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MEMORANDUM

TO: The Honorable Chester J. Culver, Governor
The Honorable Patty Judge, Lt. Governor
Mark Brandsgard, Chief Clerk of the House
Michael Marshall, Secretary of Senate

FR: Raymond E. Walton, Director

RE: FY2010 Diversity and Affirmative Action Report

In accordance with chapter 19B.5 of the Code of lowa, | am pleased to submit the fiscal
year 2010 Diversity and Affirmative Action in lowa report. In this report, we measure
changes to overall diversity and progress we have made to balance our workforce in
FY2010, and provide updates on our diversity-related plans, initiatives, and program
changes for FY2011.

In FY2010, the employment level of the executive branch was significantly reduced by
the voluntary State Employee Retirement Incentive Program (SERIP). This report
reflects the impact of SERIP on the executive branch workforce composition. DAS did
not request complete workforce planning documentation this year, requesting instead
Affirmative Action and Diversity reporting only. However, departments were prompted
to provide any additional information deemed relevant to diversity in their responses.

The Department of Administrative Services (DAS) continues to work with the Diversity
Council, created under Executive Order Four in October of 2007, to strengthen our
programs. This report presents an update of the activities and progress of the Diversity
Council and DAS, along with FY2010 numerical changes to the executive branch
workforce.

DAS will continue to monitor workforce composition trends in state government and
collaborate with the Diversity Council and the departments to find improved methods to
recruit and retain a diverse workforce to serve the citizens of lowa.

Thank you for your attention to this report and your support of our diversity programs.
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SECTION 1:

FY2010 NUMERIC MEASURES
(QUANTITATIVE ANALYSIS)

Overview

The executive branch of the State of lowa has had an affirmative action program since
1986. The program was initiated voluntarily with the goal of balancing the executive
branch workforce for protected classes with the available labor force in lowa. The
protected classes include females, minorities, and persons with disabilities.

The affirmative action program consists of two main parts. First are the numerical
measurements and calculations necessary to measure the diversity of the workforce to
identify imbalances. The numerical part of the program is referred to as the quantitative
analysis.

The second part of affirmative action is the methods and actions used to remedy
underutilization, such as recruitment, hiring practices, and training. This is referred to
as qualitative analysis and methods.

In the past, the Annual Review of Affirmative Action in the Executive Branch of State
Government report has included underutilization summaries. This report, however,
does not contain such summaries as the methodologies currently used for identifying
and reporting underutilization are being re-evaluated in response to Executive Order
Four (EO4), the Diversity Council recommendations, and the Governor’s October 2009
letter adopting those recommendations. DAS will publish underutilization summaries
once it has completed the process of reviewing, evaluating, and making necessary
changes to the current Affirmative Action Program. Once the evaluation process is
complete, these underutilization summaries will continue to be included in future
reports.

As for workforce composition, overall in FY2010, the executive branch has shown a
slight decrease in the percentage of females in the workforce, an increase in the
percentage of minorities in the workforce, and a decrease in the percentage of persons
with disabilities in the workforce:

FY2010 Executive Branch Protected-Class Workforce Composition Change

Protected Class

% end of FY2009

% end of FY2010

% Net Change

Female 51.48% 50.78% -0.70%
Minority 5.82% 6.14% +0.32%
PWD 5.26% 4.42% -0.84%

From February 13 to the end of FY2010, the executive branch lost 2,067 employees
due to the State Employee Retirement Incentive Program (SERIP), and 1,985 of those
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lost were from central payroll, the subject of this report, and the remainder from
Community Based Corrections.

Executive Order Four (EO4), issued by Governor Chester J. Culver in October of 2007,
remained an important driving force for diversity-related issues in FY2010. In particular,
EO4 requires departments to implement hiring practices to reflect the merit principles of
lowa Code sections 8A.411-.412 and enhance diversity under lowa Code chapter 19B.

It is important to understand the differing roles between the Department of
Administrative Services (DAS) and the hiring agencies. While DAS has the authority to
establish administrative rules governing recruitment, selection, and hiring, the agencies
are responsible for screening, interviewing, and making hiring decisions.

In particular, EO4 requires departments to implement hiring practices to reflect the merit
principles of lowa Code sections 8A.411-.412 and enhance diversity under lowa Code
chapter 19B.

Under EO4, the departments are required to:

e Apply uniform hiring practices.
¢ Develop and implement a recruitment and retention plan.

e Work with lowa Vocational Rehabilitation Services to increase employment of
persons with disabilities.

e Submit a diversity plan to the Diversity Council to be used by DAS in
development of the annual affirmative action plan. The plans shall:

o Provide information on the agency's hiring and promotion practices,
outlining any changes to those practices during the reporting period.

o Outline the steps taken by the agency to increase diversity by recruiting
and retaining a diverse workforce.

o Outline the steps taken by the agency to train employees on diversity-
related issues.

o Oultline the steps taken by the agency to increase diversity among staff in
the next year, based on the anticipated number of hiring opportunities and
the composition of the current workforce.

o Describe any other efforts taken by the agency during the reporting period
to encourage workplace diversity and celebrate diversity.

Under EO4, DAS is required to:

e Provide or approve diversity training on an annual basis for all state employees
making hiring and promotion decisions.
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e In consultation with the lowa Civil Rights Commission and the Department of
Human Rights, annually monitor the application of the screening methods used
by state agencies.

e Assess the impact of screening methods on employee groups in the selection
process.

¢ Counsel departments with regard to selection processes that pose barriers to any
applicant group.

¢ Where systems and methods to gather such data are inadequate, efforts to
improve them shall be made.

This report documents both the numerical progress and the methodologies and plans of
both DAS and the agencies of the executive branch in the areas of diversity and
affirmative action in employment.

Statewide Workforce Composition

Affirmative Action is a system of measurement (workforce composition) and action
(methods and activities designed to balance the workforce composition with the
available labor force). For the State of lowa as an employer, this is measured in three
identified protected-class categories:

e Females
e Minorities

e Persons with Disabilities

There are other protected classes under the law, such as age and sexual orientation,
but the State’s affirmative action program was designed to specifically address
underutilization of females, minorities, and persons with disabilities.

The State’s affirmative action program was designed to eliminate imbalances, or
underutilization, in the specific occupational areas and departments where the
imbalance reaches a significant statistical threshold. However, this year's report will
focus only on the overall diversity of the executive branch workforce as a measure of
progress.

FY2010 concluded with an overall reduction in the executive branch central payroll
workforce of 2,039 compared to the end of FY2009. This reduction is mostly due to
SERIP, which included 1,985 executive branch central payroll retirements. An
additional 82 SERIP retirements were incurred by Community Based Corrections, which
is not a subject of this report.

The following chart illustrates the impact on diversity of the voluntary SERIP retirement
program of the executive branch during FY2010.



Section 1

Chart 1 - Executive Branch Workforce Composition EOFY2009 to EOFY2010

2000
State Government S
lowa
Net Workforce % Labor
Category June '10 June '09 Change June '10 June '09 Force*
Male 9,025 9,885 -860 49.22% 48.52% 52.60%
Female 9,311 10,490 -1,179 50.78% 51.48% 47.40%
Non-Minority 16,868 18,827 -1,959 91.99% 92.40% 94.00%
Minority 1,125 1,185 -60 6.14% 5.82% 6.03%
African Am 440 470 -30 2.40% 2.31% 1.60%
Asian/PI 274 275 -1 1.49% 1.35% 1.20%
Ntv Am 103 125 -22 0.56% 0.61% 0.40%
Latino 308 315 -7 1.68% 1.55% 2.30%
Unknown 343 363 -20 1.87% 1.78% N/A
W/Disability 810 1,071 -261 4.42% 5.26% 11.80%
W/O
Disability 15,571 19,287 -3,716 84.92% 94.66% 88.20%
Unk/Disability 1,955 2,168 -213 10.66% 10.64% N/A
TOTALS 18,336 20,375 -2,039

The percentage of females in the workforce decreased by 0.70 percentage points to
50.78%, but they remain above the lowa labor force of 47.4%. The percentage of
minorities in the workforce increased by 0.32 percentage points to 6.14% and passed
the lowa labor force of 6.03% in FY2010. Among specific minority groups, all groups
increased their relative representation in the executive branch except Native Americans.
Note that for minorities, their representation in the executive branch increased even
though their numbers decreased, because non-minorities retired under SERIP in
proportionately greater numbers. From the perspective of this data, the executive
branch overall exceeds the lowa labor force for females and minorities, except for
Latinos.

