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Preface

Minnesota Statute 43A.191 requires the Commissioner of Minnesota Management and Budget (”MMB”) to establish a statewide affirmative action program. Minnesota Statute 43A.191 requires the head of each executive branch agency to prepare and implement an Affirmative Action Plan (“AAP”) consistent with the rules issued under section Minnesota Statute 43A.04, Subdivision 3 to the Commissioner of MMB or his or her designee, the State Director of Equal Opportunity and Affirmative Action. AAPs are due to MMB by July 31st on even numbered years for approval.

This planning guide is meant to assist agencies in the development of their equal opportunity and affirmative action programs and to provide uniform guidelines in the preparation of an AAP.

While agencies can and should submit specific information about their good faith efforts in carrying out affirmative action, the agency’s AAPs must comply with the required components set forth in Minnesota Statute 43A.191, Minnesota Rules 3905.0400-3905.0700, and Administrative Procedure 19.1.

Questions about information contained in this planning guide may be forwarded to the MMB State Affirmative Action Officer at 651.259.3643 or aareports.mmb@state.mn.us.

I. 
Executive Summary

Purpose:
The purpose of the Executive Summary, formerly known as the transmittal sheet, is to communicate to those responsible for affirmative action, in particular agency human resources and management, of the underutilized protected groups in each job category. It provides the backdrop for the evaluation and assessment of the agency’s affirmative action and equal opportunity programs. The executive summary is also an acknowledgement that the Commissioner or agency head, Human Resources (“HR”) Director or designee, and Affirmative Action Officer (“AAO”) or designee have prepared and reviewed the AAP in accordance with applicable guidelines.

Completing the Executive Summary Section:
Using the Agency AAP Template for 2014-2016, complete the following:
· Revise Table 1. Underutilization Analysis of Protected Groups by deleting job categories that are not used in the agency; 
· Indicate which protected groups are underutilized based upon the agency’s underutilization analysis by placing “XX” in the appropriate protected group column; and
· Have the AAO or designee, HR Director or designee, and Commissioner or agency head sign and date the Executive Summary. 

When submitting your AAP to MMB, be sure the Executive Summary Section has been signed.

Common Question:	
Q:  Why do the AAO or designee, HR Director or designee, and Commissioner or agency head have to sign off on the Executive Summary?

A:  The AAO or designee and HR Director or designee are responsible for ensuring that the affirmative action program is carried out. The HR Director or designee is responsible for ensuring that principles of equal opportunity and affirmative action are adhered to within staffing and other personnel decisions. 

Under Minnesota Statute 43A.191, the Commissioner or agency head is responsible for the affirmative action program within his or her agency.


II. Statement of Commitment

Purpose:
The purpose of the Statement of Commitment reaffirms the Commissioner or agency head’s commitment to equal opportunity in all aspects of employment and to affirmative action to correct any disparities the agency may have. Under Minnesota Statute 43A.191 and Minnesota Rules 3905.0300, the Commissioner or agency head of each agency is accountable for ensuring equal opportunity to employees and applicants within the agency and to the implementation of the agency’s AAP. 

Completing the Statement of Commitment Section:
Use the template language in the Agency AAP Template for 2014-2016. The agency may choose to edit the language, but ultimately, the Statement of Commitment must contain the following components: 
· Commitment to the State’s affirmative action efforts;
· Commitment to the implementation of the AAP; 
· Commitment to affirmative retention of protected group employees; and
· Statement indicating that the agency will not tolerate discrimination on the basis of race, sex, color, creed, religion, age, national origin, disability, marital status, familial status, status with regard to public assistance, sexual orientation, or membership or activity in a local commission.
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III. Individuals Responsible for Directing/Implementing the Affirmative Action Plan

Purpose:
As previously stated, the Commissioner or agency head has the ultimate responsibility to ensure that the AAP is implemented and the agency is adhering to equal opportunity laws. While the Commissioner or agency head has ultimate responsibility, the Commissioner or agency head may appoint an AAO or designee to assist in the creation and implementation of the AAP. Additionally, all employees within the agency have a responsibility to ensure equal employment opportunity.

