individual with a disability as a reasonable accommodation.
· Unable to make reasonable accommodation for candidate’s disability.
· Human Resource, Protected Group or Requirement Issues
· No members of disparate groups were in the Applicant Pool.
· Member of disparate group failed to pass mandatory job requirements; such as: education, training, experience, certification/licensure, physical exam or background check.
· Member of disparate group did not respond to agency’s contact, voluntarily withdrew their name, or were not interested in the position.
· The person was not a member of the disparate group, but was substantially more qualified than the candidates not selected. Identify the knowledge, skills, and abilities that made the appointee substantially more qualified.
5. If the appointment is non-justified, (missed opportunity), indicate on the form.
· If the appointment doesn’t meet one of the justified reasons on the MHP form then it is considered a non-affirmative, non-justified (missed opportunity) hire. Select non-justified (missed opportunity) on the MHP form.

To be in compliance, an agency must have 25% or less non-affirmative, non-justified (missed opportunities) in their appointments. A missed opportunity is only one of the five components for an agency to be in compliance. State agencies also demonstrate their “good faith efforts” and compliance through their: 1) recruitment activities, 2) retention programs, 3) diversity initiatives, and, 4) having a harassment/discrimination policy and complaint procedure. 

Agency Analysis of the MHP Forms:
It is recommended that State agencies analyze their MHP forms over a period of time to determine hiring trends that may indicate barriers in their selection processes. For example, over a period of time, the agency notices a high number of protected group applicants do not meet the minimum qualifications for a particular job classification. This would be a “flag” for the agency that further research is needed to determine if the minimum qualifications are appropriate for the job classification. After research, the agency may determine the minimum qualifications need to be changed or the agency needs to recruit differently for this position, etc. When agency hiring information is tracked and analyzed, the agency can make improvements where needed.

Scroll down to see the MHP Form Decision Tree.
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Decision Tree for Affirmative Action Hiring (Text Version):

1. Is this a vacancy where there is an underutilization?
a. If No, do not complete an MHP form.
b. If Yes, complete an MHP form.
2. Is this an affirmative appointment?
a. If Yes, the hire is an AFFIRMATIVE APPOINTMENT. The agency selected a protected group candidate in the EEO category for which there is an underutilization.
b. If No, the hire is a NON-AFFIRMATIVE APPOINTMENT. The agency selected a candidate from a non-protected group.
3. Is the non-affirmative appointment justified?
a. If Yes, the hire is JUSTIFIED. Indicate how the non-affirmative appointment is justified on the MHP form.
i. Collective Bargaining Agreement Provisions
1. Contract/Plan provisions applied. Including, but not limited to: seniority, appointment form layoff, claiming, transfer/demotion in lieu of layoff or reassignment to avert a layoff.
2. Appointment made in order to comply with grievance, arbitration, or litigation.
ii. Workers’ Compensation/Disability
1. Appointed workers’ compensation employee or appointed individual with a disability as a reasonable accommodation.
2. Unable to make reasonable accommodation for candidate’s disability.
iii. Human Resource, Protected Group or Requirement Issues
1. No members of disparate groups were in the Applicant Pool.
2. Member of disparate group failed to pass mandatory job requirements; such as: education, training, experience, certification/licensure, physical exam or background check.
3. Member of disparate group did not respond to agency’s contact, voluntarily withdrew their name, or were not interested in the position.
4. The person was not a member of the disparate group, but was substantially more qualified than the candidates not selected. Identify the knowledge, skills, and abilities that made the appointee substantially more qualified.
b. If No, the hire is NON –JUSTIFIED. The appointment doesn’t meet one of the justified reason on the MHP form and is a non-affirmative, non-justified (missed opportunity) hire. Select non-justified (missed opportunity) on the MHP form.

To be in compliance, an agency must have 25% or less non-affirmative, non-justified (missed opportunities) in their appointments. It is important to remember that a missed opportunity is only one of the five components for an agency to be in compliance. State agencies also demonstrate their “good faith efforts” and compliance through their: 1) recruitment activities, 2) retention programs, 3) diversity initiatives, and 4) having a harassment/discrimination policy and complaint procedure. 
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Is this a 
vacancy where there is an underutilization?


Complete an MHP form


Do not complete an MHP form 


Is this an affirmative appointment?