Persons with disabilities decreased by 0.84 percentage points to 4.42%, and they
continue to lag the lowa labor force of 11.8%. It is difficult to set goals in this area
because for persons with disabilities, available labor force census data is not available
for each Equal Employment Opportunity (EEO) category. A survey of the executive
branch workforce has not yet been completed to determine if the number of persons
with disabilities is higher due to possible reluctance of self-reporting, or because
disabilities in the workforce are only reported upon employment.

EEO Categories and Executive Branch Workforce Composition of Protected
Classes

The basis of affirmative action is remediation of imbalances between the composition of
the executive branch workforce and the available labor force in specific job categories.
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To gain a better understanding of executive branch workforce composition it is useful to
look at the distribution of employees into job categories representing different kinds of
work. All job classes in the executive branch are assigned to specific Occupational
Category Codes (OC Codes) that describe specific occupations. These in turn are
assigned to one of seven EEO categories:

e 1 - Official/Administrator

e 2 - Professional

e 3 - Technician

e 4 - Protective Services —sworn

e 5 - Protective Services — non-sworn*
e 6 - Administrative Support

e 7 - Skilled Craft

e 8- Service/Maintenance

* Note: category 5 is obsolete and no longer used.

The following charts summarize the total executive branch distribution of all employees
in each EEO category, and then a breakdown by each protected class group for each
EEO category, and the net changes from the end of FY2009 to the end of FY2010.
Note that while the executive branch affirmative action program does not break down
minorities into sub-groups, the breakdown is presented in these charts to provide as
much detail about each group as possible.

Chart 2A - Executive Branch Employee Distribution by EEO Category at Beginning and End of FY2010

EOFYO09 EOFY10 % of Total
Executive % of Total Executive Executive
Category Branch Executive Branch Branch Branch
# EEO Categories Population Workforce Population Workforce
1 Official/Administrator 1,866 9.11% 1,560 8.51%
2 Professional 7,372 35.97% 6,648 36.26%
3 Technician 2,512 12.26% 2,161 11.79%
4 Protective Services 3,073 14.99% 2,860 15.60%
6 Administrative Support 2,275 11.10% 1,794 9.78%
7 Skilled Craft 1,698 8.29% 1,534 8.37%
8 Service/Maintenance 1,698 8.29% 1,779 9.70%
TOTALS 20,494 100% 18,336 100%
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Chart 2B - Executive Branch Workforce Composition EOFY2009 to EOFY2010 - EEO Category 1

State Government
Net Workforce %
1. OFFICIAL/ADMINISTRATOR June '10 | June'09 | Change | June '10 | June '09
Male 815 906 -91 | 52.24% | 52.01%
Female 745 836 91| 47.76% | 47.99%
Non-Minority 1,455 1,644 -189 | 93.27% | 94.37%
Minority 74 67 7 4.74% 3.85%
African Am 35 31 4 2.24% 1.78%
Asian/PI 19 16 3 1.22% 0.92%
Ntv Am 6 7 -1 0.38% 0.40%
Latino 14 13 1 0.90% 0.75%
Unknown 31 31 0 1.99% 1.78%
TOTALS 1,560 1,742 -182
Chart 2C - Executive Branch Workforce Composition - EEO Category 2
State Government
Net Workforce %
2. PROFESSIONAL June '10 | June'09 | Change | June '10 | June '09
Male 2,634 2,910 -276 | 39.62% | 39.47%
Female 4,014 4,357 -343 | 60.38% | 59.10%
Non-Minority 6,031 6,606 -575 | 90.72% | 89.61%
Minority 488 503 -15 7.34% 6.82%
African Am 178 192 -14 2.68% 2.60%
Asian/PI 167 168 -1 2.51% 2.28%
Ntv Am 21 27 -6 0.32% 0.37%
Latino 122 116 6 1.84% 1.57%
Unknown 129 158 -29 1.94% 2.14%
TOTALS 6,648 7,372 -724
Chart 2D - Executive Branch Workforce Composition - EEO Category 3
State Government
Net Workforce %
3. TECHNICIAN June '10 | June'09 | Change | June '10 | June '09
Male 852 953 -101 | 39.43% | 39.11%
Female 1,309 1,484 -175 | 60.57% | 60.89%
Non-Minority 1,996 2,289 -293 | 92.36% | 93.93%
Minority 130 135 -5 6.02% 5.54%
African Am 41 40 1 1.90% 1.64%
Asian/PI 29 30 -1 1.34% 1.23%
Ntv Am 17 21 -4 0.79% 0.86%
Latino 43 44 -1 1.99% 1.81%
Unknown 35 13 22 1.62% 0.53%
TOTALS 2,161 2,437 -276
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Chart 2E - Executive Branch Workforce Composition - EEO Category 4

State Government
Net Workforce %
4. PROTECTIVE SERVICE June '10 | June'09 | Change | June '10 | June '09
Male 2,418 2,596 -178 | 84.55% | 84.48%
Female 442 477 -35 | 15.45% | 15.52%
Non-Minority 2,698 2,912 -214 | 94.34% | 94.76%
Minority 148 148 0 5.17% 4.82%
African Am 59 56 3 2.06% 1.82%
Asian/PI 14 14 0 0.49% 0.46%
Ntv Am 20 23 -3 0.70% 0.75%
Latino 55 55 0 1.92% 1.79%
Unknown 14 13 1 0.49% 0.42%
TOTALS 2,860 3,073 -213
Chart 2F - Executive Branch Workforce Composition - EEO Category 6
State Government
Net Workforce %
6. ADMINISTRATIVE SUPPORT June '10 | June'09 | Change [ June '10 | June '09
Male 171 186 -15 9.53% 8.56%
Female 1,623 1,986 -363 | 90.47% | 91.44%
Non-Minority 1,638 1,986 -348 | 91.30% | 91.44%
Minority 134 162 -28 7.47% 7.46%
African Am 70 83 -13 3.90% 3.82%
Asian/PI 17 20 -3 0.95% 0.92%
Ntv Am 9 15 -6 0.50% 0.69%
Latino 38 44 -6 2.12% 2.03%
Unknown 22 24 -2 1.23% 1.10%
TOTALS 1,794 2,172 -378