The purpose of the Individuals Responsible for Directing/implementing the Affirmative Action Plan section is to delineate areas of responsibility and accountability for the affirmative action program. This section will provide useful information, not only to those responsible for implementing the AAP, but also to employees, applicants, and other members of the public in understanding who to contact if they have a question about a particular aspect of the AAP. 

Completing the Individuals Responsible for Directing/implementing the Affirmative Action Section:
Depending on the agency’s size and scope, the duties and responsibilities or titles may be combined. Even in cases where the same individual is responsible for multiple roles and responsibilities, the following roles or responsibilities shall be delineated in the following manner:
· Commissioner or agency head;
· AAO or designee;
· The AAO or designee may or may not report directly to the Commissioner or agency head, but under law, must report directly to the Commissioner or agency head on matters related affirmative action and equal opportunity (Minnesota Statute 43A.191);
· Americans with Disabilities Act (“ADA”) Coordinator or designee (Title I and II);
· HR Director or designee;
· Directors, managers, and supervisors; and
· Employees.

This section is not meant to capture every single responsibility an AAO or designee, ADA Coordinator or designee, or others may have, but rather, to show what the main areas of responsibilities are in order to carry out affirmative action and equal opportunity within the agency.
IV.  Communication of the Affirmative Action Plan

Purpose:
The purpose of this section is to demonstrate how the agency will communicate the AAP to employees and those responsible for the implementation of the plan, such as directors, managers, and supervisors. Moreover, proper communication of the AAP demonstrates good faith efforts to comply with affirmative action laws.

Minnesota Rules 3905.0400, Subpart 1(E) requires that the agency describe the methods by which the plan will be communicated internally to employees and externally to other interested individuals. Additionally, the plan must be posted in a readily accessible location (Minnesota Rules 3905.0300, Subpart 1(D)). 

Completing the Communication of the Affirmative Action Plan Section:
The template describes suggested internal and external communication methods. At a minimum, the plan must be posted on the agency’s external website and, if available, on the agency’s internal website. Once the plan is approved, the agency should communicate where the plan is posted by sending a link to the plan to all employees. 

Other minimum requirements include: 
· Making the plan available in alternative formats to individuals who request it; 
· Display of nondiscrimination and equal employment opportunity posters; 
· ADA Notice to the Public; and
· Job postings, agency publications and letterhead as well as the agency’s website homepage should contain the statement “equal opportunity employer” or some equivalent. For example, some agencies use “equal opportunity, veteran friendly employer” or “equal opportunity employment and service provider.”

The agency may list additional methods by which the AAP is communicated. Other suggestions include reviewing of the AAP in staff meetings, providing a copy or reviewing the requirements of the plan at new employee orientation, and providing training to new directors, managers, and supervisors on their responsibilities under affirmative action and equal opportunity.
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V. PROHIBITION OF DISCRIMINATION AND HARASSMENT POLICY

Purpose:
Central to the implementation of an equitable and inclusive work environment is ensuring that employees are free from discrimination and harassment in all aspects of employment in the workplace. 

Federal and state laws prohibit discrimination based upon protected groups in all aspects of employment. Federal law protected classes include race, color, national origin, religion, sex, disability, age, and genetic information. State law expands upon those protected classes and includes creed, sexual orientation, marital status, familial status, status with regard to public assistance, and membership or activity in a local human rights commission.

The statewide policy mirrors the spirit of the law and every agency is expected to adopt this policy and implement procedures for handling of internal complaints.