AFFIRMATIVE APPOINTMENT
The agency selected a protected group candidate in the EEO4 category for which there is an underutilization.


NON-AFFIRMATIVE APPOINTMENT
The agency selected a candidate from a non-protected group.


Is the non-affirmative appointment justified?


JUSTIFIED
Indicate how the non-affirmative appointment is justified on the Monitor the Hiring Process (MHP) form.
a.	Collective Bargaining Agreement Provisions
Contract/Plan provisions applied.  Including, but not limited to: seniority, appointment form layoff, claiming, transfer/demotion in lieu of layoff or reassignment to avert a layoff.
Appointment made in order to comply with grievance, arbitration, or litigation.
b.	Workers’ Compensation/Disability
Appointed workers’ compensation employee or appointed individual with a disability as a reasonable accommodation. 
Unable to make reasonable accommodation for candidate’s disability.
c.	Human Resource, Protected Group or 
	Requirement Issues
No members of disparate groups were in the Applicant Pool.
Member of disparate group failed to pass mandatory job requirements; such as: education, training, experience, certification/licensure, physical exam or background check.
Member of disparate group did not respond to agency’s contact, voluntarily withdrew their name, or were not interested in the position.
The person was not a member of the disparate group, but was substantially more qualified than the candidates not selected.


NON-JUSTIFIED
Appointment doesn’t meet one of the justified reasons on the Monitor the Hiring Process (MHP) form and is a non-affirmative, non-justified (missed opportunity) hire.  Select non-justified (missed opportunity) on the MHP form.

To be in compliance, an agency must have 25% or less non-affirmative, non-justified (missed opportunities) in their appointments.  Remember this is only one of the five components to be in compliance. State agencies also demonstrate their “good faith efforts” and compliance through their: 1) recruitment activities, 2) retention programs, 3) diversity initiatives, and 4) having a harassment/discrimination policy and complaint procedure.  
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Decision Tree for Affirmative Action (AA) Hiring
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Is this a 

vacancy where 

there is an 

underutilization?

Complete an MHP 

form

Do not complete 

an MHP form 

Is this an 

affirmative 

appointment?

AFFIRMATIVE 

APPOINTMENT

The agency selected a 

protected group candidate in 

the EEO4 category for which 

there is an underutilization.

NON-AFFIRMATIVE 

APPOINTMENT

The agency selected a 

candidate from a non-protected 

group.

Is the non-

affirmative 

appointment 

justified?

JUSTIFIED

Indicate how the non-affirmative appointment is justified 

on the Monitor the Hiring Process (MHP) form.

a. Collective Bargaining Agreement Provisions

·

Contract/Plan provisions applied.  Including, but 

not limited to: seniority, appointment form layoff, 

claiming, transfer/demotion in lieu of layoff or 

reassignment to avert a layoff.

·

Appointment made in order to comply with 

grievance, arbitration, or litigation.

b.Workers’ Compensation/Disability

·

Appointed workers’ compensation employee or 

appointed individual with a disability as a 

reasonable accommodation. 

·

Unable to make reasonable accommodation for 

candidate’s disability.

c. Human Resource, Protected Group or 

Requirement Issues

·

No members of disparate groups were in the 

Applicant Pool.

·

Member of disparate group failed to pass 

mandatory job requirements; such as: 

education, training, experience, certification/

licensure, physical exam or background check.

·

Member of disparate group did not respond to 

agency’s contact, voluntarily withdrew their 

name, or were not interested in the position.

·

The person was not a member of the disparate 

group, but was substantially more qualified 

than the candidates not selected.

NON-JUSTIFIED

Appointment doesn’t meet one of the justified 

reasons on the Monitor the Hiring Process (MHP) 

form and is a non-affirmative, non-justified (missed 

opportunity) hire.  Select non-justified (missed 

opportunity) on the MHP form.

To be in compliance, an agency must have 25% or 

less non-affirmative, non-justified (missed 

opportunities) in their appointments.  Remember 

this is only one of the five components to be in 

compliance. State agencies also demonstrate their 

“good faith efforts” and compliance through their: 

1) recruitment activities, 2) retention programs, 3) 

diversity initiatives, and 4) having a harassment/

discrimination policy and complaint procedure.  
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