Section 1

Chart 2G - Executive Branch Workforce Composition - EEO Category 7

State Government
Workforce %
Net June
7. SKILLED CRAFT June '10 | June'09 | Change | June '10 ‘09
Male 1,489 1,661 -172 97.07% | 96.91%
Female 45 53 -8 2.93% | 3.09%
Non-Minority 1,472 1,639 -167 95.96% | 95.62%
Minority 49 60 -11 3.19% | 3.50%
African Am 17 20 -3 1.11% | 1.17%
Asian/PI 4 4 0 0.26% | 0.23%
Ntv Am 20 23 -3 1.30% | 1.34%
Latino 8 13 -5 0.52% | 0.76%
Unknown 13 15 -2 0.85% | 0.88%
TOTALS 1,534 1,714 -180
Chart 2F - Executive Branch Workforce Composition - EEO Category 8
State Government
Workforce %
Net June
8. SERVICE MAINTENANCE June '10 | June '09 | Change | June '10 ‘09
Male 646 674 -28 36.31% | 34.20%
Female 1,133 1,297 -164 63.69% | 65.80%
Non-Minority 1,578 1,751 -173 88.70% | 88.84%
Minority 102 110 -8 5.73% | 5.58%
African Am 40 48 -8 2.25% | 2.44%
Asian/PI 24 23 1 1.35% | 1.17%
Ntv Am 10 9 1 0.56% | 0.46%
Latino 28 30 -2 1.57% | 1.52%
Unknown 99 110 -11 5.56% | 5.58%
TOTALS 1,779 1,971 -192

Workforce Composition Summary

The overall executive branch workforce decreased from June 2009 to June 2010 by
2,039, largely due to the number of employees who participated in the State Employee
Retirement Incentive Program (SERIP). While this reduced the number of persons in all
categories, the proportionate representation of females, minorities, and persons with
disabilities varied. Females lost representation in the workforce by 0.70 percentage
points, persons with disabilities by 0.84 percentage points, but minorities gained by 0.32
percentage points in relation to the overall workforce.

Among specific minority groups, all groups increased their relative representation in the
executive branch, except Native Americans. However, all groups — except Asian/Pacific
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Islanders — experienced a net loss in employment numbers in the executive branch, but
the relative proportion of minorities other than Native Americans gained because non-
minorities retired under SERIP in proportionately greater numbers.

The State continues to make numerical gains of protected-class members in
employment.

A breakdown of workforce composition of females and minorities by department in the
executive branch can be found in Appendix A.



SECTION 2:

DEPARTMENT OF ADMINISTRATIVE SERVICES FY2010
DIVERSITY/AFFIRMATIVE ACTION PROGRAM RESULTS

AND FY2011 PLANS

The Department of Administrative Services (DAS) has a role in diversity and affirmative
action as part of its responsibilities under the lowa Code and Executive Order Four
(EO4). This section details the DAS FY2010 plan and progress, and plans for FY2011.

The executive branch was impacted by adverse budgets in FY2010. These impacts
included furloughs, approximately 100 layoffs, and the State Employee Retirement
Incentive Program (SERIP) that resulted in 2,067 retirements, 1,985 from central
payroll. While DAS diverted resources to managing the impact of these workforce
changes, DAS continued to maintain a recruitment presence.

1. DAS RESPONSIBILITY: Job Vacancy Posting, Application Intake and
Evaluation, and Referral of Eligible Candidates to the Departments.

Specifically, DAS's responsibilities are to:

Administer the technical application of the BrassRing applicant tracking
system.

Post each department’s vacancies to the DAS website for on-line
recruitment.

Evaluate applications to determine if the candidate meets the minimum
qualifications of the job class.

Provide lists of eligible candidates to the hiring departments.

FY2010 Plan

DAS will continue to integrate the use of data into our systems, so that
departments will have useful information with which to make decisions.

FY2010 Progress

BrassRing System Coding - Merit covered job vacancy applications and
associated data are maintained in the BrassRing applicant tracking
system. In the hiring departments, the system is used to track hiring
progress by using a series of codes to identify the status of each
candidate. Once the hiring process is complete, each candidate is to be
assigned a final code. This data must be accurate to effectively evaluate
the hiring process. DAS reviewed BrassRing final HR Status codes and

10
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disposition form (hiring form) codes for FY2009 vacancies to evaluate data
consistency. The agencies were provided reports to identify
inconsistencies between final candidate HR Status coding and final hire
disposition coding.

This project was interrupted due to staff departure, but will be completed
in the second quarter of FY2011.

Recall/Outplacement Program Revision - The Recall/Outplacement
program was revised to streamline the eligibility process and tracking
mechanism, using the applicant tracking system (BrassRing). This
resulted in electronic communication with impacted employees, the
departments, and daily status reports for DAS staff. This also enabled
DAS staff to generate recall and outplacement eligibility lists through an
electronic search, which improved accuracy and timeliness.

FY2011 Plan

BrassRing System Coding - BrassRing HR Status coding review will be
completed and additional guidance will be provided to the departments on
HR Status coding. DAS will bolster its HR Status coding and hiring
disposition form review step within its payroll pre-audit function.

Applicant Flow Data - DAS will finalize reports to the departments that
track the progress of protected-class applicants in the hiring process to
enable the departments to evaluate their screening and selection
methods.

2. DAS RESPONSIBILITY: Hiring Practices Reviews — In accordance with EO4, the
DAS Employment Services Bureau and Program Delivery Services Bureau are
charged with reviewing and reporting on each department’s hiring practices.

FY2010 Plan

The hiring practices reviews will be ongoing.

FY2010 Progress

Four additional hiring reviews were initiated in FY2010:

Department of Education
Division of Vocational Rehabilitation Services (Education)
lowa Public Television

lowa Communications Network

11
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FY2011 Plan

DAS will complete all pending reviews and issue action items, and will resume
the review process in the second quarter of FY2011.

3. DAS RESPONSIBILITY: Diversity — Promote greater awareness of diversity in the
executive branch of state government.

FY2010 Plan

e Participate in cultural and diversity-related educational events and
encourage participation among the various departments in state
government.

e DAS will continue to provide Workforce Composition reports and
summaries to maintain diversity awareness of the departments.

FY2010 Progress

e In FY2010, DAS attended and encouraged department participation in the
following diversity events:

Events Date
Greater Des Moines Partnership Multicultural
. Quarterly
Receptions
lowa Civil Rights Commission State Fair Booth August 15, 2009

African American Historical Museum Women's

Leadership Conference September 18, 2009

Latino Heritage Festival September 19-20, 2009
lowa Mosaic Diversity Conference October 19, 2009
Black Ministerial Alliance Martin Luther King January 10, 2010
Breakfast

Annual Martin Luther King Capitol Celebration January 15, 2010
I'll Make Me a World In lowa January 29-30, 2010
Dallas Center-Grimes Diversity Fair April 22, 2010
CelebrAsian 2010 May 15, 2010
lowa June_teenth Observance History May 20, 2010
Presentation

lowa Juneteenth Observance June 19, 2010

e DAS distributed memorandums to department directors reminding them of
their current hiring opportunities for August, November, December,
January, March, and June of FY2010.

12
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FY2011 Plan
DAS wiill;

e Participate in cultural and diversity-related educational events and
encourage participation among the various departments in state
government.

e DAS will continue to provide Workforce Composition reports and
summaries to maintain diversity awareness of the departments.

4. DAS RESPONSIBILITY: Affirmative Action Program — Provide administration and
oversight.

FY2010 Plan

e Monitor each department’s workforce composition.

e Collect Diversity/Affirmative Action Plans and Reports from each
department.

e Publish an annual summary of plans and progress of the departments.

e Provide ad hoc reports to departments upon request.
FY2010 Progress

e Workforce composition reporting was maintained for each department.
e Currently reviewing and evaluating the Affirmative Action Plan.

e Diversity/Affirmative Plans for each department are currently being
collected. They are slightly delayed this year due to staffing issues in
many departments.

e Ad hoc reports were requested and provided to several departments.
FY2011 Plan
DAS will continue to review and evaluate the Affirmative Action Plan in FY2011.

5. DAS RESPONSIBILITY: Recruitment — Provide leadership, technical

assistance and special programs to the departments to encourage commitment
and action on recruitment.
FY2010 Plan

e DAS will take a leadership role with department recruitment contacts to

coordinate statewide efforts and encourage participation in events
identified or sponsored by DAS.