Completing the Prohibition of Discrimination and Harassment Policy Section:
Ensure the statewide policy is included in the AAP. 
VI. AGENCY COMPLAINT PROCEDURE FOR PROCESSING COMPLAINTS OF DISCRIMINATION AND HARASSMENT

Purpose:
This section lays out the complaint procedure for an employee or applicant who files a complaint of discrimination and/or harassment. The complaint procedure helps to:  
· Notify the employee or applicant of the complaint process;
· Describe a framework for reviewing and investigating a complaint of discrimination and/or harassment; and 
· Clarify the roles between the AAO or designee and HR/labor relations in handling the complaint.

Completing the Complaint Procedure Section:
Minnesota Statute 43A.191, Subdivision 3(C)(3), requires each agency have an established complaint procedure. Minnesota Rules 3905.0500 sets forth the requirements for an agency’s internal complaint procedure and requires the following:
· Agencies establish a procedure that includes employees and applicants; 
· An initial step that determines whether the complaint is a discrimination and/or harassment complaint and therefore appropriately addressed by the procedure;
· Time limit for the initial step so that employees may pursue a complaint (if determined not to be a discrimination and/or harassment complaint) through alternate channels, such as grievance procedures, within the prescribed timeframes; and
· Timeline for processing of internal complaints that is within 60 days after a formal complaint is filed. Disposition of complaints must be filed with MMB within 30 days of the date of determination.

A copy of the Internal Complaint Form must be included in the appendix of the AAP.
VII. Statewide Reasonable Accommodation Policy

Purpose:
The purpose of including the Reasonable Accommodation Policy in the AAP is two-fold:  
· To inform individuals with disabilities of their rights under the ADA to apply for reasonable accommodations and how to do so; and
· To inform directors, managers, and supervisors of their affirmative obligations to implement reasonable accommodations where it will not cause an undue hardship. 

Completing the Reasonable Accommodation Policy Section:
The Statewide Reasonable Accommodation Policy is currently being developed and agencies are expected to adopt this policy once it is released. In the meantime, ensure the agency’s Reasonable Accommodation Policy is included in the AAP. 

Minnesota Statute 43A.191, Subdivision 2 and Administrative Procedure 19.1 speak explicitly to the components that must be reflected in the reasonable accommodation policy and procedures in the agency’s plan. 

In this section, the agency must identify the ADA Coordinator or designee who is responsible for the agency’s ADA compliance. This individual assists directors, managers, supervisors, employees, and members of the public in contacting the appropriate individual with ADA questions or to file a reasonable accommodation request. 

Additionally, the agency’s reasonable accommodation procedures must contain the following:
· Provisions for complying with the Minnesota Human Rights Act, under Minnesota Statutes 363A.08 to 363A.19, and 363A.28, Subdivision 10, and, where appropriate: 
· Section 504 of the Rehabilitation Act of 1973, as amended;  and
· ADA of 1990, as amended (2008).
· Provisions for funding reasonable accommodations; and
· Supported employment worker provision. Specifically, the agency plan must identify any positions in the agency that can be used for supported employment as defined in Minnesota Statute 268A.01, subdivision 13. A supported employment worker is an individual with a severe disability who needs ongoing training and support (from a job coach, for example) in order to obtain and maintain employment.

Vocational Rehabilitation Services within the Minnesota Department of Economic and Employment Development (“DEED”) can be a good resource to connect with individuals with severe disabilities and to receive consultation in this area. 

Additionally, the Governor’s Council on Developmental Disabilities has played an integral part in providing training to individuals with severe disabilities on document imaging and may be a good resource if an agency identifies that they have this type of work to be performed. To learn more about the document imaging services provided and examples of past and current document imaging projects, visit the Minnesota Governor’s Council on Disabilities webpage on Document Imaging.

A copy of the Minnesota State Employee/Applicant Request for Reasonable Accommodation Form must be included in the appendix of the AAP.
VIII. Evacuation Procedures for Individuals with Disabilities

Purpose:
The purpose of including the Evacuation of Individuals with Disabilities section is to ensure evacuation and safety procedures are inclusive of individuals with disabilities. This section also informs employees, directors, managers, and supervisors of their responsibilities in ensuring the safety of the employees in their workforce, as well as any members of the public that may be present.

Completing the Evacuation Procedures for Individuals with Disabilities:
This section is not meant to contain the system office, college, or university’s entire evacuation procedure in the event of a disaster or weather emergency. Instead, this section is meant to describe in detail a plan for evacuating individuals who may need assistance. 

Knowledge and preparation by both individuals needing assistance and those who don’t is key to reducing the impact of emergencies. When developing a plan, safety needs should be determined on a case-by-case basis because it varies with each individual and building. 

The ADA Coordinator or designee in each agency will work with the appropriate building and safety personnel to coordinate and implement an evacuation plan. 

List the appropriate contacts in the AAP so that an individual with a disability or anyone in need of assistance during an evacuation will know who to contact to discuss the type of assistance they may need during an emergency or weather evacuation. 

The following is a sample template that is comprehensive because it includes different types of disabilities and different options for evacuation. The below sample plan was provided by Hennepin Technical College. 

Evacuation Options:
Individuals with disabilities have four, possibly five, basic evacuation options (Note:  Not all of the options will apply depending on the system office, college, or university’s location, building type, and type of equipment available for evacuations): 
· Horizontal evacuation:  Using building exits to the outside ground level or going into unaffected wings of multi-building complexes;
· Stairway evacuation:  Using steps to reach ground level building exits; 
· Shelter in place:  Unless danger is imminent, remain in a room with an exterior window, a telephone, and a solid or fire resistant door. If the individual requiring special evacuation assistance remains in place, they should dial 911 immediately and report their location to emergency services, who will in turn relay that information to on-site responders. The shelter in place approach may be more appropriate for sprinkler protected buildings where an area of refuge is not nearby or available. Additionally, it may be more appropriate for an individual who is alone when the alarm sounds; 
· Area of rescue assistance:  Identified areas that can be used as a means of egress for individuals with disabilities. These areas, located on floors above or below the building’s exits, can be used by individuals with disabilities until rescue can be facilitated by emergency responders; and/or
· For a system office, college, or university equipped with an evacuation chair:  Evacuation chairs or a light-weight solution to descending stairways can be used and generally require single user operation. If the agency is equipped with an evacuation chair, best practice indicates that all employees are trained and have practiced evacuating using an evacuation chair. 

Evacuation Procedures for Individuals with Mobility, Hearing, and Visual Disabilities:
Individuals with disabilities should follow the following procedures:
· Mobility disabilities (individuals who use wheelchairs or other personal mobility devices (“PMDs”):  Individuals using wheelchairs or PMDs should be accompanied to an area of rescue assistance by an employee or shelter in place when the alarm sounds. The safety and security staff will respond to each of the areas of rescue assistance every time a building evacuation is initiated to identify the individuals in these areas and notify to emergency responders how many individuals need assistance to safely evacuate.
· Mobility disabilities (individuals who do not use wheelchairs):  Individuals with mobility disabilities who are able to walk independently may be able to negotiate stairs in an emergency with minor assistance. If danger is imminent, the individual should wait until the heavy traffic has cleared before attempting the stairs. If there is no immediate danger (detectable smoke, fire, or unusual odor), the individual with a disability may choose to wait at the area of rescue assistance until emergency responders arrive to assist them.
· Hearing disabilities:  The system office, college, or university’s buildings are equipped with fire alarm horns/strobes that emit sounds and flash strobe lights in emergencies. The strobe lights are for individuals with who are deaf and/or hard of hearing. Individuals with hearing disabilities may not notice or hear emergency alarms and will need to be alerted of emergency situations. 
· Visual disabilities:  The system office, college, or university’s buildings are equipped with fire alarm horn/strobes that emit sounds and flash strobe lights in emergencies. The horn will alert individuals who are blind or have visual disabilities of the need to evacuate. Most individuals with visual disabilities will be familiar with their immediate surroundings and frequently traveled routes. Since the emergency evacuation route is likely different form the common traveled route, individuals with visual disabilities may need assistance in evacuating. System office, college, or university employees should offer assistance, and if accepted, guide the individual with a visual disability through the evacuation route.