13
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Promote statewide branding through materials and communications.

Maintain a visible presence for the State at recruitment events and
encourage other departments to participate.

The DAS Recruitment Coordinator will consult with departments on
recruitment and retention issues.

Implement a statewide referral program.

FY2010 Progress

The statewide recruitment committee continued to meet on a quarterly
basis to exchange information and ideas. The DAS Recruitment and
Retention Coordinator provided sourcing assistance to agencies on a case
by case basis, which included assistance with writing ads, writing vacancy
announcements, and consulting on individual recruitment plans.

Recruitment efforts within the State of lowa took a more collaborative
approach under tighter budget constraints through partnerships with lowa
Workforce Development, lowa Department of Economic Development,
Central lowa Society of Human Resource Management, the Greater Des
Moines Partnership, and various employment and/or community-focused
networks. Emphasis was to make the public aware of state job vacancies
and educate them on the State’s hiring system, and to brand the State of
lowa as an employer of choice. DAS utilized direct emailing to community
organizations, the Department of Human Rights, and the lowa Civil Rights
Commission for distribution of vacancy announcements. DAS also made
greater use of social networking job boards, professional association
membership list serves, and licensure databases for direct mailings.

DAS registered on behalf of the State for the following recruitment events
in FY2010, and encouraged department participation in these events.
DAS also attended eleven career-related recruitment fairs, and eleven
networking events targeting potential talent for state jobs.

Event Date
lowa Workforce Development Mini Job Fairs Quarterly
Greater Des Moines Partnership Mini Job Fair Biennial
Net 2 Work Panel Discussion July 2, 2009
CISHRM Career Expo January 7, 2010
lowa Correctional Institute for Women March 10, 2010
2010 Reentry Job Fair March 24, 2010
IWD Job Expo April 20, 2010
Right Management Recruitment Presentation May 05, 2010
Newton Correctional Release Center Career Fair May 18, 2010
Right Management Networking Event May 20, 2010

The Recruitment and Retention Coordinator promoted and consulted with
agency staff on creative and cost-effective recruitment.

14
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e The statewide referral program was implemented as part of EO4. Efforts
will continue in determining means for measuring overall success of the
program.

FY2011 Plan

In FY2011, DAS will continue with the following:

e DAS will take a leadership role with department recruitment contacts to
coordinate statewide efforts and encourage participation in events
identified or sponsored by DAS.

e Promote statewide branding through materials and communications.

e Maintain a visible presence for the State at recruitment events and
encourage other departments to participate.

e The DAS Recruitment Coordinator will consult with executive branch
departments on recruitment and retention issues.

¢ Refine the statewide referral program.
6. DAS RESPONSIBILITY: Persons with Disabilities
FY2010 Plan

DAS will provide leadership, technical assistance, and special programs to the
departments to encourage commitment and action on the hiring and retention of
persons with disabilities (PWD).

FY2010 Progress
DAS participated in the following committees in FY2010:
e Olmstead Consumer Task Force

This task force functions within the Department of Human Services,
Mental Health and Disability Services Division. It exists because of the
1999 Olmstead Supreme Court Decision that mandates the reduction in
the levels of institutional care; supports people's return to their homes and
communities; eliminates disparities in employment opportunities and pay;
improves care delivery; and promotes research. The Director of DAS
appointed a DAS employee from the Employment Services Bureau to this
task force.

During FY2010, appointed representatives of state departments were
expected, at the request of this Task Force, to take on a greater role by
serving on subcommittees, assisting with and participating in sponsored
events, and providing feedback on legislative initiatives.

15
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Americans with Disabilities Act (ADA) Advisory Committee

The ongoing ADA Advisory Committee functions within DAS. The focus of
DAS'’s involvement is accessibility and parking accommodations for both
the public and state workers with disabilities.

Commission of Persons with Disabilities

The Commission of Persons with Disabilities operates within the
Department of Human Rights, Division of Persons with Disabilities. The
Commission meets on a quarterly basis and is attended by a
representative of DAS as an ex-officio member. The DAS representative
participated in the development of the Commission’s Strategic Workforce
Plan.

Governor’s Task Force on Dependent Adults with Mental Retardation

Governor Culver issued Executive Order Eleven on February 17, 2009,
creating a Task Force to examine and to report on the issues related to
dependent adults with mental retardation as an effective method to better
understand the magnitude of current practices and to effectuate
cooperative solutions to the enforcement of applicable laws. The Task
Force was required to submit a final report outlining its activities and
recommendations for corrective action to the Governor’s Office no later
than April 1, 2009. Included in the final report was the creation of a new
Task Force to further investigate issues, if needed, and to implement
recommendations of the original Task Force.

A DAS representative will attend Task Force meetings to discuss the on-
going implementation of changes in lowa laws, regulations, policies, and
procedures related to the care and employment of dependent adults with
mental retardation.

Employer’s Disability Resource Network (EDRN)

EDRN is a collaborative group of state, federal and private partners
working together to identify, develop, and mobilize resources and services
that add value to lowa businesses hiring persons with disabilities. Their
services are free and their mission is to provide businesses and industries
throughout lowa with top-level support, information, and resources through
their web portal. A DAS representative participated in the development of
their website.

16
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FY2011 Plan

DAS will evaluate its participation in the various disability-related committees and
focus on those most related to increasing persons with disabilities in executive
branch employment. The Governor signed legislation effective July 1, 2010,
providing for the development of programs to attract qualified disabled veterans
for job opportunities in state government (House File 2454). This bill provides
for:

e Development of programs to inform military personnel of job opportunities
in state government.

e Development of programs to inform disabled veterans about federally-
funded job training opportunities in state government.

e Development of a noncompetitive hiring program for disabled veterans
who complete federally-funded job training programs.

DAS will implement this program in FY2011.

. DAS RESPONSIBILITY: Diversity Council — Work with the Diversity Council to
implement Executive Order Four (EO4).

FY2010 Plan

DAS will work with the Diversity Council to carry out the provisions of EOA4.
FY2010 Progress

Over the course of the fiscal year, DAS engaged in these activities:

e Requested Diversity Plans and information from the departments and
completed the FY2009 Diversity and Affirmative Action Plan and Report.

e Provided information and support to the council and its subcommittees.

e Coordinated scheduling of council meetings and activities.

e Continued hiring practices reviews of the departments.

e Provided statewide diversity training.
FY2011 Plan

DAS will continue to work with the Diversity Council in FY2011.
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Section 2

8. DAS RESPONSIBILITY: Diversity Training — Develop and deliver statewide
diversity training.

FY2010 Plan

DAS will deliver its half-day workshop, Unleashing the Power of Diversity, to
more than 20,000 state employees by December 31, 2009, as required by EOA4.

FY2010 Progress
This training was completed. To accomplish this, temporary trainers were added
to staff, trained, and sent across the state to deliver over 750 sessions. A spirit

of appreciation and valuing a diverse workforce was at the core of the curriculum.

The chart at the end of this section shows the attendance for each diversity-
related course offered by DAS in FY2010.

FY2011 Plan

DAS will complete development and begin delivery on a new diversity course for
managers and supervisors. Development is currently under way.

DAS will continue to maintain diversity-related course offerings for new
employees and other interested parties on an ongoing basis.

FY2010 Attendance Summary of Diversity-Related Topics by Course

Course Title Attendance

ADA/EEO: AA/PSH 138
AMERICANS DISABILITIES ACT 34
DIVERSITY - EMPLOYEES 9,771
DIVERSITY - MANAGERS 17
EEO/AA SUPERVISORS 43
FAMILY AND MEDICAL LEAVE 43
FROM INTERVIEW TO HIRE 57
HUMAN RELATIONS SKILLS 9
PERFORMANCE EVALUATION 43
PREVENTING SEXUAL HARASSMENT - EMPLOYEE 3
PREVENTING SEXUAL HARASSMENT - SUPERVISORS 50
PSH FOR SUPERVISORS 7
THRIVING ON CHANGE 16
VALUING DIVERSITY/WORKPL 5
GRAND TOTAL 10,236
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Appendix A

APPENDIX A:

FY2010 WORKFORCE COMPOSITION
BY DEPARTMENT

The charts on the following pages detail the overall composition of the executive branch
workforce by department. The charts indicate the numerical changes for the total
workforce and the protected classes of females, minorities, and Persons with
Disabilities (PWD) from FY2009 to FY2010. The total number of females and minorities
are listed by department and EEO category, while PWD are only totaled by department.

Row Labels
EEO Category (type of work):

1 - Officials/Administrators
2 - Professional

3 - Technical

4 - Protective Service

5 - Not used by the State
6 - Administrative Support
7 - Skilled Craft

8 - Service/Maintenance
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EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total | Fem Min Dis Total | Fem Min Dis Total [ Fem Min Dis
(005) ADMIN SRVCS 350 141 40 27| 402 174 44 35 -52 -33 -4 -8
1-Officials/Administrators 42 16 0 46 19 0 -4 -3 0
2-Professional 164 65 17 192 84 17 -28 -19 0
3-Technical 24 20 2 28 24 2 -4 -4 0
6-Administrative Support 25 20 4 29 22 4 -4 -2 0
7-Skilled Craft 33 0 3 40 0 6 -7 0 -3
8-Service/Maintenance 62 20 14 67 25 15 -5 -5 -1

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(110) IA DEPT ON AGING 30 25 3 1 35 29 3 2 -5 -4 0 -1
1-Officials/Administrators 9 8 1 12 10 1 -3 -2 0
2-Professional 15 12 1 15 12 1 0 0 0
3-Technical 4 3 1 4 3 1 0 0 0
6-Administrative Support 2 2 0 4 4 0 -2 -2 0

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(010) AGRICULTURE 319 146 9 15| 380 182 10 22 -61 -36 -1 -7
1-Officials/Administrators 25 6 0 28 7 0 -3 -1 0
2-Professional 100 37 7 117 45 8 -17 -8 -1
3-Technical 109 18 0 125 21 0 -16 -3 0
6-Administrative Support 85 85 2 110 109 2 -25 -24 0
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EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total | Fem Min Dis Total | Fem Min Dis Total [ Fem Min Dis
(030) AUDITOR 101 56 2 5] 101 55 2 5 0 1 0 0
1-Officials/Administrators 8 4 0 8 4 0 0 0 0
2-Professional 90 49 2 89 47 2 1 2 0
3-Technical 0 0 0 1 1 0 -1 -1 0
6-Administrative Support 3 3 0 3 3 0 0 0 0

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(035) BLIND 84 55 3 20 85 55 4 22 -1 0 -1 -2
1-Officials/Administrators 9 5 1 11 6 2 -2 -1 -1
2-Professional 46 31 1 42 28 1 4 3 0
3-Technical 2 2 0 2 2 0 0 0 0
6-Administrative Support 19 17 1 22 19 1 -3 -2 0
7-Skilled Craft 8 0 0 8 0 0 0 0 0

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total | Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(050) CIVIL RIGHTS 25 17 9 3 26 17 9 3 -1 0 0 0
1-Officials/Administrators 2 1 0 2 1 0 0 0 0
2-Professional 21 14 9 22 14 9 -1 0 0
6-Administrative Support 2 2 0 2 2 0 0 0 0

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(105) COLL STUDENT AID 44 30 3 3 54 38 3 5 -10 -8 0 -2
1-Officials/Administrators 6 2 0 8 4 0 -2 -2 0
2-Professional 32 24 2 37 27 2 -5 -3 0
3-Technical 2 1 0 3 3 0 -1 -2 0
6-Administrative Support 4 3 1 6 4 1 -2 -1 0
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EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total | Fem Min Dis Total | Fem Min Dis Total [ Fem Min Dis
(061) COMM ALC BEV 61 17 2 0 58 22 4 3 -5 -2
1-Officials/Administrators 3 1 0 4 2 0 -1 -1 0
2-Professional 14 7 0 16 7 0 -2 0 0
3-Technical 1 1 0 2 2 0 -1 -1 0
6-Administrative Support 8 7 0 8 8 0 0 -1 0
8-Service/Maintenance 35 1 2 28 3 4 7 -2 -2
EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total | Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(062)COMM BANKING 78 33 1 0 78 35 2 0 -2 -1
1-Officials/Administrators 14 6 1 15 8 1 -1 -2 0
2-Professional 59 22 0 58 22 1 1 0 -1
3-Technical 1 1 0 1 1 0 0 0 0
6-Administrative Support 4 4 0 4 4 0 0 0 0
EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(063) COMM CRED UN 13 6 0 1 13 6 0 0 0 0
1-Officials/Administrators 2 2 0 2 2 0 0 0 0
2-Professional 10 3 0 10 3 0 0 0 0
6-Administrative Support 1 1 0 1 1 0 0 0 0
EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(064) COMM INSUR 87 52 12 4 91 54 11 -4 -2 1
1-Officials/Administrators 19 9 2 22 10 2 -3 -1 0
2-Professional 56 32 7 57 33 7 -1 -1 0
6-Administrative Support 12 11 3 12 11 2 0 0 1
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EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(067) COMM UTILITY 61 27 5 3 63 28 5 3 -2 -1 0 0
1-Officials/Administrators 10 4 0 10 4 0 0 0 0
2-Professional 45 17 4 45 16 4 0 1 0
3-Technical 1 1 0 1 1 0 0 0 0
6-Administrative Support 5 5 1 7 7 1 -2 -2 0

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total | Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(071) CORR-CENTRAL 39 23 6 0 41 24 5 0 -2 -1 1 0
1-Officials/Administrators 21 11 3 21 10 2 0 1 1
2-Professional 12 6 3 14 8 3 -2 -2 0
3-Technical 1 1 0 1 1 0 0 0 0
6-Administrative Support 5 5 0 5 5 0 0 0 0

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total | Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(073) CORR-FT MADISON 444 108 29 8 514 124 33 14 -70 -16 -4 -6
1-Officials/Administrators 27 12 2 28 11 2 -1 1 0
2-Professional 48 29 2 67 35 3 -19 -6 -1
3-Technical 6 4 1 6 4 1 0 0 0
4-Protective Service 328 48 24 368 53 27 -40 -5 -3
6-Administrative Support 17 15 0 23 20 0 -6 -5 0
7-Skilled Craft 18 0 0 21 0 0 -3 0 0
8-Service/Maintenance 0 0 0 1 1 0 -1 -1 0
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EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total | Fem Min Dis Total | Fem Min Dis Total [ Fem Min Dis
(074)CORR-ANAMOSA 287 56 10 71 337 69 12 13 -50 -13 -2 -6
1-Officials/Administrators 22 6 0 20 6 0 2 0 0
2-Professional 36 20 3 47 26 3 -11 -6 0
3-Technical 4 3 0 3 2 0 1 1 0
4-Protective Service 198 16 7 234 22 9 -36 -6 -2
6-Administrative Support 12 11 0 15 13 0 -3 -2 0
7-Skilled Craft 15 0 0 18 0 0 -3 0 0