Severe Weather Evacuation Options:
Individuals with disabilities or those who are in need of assistance during an evacuation have three evacuation options based on their location in their building: 
· Horizontal evacuation:  If located on the ground or basement floor, severe weather shelter areas are located throughout each floor;
· Elevator evacuation:  If there are no safe areas above the ground floor, the elevator may be used to evacuate to the ground or basement levels; and/or
· Shelter in place:  Seeking shelter in a designated severe weather shelter and remaining there until the all clear is used. 

Best Practice Tips:
· A buddy system is often utilized in emergencies and can be very helpful to individuals with disabilities. Although, instead of assigning buddies and relying on your buddy to be present at the moment evacuation assistance is needed, train employees to check their immediate surrounding areas and “buddy-up” to evacuate the building. All employees should be trained in emergency evacuation procedures and the agency should schedule practice sessions. Practice is key!
The system office, college, or university should ask directors, managers, and supervisors to review information in this section with staff, inform staff of their responsibilities to learn and understand the evacuation plan and procedures, and inform staff how to request additional assistance or accommodations if needed.


IX. Goals and Timetables

Purpose:
One of the main purposes of an AAP is to identify hiring goals set by the agency and timelines based upon whether the agency is underutilized in a particular job category. Minnesota Statute 43A.191, Subdivision 1(B), requires the Commissioner of MMB to establish statewide affirmative action goals for each job category using at least the two factor analysis. 

The practice has been for each agency, with the approval of MMB, to establish its own AAP goals based on the civilian labor force availability obtained from U.S. Census data. Agencies are encouraged to determine whether the two-factor analysis is appropriate. In many cases, the two-factor analysis causes a decrease in the underutilization and lowers the AAP goal. Agencies may want to be more aggressive in setting goals that reflect the community, and therefore, the one-factor or a combination of factors may be used.

Completing the Goals and Timetables Section: 
Using the Agency AAP Template for 2014-2016, complete the following in Table 2. Underutilization Analysis and Hiring Goals for 2014-2016:
· Delete job categories not used in the agency; 
· Under the Utilization – # of Individuals column, indicate the number of individuals the agency is underutilized in each protected group by job category. The number of individuals underutilized is not considered to be private data and will not need to be deleted upon public release;
· Under the Hiring Goals for 2014-2016 columns, indicate the number of individuals the agency has set for goals in each protected group by job category. This may or may not be the same number that the agency is underutilized depending upon your anticipated hiring needs and budget over the next two years.

Underutilization Analysis:
This section is to explain how the agency arrived at the underutilization numbers and the goals for the next plan year. Do not include your underutilization worksheets here, but rather, include them in the appendix and provide a brief narrative about your analysis. 

Availability:
Provide what availability the agency used to conduct the underutilization analysis. Did the agency use statewide availability, metropolitan availability, or more specific areas, or even, perhaps nationwide availability as determined by the U.S. Census? Statewide availability and metropolitan availability is published for your convenience on the Extranet. If you determined that your recruitment area is different, you can obtain more specific recruitment data utilizing tools from the U.S. Census. MMB’s Office of Diversity and Equal Opportunity can provide you with a guide for navigating the U.S. Census website and instructions for pulling data. 

Also, describe whether the agency used a one-factor (external workforce), two-factor (internal and external workforce), or multiple-factor analysis? Under Minnesota Statute 43A.19, Subdivision 1(b) and (c)(1-4), the agency can look at multiple factors, including the: 
· External qualified labor pool; 
· Internal pool (those eligible for promotion or transfer); 
· Extent of unemployment of protected groups members in the recruiting area population;
· Existence of training programs in needed skill areas offered by employing agencies and other institutions; and
· Expected number of available positions to be filled. 