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(075) CORR-OAKDALE 526 206 48 12 561 231 43 18 -35 -25 5 -6
1-Officials/Administrators 31 13 1 32 14 0 -1 -1 1
2-Professional 96 63 9 103 73 8 -7 -10 1
3-Technical 60 52 8 62 54 10 -2 -2 -2
4-Protective Service 279 45 25 294 52 20 -15 -7 5
6-Administrative Support 31 26 2 32 28 2 -1 -2 0
7-Skilled Craft 11 0 0 15 0 0 -4 0 0
8-Service/Maintenance 18 7 3 23 10 3 -5 -3 0

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(076) CORR-NEWTON 283 79 13 18 321 100 12 21 -38 -21 1 -3
1-Officials/Administrators 26 9 1 28 13 1 -2 -4 0
2-Professional 37 19 3 46 26 4 -9 -7 -1
3-Technical 8 7 0 9 8 0 -1 -1 0
4-Protective Service 182 33 8 203 39 6 -21 -6 2
6-Administrative Support 10 8 0 14 11 0 -4 -3 0
7-Skilled Craft 14 0 1 14 0 1 0 0 0
8-Service/Maintenance 6 3 0 7 3 0 -1 0 0
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EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(077) CORR-MT PLEASANT | 276 87 16 12| 319 105 18 18 -43 -18 -2 -6
1-Officials/Administrators 19 10 1 22 12 1 -3 -2 0
2-Professional 42 18 6 60 29 8 -18 -11 -2
3-Technical 8 6 0 8 6 0 0 0 0
4-Protective Service 170 35 8 186 38 8 -16 -3 0
6-Administrative Support 19 18 1 22 20 1 -3 -2 0
7-Skilled Craft 16 0 0 19 0 0 -3 0 0
8-Service/Maintenance 2 0 0 2 0 0 0 0 0

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(078) CORR-ROCKWELL
CTY 94 29 4 2| 106 30 3 2 -12 -1 1 0
1-Officials/Administrators 9 4 1 10 4 0 -1 0 1
2-Professional 19 11 0 21 13 0 -2 -2 0
3-Technical 1 1 0 1 1 0 0 0 0
4-Protective Service 57 9 3 64 8 3 -7 1 0
6-Administrative Support 4 4 0 4 4 0 0 0 0
7-Skilled Craft 4 0 0 6 0 0 -2 0 0
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EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total | Fem Min Dis Total | Fem Min Dis Total [ Fem Min Dis
(079) CORR-CLARINDA 253 84 7 14 | 286 95 7 17 -33 -11 0 -3
1-Officials/Administrators 27 13 0 27 15 0 0 -2 0
2-Professional 37 24 0 44 26 0 -7 -2 0
3-Technical 2 2 0 1 1 0 1 1 0
4-Protective Service 158 32 7 173 36 7 -15 -4 0
6-Administrative Support 13 11 0 16 13 0 -3 -2 0
7-Skilled Craft 13 0 0 19 0 0 -6 0 0
8-Service/Maintenance 3 2 0 6 4 0 -3 -2 0

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total | Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(081) CORR-
MITCHELVILLE 175 90 14 5 180 94 15 7 -5 -4 -1 -2
1-Officials/Administrators 14 8 1 16 10 1 -2 -2 0
2-Professional 31 24 2 34 29 3 -3 -5 -1
3-Technical 3 3 1 2 2 0 1 1 1
4-Protective Service 114 51 9 113 49 10 1 2 -1
6-Administrative Support 5 4 0 5 4 0 0 0 0
7-Skilled Craft 8 0 1 10 0 1 -2 0 0

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(082) CORR-INDUSTRIES 73 23 2 3 82 25 3 5 -9 -2 -1 -2
1-Officials/Administrators 9 4 0 9 4 0 0 0 0
2-Professional 13 11 2 13 11 2 0 0 0
3-Technical 2 1 0 2 1 0 0 0 0
6-Administrative Support 6 2 0 7 2 0 -1 0 0
7-Skilled Craft 38 5 0 46 7 1 -8 -2 -1
8-Service/Maintenance 5 0 0 5 0 0 0 0 0
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EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(083) CORR-FARM ACCT 1 0 0 1 0 0 -1 0 0 0
1-Officials/Administrators 1 0 0 2 0 0 -1 0 0
2-Professional 1 1 0 1 1 0 0 0 0
8-Service/Maintenance 3 0 0 3 0 0 0 0

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(084) CORR-FT DODGE 281 85 13 8| 326 104 16 15 -45 -19 -3 -7
1-Officials/Administrators 28 15 3 28 14 4 0 1 -1
2-Professional 35 17 2 54 30 4 -19 -13 -2
3-Technical 7 5 0 6 4 0 1 1 0
4-Protective Service 176 29 7 197 33 7 -21 -4 0
6-Administrative Support 17 16 1 21 19 1 -4 -3 0
7-Skilled Craft 12 0 0 12 0 0 0 0 0
8-Service/Maintenance 6 3 0 8 4 0 -2 -1 0

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total | Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(080) CULTURAL AFF 58 35 2 1 69 41 2 2 -11 -6 0 -1
1-Officials/Administrators 3 2 0 5 3 0 -2 -1 0
2-Professional 45 28 2 50 31 2 -5 -3 0
3-Technical 2 2 0 4 2 0 -2 0 0
6-Administrative Support 4 2 0 5 3 0 -1 -1 0
7-Skilled Craft 1 0 0 0 0 0 1 0 0
8-Service/Maintenance 3 1 0 5 2 0 -2 -1 0
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EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(090) ECON DEVELOP 114 80 9 71 145 95 12 9 -31 -15 -3 -2
1-Officials/Administrators 16 8 1 26 11 2 -10 -3 -1
2-Professional 82 58 6 95 62 7 -13 -4 -1
3-Technical 2 2 0 4 4 0 -2 -2 0
6-Administrative Support 8 8 2 12 12 3 -4 -4 -1
8-Service/Maintenance 6 4 0 8 6 0 -2 -2 0

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(040) ETH/CAMP FIN 2 2 0 0 5 5 0 0 -3 -3 0 0
2-Professional 1 1 0 3 3 0 -2 -2 0
6-Administrative Support 1 1 0 2 2 0 -1 -1 0

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(100) EDUCATION 227 156 18 11| 265 182 20 10 -38 -26 -2 1
1-Officials/Administrators 18 8 0 23 10 -5 -2 0
2-Professional 168 112 13 189 125 14 -21 -13 -1
3-Technical 7 6 1 6 5 1 1 1 0
6-Administrative Support 32 30 4 45 42 5 -13 -12 -1
7-Skilled Craft 2 0 0 2 0 0 0 0 0
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EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total | Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(101) ED-VOC REHAB 335 239 19 33 371 260 20 44 -36 -21 -1 -11
1-Officials/Administrators 10 4 0 11 4 0 -1 0 0
2-Professional 153 98 8 165 99 9 -12 -1 -1
3-Technical 113 86 7 122 93 7 -9 -7 0
6-Administrative Support 59 51 4 70 64 3 -11 -13 1
8-Service/Maintenance 0 0 0 3 0 1 -3 0 -1

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total | Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(140) HUMAN RIGHTS 47 27 4 6 46 27 3 6 1 0 1 0
1-Officials/Administrators 14 8 3 4 1 0 10 7
2-Professional 30 16 1 38 22 3 -8 -6 -2
3-Technical 0 0 0 1 1 0 -1 -1 0
6-Administrative Support 3 3 0 3 3 0 0 0 0