Women, Minorities, and Individuals with Disabilities:
Under each protected group, provide information about whether the agency has improved or met its goal from the last plan year, or whether the agency has not improved. Explain any relevant factors that the agency believes impacted its affirmative action progress. Below are some questions to consider:
· Did the agency experience budget constraints or a hiring freeze? The agency should do some analysis to determine the cause. 
· Did the agency make a significant number of hires, but find that it did not hire many women, minorities, and individuals with disabilities in a particular job category? Is there an explanation? Was there a lack of protected group members in the pool in specific job categories?
X.  Affirmative Action Program Objectives

Purpose:
Minnesota Rules 3905.0400 states that the agency’s AAP “must identify and describe methods for developing programs and program objectives designed to meet affirmative action goals.” 

In addition to the hiring goals established by the agency, the affirmative action program objectives are action-oriented items that will be focused on over the next two years. The program objectives are central to the affirmative action program by which the agency also measures its success, progress, and good faith efforts in affirmative action and equal opportunity. Because it is a place to measure progress, each agency should address the past AAP’s objectives and evaluate their progress. Based on the analysis in the Goals and Timetables section, what should the agency focus on improving and how will you get there?

Completing the Affirmative Action Program Objectives Section:
Follow the template and describe at least three different program objectives the agency will focus on over the next two years. If it is an ongoing objective, evaluate what happened? What were the results from the previous plan year?

Examples of program objectives are:  
· Establish a new pre-hire review process; 
· Ensure equal opportunity and human resources is infused in the hiring process;  
· Evaluate the selection process for adverse impact and train all personnel involved in recruitment, screening, selection, promotion, disciplinary, or related processes to ensure there is a commitment to affirmative action and its implementation;
· Ensure all job postings do not contain physical or sensory limitations that may unnecessarily weed out individuals with disabilities in the selection process, such as lifting requirements or oral communication where lifting or oral communication is not an essential job function;
· Enhance recruitment efforts for a specific protected group where the agency is underutilized; 
· Enhance retention efforts by creating employee resource groups, mentoring and networking programs, professional development opportunities, etc.; 
· Promote diversity and inclusion by holding events, training, etc.; 
· Implement diversity and affirmative action competencies and accountability into performance evaluations of directors, managers, and supervisors;
· Establish internships or partnerships with community partners and organizations; or
· Train directors, managers, and supervisors, and staff on equal opportunity.



XI. Methods of Auditing, Evaluating, and Reporting Program Success

Purpose:
This section describes how the agency will periodically audit, evaluate, and report on its program success. Minnesota Rules 3905.0400, Subpart 1(H) and Administrative Procedure 19.1 require at the very least that the agency: 
· Establishes and describes a procedure for a pre-employment review of all hiring decisions where the agency is underutilized; and 
· Establishes a method to preview all layoff decisions to determine how it will affect the agency’s affirmative action goals. 

Completing the Methods of Auditing, Evaluating, and Reporting Program Success Section:
The information noted below must be included in this section.

Pre-Employment Review Process:
The agency must have and follow a pre-hire review process by which principles of affirmative action and equal opportunity are adhered to. The agency should describe its pre-hire review or monitoring the hiring process. Reference the Department of Revenue’s AAP for an example of a detailed pre-hire review process.

Pre-Review Procedure for Layoffs:
The agency should then describe its pre-review procedure for processing layoff decisions and analyzing the impact of such layoffs on the agency’s affirmative action goals. 

Other Methods of Program Evaluation:
Finally, the agency should describe other methods of auditing, evaluating, and reporting. For instance, the agency is required to submit quarterly hiring reports to MMB, an annual internal complaint report, an ADA annual report, and an AAP. The agency can state that it complies with MMB’s requirements to submit these reports. 

Internally, are there any methods that the agency uses to monitor and evaluate its progress? If so, include them in this section. Other examples may include:
· Self-audits or evaluations of progress towards affirmative action goals; 
· Self-evaluation of disparate impact in compensation; 
· Review of accessibility of online websites and documents; 
· Review of whether legal notices are posted appropriately; or
· Recommendations to agency leadership.
· 
XII. Recruitment Plan

Purpose:
Casting a wide net to attract diverse, qualified candidates is one of the most important ways to improve progress towards affirmative action goals. Administrative Procedure 19.1 outlines what is minimally required as part of the agency’s recruitment plan. This includes the following categories: 
· Advertising sources used, expenses incurred, and results;
· Other methods used to recruit;
· Recruiting events attended and projected events;
· Methods used to recruit and hire interns; 
· Methods used to improve recruitment of individuals with disabilities; and
· Positions that can be used for supported employment and a plan for filling those positions as described by Minnesota Statute 43A.191 Subdivision 2(d) and Minnesota Statute 43A.421.

Completing the Recruitment Plan Section:
For each section, indicate what the agency did over the past two years, what were the results, and based upon those results, what the agency plans to do for the next two years. Additionally, indicate what expenses the agency had related to recruiting towards your affirmative action goals over the past two plan years.

MMB will also produce some resources for the agency with regard to what has been done by other agencies over the past two years and provide a best practices in recruitment guide. MMB is also producing an ADA toolbox that will include methods and resources for the recruitment, selection, and retention of individuals with disabilities. These items are expected to be rolled out in the fall of 2014.

Reference the Department of Transportation and the Department of Human Services’ AAP for examples of comprehensive recruitment plans. 
XIII. Retention Plan

Purpose:  
The retention plan ensures that our efforts in hiring individuals from protected groups aren’t spoiled by our lack of retention. Administrative Procedure 19.1 outlines the minimum requirements for this section which includes:
· The individual responsible for oversight of retention activities; 
· A separation analysis; and
· Specific methods to retain individuals from protected groups.

Completing the Retention Plan Section:
The information noted below must be included in this section.

Individual(s) Responsible for Agency’s Retention Program/Activities: 
Indicate the specific individual(s) or office responsible for oversight of retention program and activities.

Separation Analysis by Protected Groups:
Conduct a separation analysis on each protected group in each job category by reason (transaction code) for separation to determine whether protected group members are leaving the agency at higher rates than other employees. 

Methods for Retention of Protected Groups:
Indicate what retention methods the agency will focus on over the next two years to ensure that protected group members are being retained. Retention methods will vary by agency, but could include:
· Creating and implementing employee resource groups; 
· Creating and implementing diversity  committees that provide education or input into policies and practices at the agency; 
· Creating more opportunities for training and professional development around cultural competence, unconscious bias, disability awareness, etc.;
· Ensuring accessibility of electronic systems, physical office spaces, and other aspects of the employment experience;
· Conducting engagement surveys; 
· Creating and implementing networking and mentoring opportunities; or
· Implementing a welcoming onboarding process.

APPENDIX 

The appendix should include the required Complaint of Discrimination/Harassment Form, State Employee/Applicant Request for ADA Reasonable Accommodation Form, underutilization worksheets, and separation and retention report by protected groups. 

The agency may also want to include other information, policies, or documents here that may impact the AAP. For example, the agency’s Limited English Proficient (LEP) or Civil Rights Plans, or any other data used in the planning and implementation of the agency’s AAP.

A. Complaint of Discrimination/Harassment Form
B. State Employee/Applicant Request for ADA Reasonable Accommodation Form
C. [bookmark: _GoBack]Agency Profile and Organizational Chart
D. Underutilization Analysis Worksheets
E. Separation Report by Protected Groups
F. Other Agency Information, Policies, or Documents
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