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total | Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(18A) HUMAN SRVCS 5,020 | 3,667 279 159 | 5,766 | 4,243 318 218 | -746 -576 -39 -59
1-Officials/Administrators 376 244 15 448 291 15 -72 -47 0
2-Professional 1,707 | 1,353 99 1,967 | 1,531 119 -260 -178 -20
3-Technical 901 780 68 1,041 908 72 -140 -128 -4
4-Protective Service 226 65 12 234 65 10 -8 0 2
6-Administrative Support 496 471 34 631 600 47 -135 -129 -13
7-Skilled Craft 111 5 0 127 6 0 -16 -1 0
8-Service/Maintenance 1,203 749 51 1,318 842 55 -115 -93 -4
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EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total | Fem Min Dis Total | Fem Min Dis Total [ Fem Min Dis
(205) JUSTICE 224 132 12 2| 255 145 12 3 -31 -13 0 -1
1-Officials/Administrators 21 9 1 27 10 0 -6 -1 1
2-Professional 168 88 10 190 97 10 -22 -9 0
3-Technical 1 1 0 1 1 0 0 0 0
6-Administrative Support 34 34 1 37 37 2 -3 -3 -1

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(200) INSP APPEALS 473 308 27 19 531 344 32 30 -58 -36 -5 -11
1-Officials/Administrators 22 13 0 29 18 0 -7 -5 0
2-Professional 386 234 18 414 242 21 -28 -8 -3
3-Technical 3 2 2 4 3 2 -1 -1 0
6-Administrative Support 62 59 7 84 81 9 -22 -22 -2

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(135) IA COMM NTWK 77 27 10 1 85 32 9 2 -8 -5 1 -1
1-Officials/Administrators 14 4 1 17 6 2 -3 -2 -1
2-Professional 53 18 9 54 19 7 -1 -1 2
3-Technical 6 3 0 11 6 0 -5 -3 0
6-Administrative Support 2 2 0 1 1 0 1 1 0
7-Skilled Craft 2 0 0 2 0 0 0 0 0

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(095) IA FIN AUTH 81 53 7 3 81 52 5 3 0 1 2 0
1-Officials/Administrators 28 17 2 28 14 2 0 3 0
2-Professional 51 34 5 50 36 3 1 -2 2
6-Administrative Support 2 2 0 3 2 0 -1 0 0
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EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(210) IA LAW ENF ACAD 19 12 0 0 24 12 0 -5 0 0 0
1-Officials/Administrators 0 0 0 1 0 0 -1 0 0
2-Professional 10 4 0 13 4 0 -3 0 0
4-Protective Service 1 1 0 1 1 0 0 0 0
6-Administrative Support 7 7 0 7 7 0 0 0 0
7-Skilled Craft 1 0 0 2 0 0 -1 0 0

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(321) LOTTERY 86 35 4 6| 109 44 6 -23 -9 -2 -1
1-Officials/Administrators 18 8 1 20 9 1 -2 -1 0
2-Professional 49 13 0 61 16 1 -12 -3 -1
3-Technical 6 5 0 8 6 0 -2 -1 0
6-Administrative Support 12 9 2 18 13 3 -6 -4 -1
8-Service/Maintenance 1 0 1 2 0 1 -1 0 0

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total | Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(261) IPERS 78 46 7 4 77 48 7 1 -2 0 0
1-Officials/Administrators 11 3 0 13 5 0 -2 -2 0
2-Professional 57 35 6 53 34 5 4 1 1
3-Technical 2 2 0 2 2 0 0 0 0
6-Administrative Support 8 6 1 9 7 2 -1 -1 -1
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EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(106) IPTV 99 43 1 1| 109 48 1 1 -10 -5 0 0
1-Officials/Administrators 13 9 0 14 11 0 -1 -2 0
2-Professional 55 25 0 61 27 0 -6 -2 0
3-Technical 26 5 0 28 5 0 -2 0 0
6-Administrative Support 5 4 1 6 5 1 -1 -1 0

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total | Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(230) MANAGEMENT 21 11 1 0 31 15 1 0 -10 -4 0 0
1-Officials/Administrators 1 0 0 3 2 0 -2 -2 0
2-Professional 19 10 1 26 11 1 -7 -1 0
6-Administrative Support 1 1 0 2 2 0 -1 -1 0

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(240) NAT RESOURCE 894 268 46 24 | 946 278 46 34 -52 -10 0 -10
1-Officials/Administrators 120 36 2 125 35 2 -5 1 0
2-Professional 475 164 31 508 171 30 -33 -7 1
3-Technical 140 18 2 148 18 2 -8 0 0
4-Protective Service 110 9 7 113 10 8 -3 -1 -1
6-Administrative Support 44 40 4 46 42 4 -2 -2 0
7-Skilled Craft 4 0 0 4 0 0 0 0 0
8-Service/Maintenance 1 1 0 2 2 0 -1 -1 0
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EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(642) OFC DRUG CNTL
POL 7 5 1 1 7 5 1 1 0 0 0
1-Officials/Administrators 3 2 0 3 2 0 0 0 0
2-Professional 3 2 1 3 2 1 0 0 0
6-Administrative Support 1 1 0 1 1 0 0 0 0
EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total | Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(301) OFC ENERGY IND 22 13 3 1 3 2 0 0 19 11 3
1-Officials/Administrators 7 3 2 2 1 0 5 2 2
2-Professional 13 8 1 0 0 0 13 8 1
6-Administrative Support 2 2 0 1 0 1 1 0
EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total | Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(250) PAROLE 6 4 1 0 10 7 3 0 -4 -3 -2
1-Officials/Administrators 1 0 1 1 0 1 0 0 0
2-Professional 4 3 0 6 4 0 -2 -1 0
6-Administrative Support 1 1 0 3 3 2 -2 -2 -2
EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(270) PERB 5 4 0 0 5 0 0 -2 -1 0
2-Professional 3 2 0 4 2 0 -1 0 0
3-Technical 0 0 0 1 1 0 -1 -1 0
6-Administrative Support 2 2 0 2 2 0 0 0 0
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EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(280) PUB DEFENSE 380 95 25 13 376 89 24 17 4 6 1 -4
1-Officials/Administrators 27 6 0 33 8 0 -6 -2 0
2-Professional 157 58 7 120 49 5 37 9 2
3-Technical 9 6 0 9 5 0 0 1 0
4-Protective Service 99 4 12 105 4 12 -6 0 0
6-Administrative Support 11 10 0 10 9 0 1 1 0
7-Skilled Craft 55 2 2 75 3 3 -20 -1 -1
8-Service/Maintenance 22 9 4 24 11 4 -2 -2 0

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(290) PUB HEALTH 415 308 27 30| 444 323 30 33 -29 -15 -3 -3
1-Officials/Administrators 80 59 3 84 61 3 -4 -2 0
2-Professional 259 184 17 273 187 20 -14 -3 -3
3-Technical 10 8 1 12 9 1 -2 -1 0
4-Protective Service 4 1 0 4 1 0 0 0 0
6-Administrative Support 62 56 6 71 65 6 -9 -9 0

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total | Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(300) PUB SAFETY 942 196 30 26 993 223 33 31 -51 -27 -3 -5
1-Officials/Administrators 51 7 1 53 8 1 -2 -1 0
2-Professional 74 28 7 83 34 9 -9 -6 -2
3-Technical 59 27 5 65 31 5 -6 -4 0
4-Protective Service 643 52 15 662 55 16 -19 -3 -1
6-Administrative Support 109 82 1 120 95 1 -11 -13 0
7-Skilled Craft 6 0 1 10 0 1 -4 0 0
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EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total | Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(320) REVENUE 295 175 32 26 372 219 34 32 -77 -44 -2 -6
1-Officials/Administrators 41 14 2 45 15 2 -4 -1 0
2-Professional 210 122 25 261 143 28 -51 -21 -3
3-Technical 3 3 0 3 3 0 0 0 0
6-Administrative Support 41 36 5 63 58 4 -22 -22 1

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(330) SEC OF STATE 29 20 1 0 36 25 2 0 -7 -5 -1 0
1-Officials/Administrators 5 4 0 7 4 0 -2 0 0
2-Professional 15 7 0 16 8 0 -1 -1 0
6-Administrative Support 9 9 1 13 13 2 -4 -4 -1

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total | Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(35A) TRANSPORTATION 2,746 673 123 146 | 3,031 751 133 204 | -285 -78 -10 -58
1-Officials/Administrators 174 50 9 198 56 9 -24 -6 0
2-Professional 520 189 26 548 204 26 -28 -15 0
3-Technical 487 119 23 568 129 23 -81 -10 0
4-Protective Service 109 12 4 116 11 5 -7 1 -1
6-Administrative Support 294 263 17 337 305 20 -43 -42 -3 -2
7-Skilled Craft 1,141 33 41 1,238 37 47 -97 -4 -6 -23
8-Service/Maintenance 21 7 3 26 9 3 -5 -2 0 -2
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EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(360) TREASURER 27 22 1 0 28 22 1 0 -1 0 0 0
1-Officials/Administrators 6 5 0 6 4 0 0 1 0
2-Professional 17 13 1 17 14 1 0 -1 0
3-Technical 2 2 0 3 2 0 -1 0 0
6-Administrative Support 2 2 0 2 2 0 0 0 0

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total | Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(670) VETS AFFAIRS 12 5 0 1 14 5 0 1 -2 0 0 0
1-Officials/Administrators 1 0 0 3 0 0 -2 0 0
2-Professional 5 3 0 5 3 0 0 0 0
6-Administrative Support 3 2 0 3 2 0 0 0 0
7-Skilled Craft 2 0 0 2 0 0 0 0 0
8-Service/Maintenance 1 0 0 1 0 0 0 0 0

EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(370) VETERANS HOME 764 620 35 32 857 705 33 42 -93 -85 2 -10
1-Officials/Administrators 25 12 0 29 15 0 -4 -3 0
2-Professional 194 156 7 204 165 5 -10 -9 2
3-Technical 98 91 3 112 105 3 -14 -14 0
4-Protective Service 6 0 0 6 0 0 0 0 0
6-Administrative Support 42 36 1 54 48 1 -12 -12 0
7-Skilled Craft 19 0 0 24 0 0 -5 0 0
8-Service/Maintenance 380 325 24 428 372 24 -48 -47 0
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EOFY10 Workforce EOFY09 Workforce FY2010 Workforce Change
Department/EEO Category | Total [ Fem Min Dis Total | Fem Min Dis Total | Fem Min Dis
(12A) IA WKFC DEVELOP 842 554 149 86 | 817 541 133 105 25 13 16 -19
1-Officials/Administrators 71 41 12 73 42 10 -2 -1 2
2-Professional 606 392 105 565 359 86 41 33 19
3-Technical 38 9 5 39 14 5 -1 -5 0
6-Administrative Support 126 111 27 139 126 32 -13 -15 -5
8-Service/Maintenance 1 1 0 1 0 0 0 1 0
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APPENDIX B: EXECUTIVE ORDER 4 (EO4)

INTHE NAME AND BY THE AUTHORITY OF THE STATE OF lowa
EXECUTIVE ORDER NUMBER FOUR

WHEREAS, it is a goal of this administration to achieve and maintain a diverse workforce in state
government; and

WHEREAS, a “diverse workforce” includes employees with differences in age, race, creed, color,
sex, sexual orientation, gender identity, national origin, religion, or disability; and

WHEREAS, it is a further goal of this administration to raise awareness of diversity issues among
state employees; and

WHEREAS, the hiring practices of the executive branch and their effect on the state’s workforce
have been the subject of recent study and administrative review; and

WHEREAS, Iowa Code section-19B.2 provides that it is the policy of this state to provide equal
opportunity in employment to all persons, and to apply affirmative action measures to
correct deficiencies in the state employment system where those remedies are
appropriate; and

WHEREAS, lowa Code section 19B.3(1)(a) requires the Department of Administrative Services
(DAS), in carrying out its responsibility to administer and promote equal opportunity
and affirmative action efforts in the recruitment, appointment, assignment, and
advancement of personnel by all state agencies (except the state board of regents and
the institutions under its jurisdiction), to designate a position as the state affirmative
action administrator.

NOW, THEREFORE, I, Chester J. Culver, Governor of the State of Towa, by the power vested in me
by the laws and the constitution of the State of lowa, do hereby order as follows:

I All executive branch agencies shall implement such hiring and management practices that
reflect the merit principles of Iowa Code sections 8A.411-.412 and that will enhance the
diversity of the State’s workforce under Iowa Code chapter 19B. Each executive branch
agency {(not including Board of Regents) shall:

A. Assure uniform hiring practices are applied throughout the agency. A written summary
of the agency’s hiring practices shall be submitted to the director of DAS for approval
by February 1, 2008. In evaluating the hiring practices, the Department of
Administrative Services-Human Resources Enterprise {DAS-HRE) shall use best
practices models. The agency shall work with DAS-HRE to make any necessary
changes to the agency’s hiring practices, and implement those changes.

B. Develop a recruitment and retention plan that includes a timetable and achieverent
milestones.

C. Work with Towa Vocational Rehabilitation Services to determine ways to increase
employment of persons with disabilities.

D. Submit a Diversity Plan to the Diversity Council created by this executive order
annually no later than July 31, with the initial plan due on July 31, 2008. These plans
shall be used by DAS to develop the State’s Affirmative Action Plan and Report, as
required by lowa Code section 19B.5(2). The Diversity Plan shall:
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I. provide information on the agency’s hiring and promotion practices, outlining
any changes to those practices during the reporting period;

2. outline the steps taken by the agency to increase diversity in the department by
recruiting and retaining a diverse workforce;

3. outline the steps taken by the agency to train employees on diversity-related
issues; '

4. outline how the agency intends to increase diversity among its staff in the next
year, based upon the number of anticipated hiring opportunities and current
workforce composition; and

5. describe any other efforts undertaken by the agency during the reporting
period to encourage workplace diversity and celebrate diversity.

DAS, in consultation with the Iowa Civil Rights Commission and the Department of
Human Rights, shall annually monitor the application. of the screening methods used by
state agencies, assess their impact on employee groups in the selection process and counsel
departments with regard to selection processes that pose barriers to any applicant group.
Where systems and methods to gather such selection data are inadequate, efforts to improve
them shall be made.

Diversity training shall be required on an annual basis for all state employees making hiring

and promotion decisions within their respective agency, including agency directors and
deputy directors. The training shall be provided or approved by DAS-HRE.

A DIVERSITY COUNCIL shall be created.
A. Membership in the Council shall include:
1. The Governor, or the Governor’s designee;

Director of the Department of Administrative Services (DAS), or the director’s
designee;

3. the DAS state affirmative action administrator;

4. the DAS recruitment coordinator;

5 the executive director of the lowa Civil Rights Commission, or the executive
director’s designee;

6. the director of the Department of Human Rights, or the director’s designee;

7. two additional representatives from the Executive Branch with experience in
addressing diversity issues, appointed by the Governor;

8. one representative from a collective bargaining unit that represents state
employees in law enforcement, appointed by the Governor;

9. one representative from a collective bargaining unit that represents state
employees, appointed by the Governor;

10. three members from the private sector with experience in addressing diversity
issues, appointed by the Governor; and

11. three members from non-profit organizations focusing on diversity issues,
appointed by the Governor.

Members from the private sector and non-profit organizations shall be appointed
to three-year staggered terms.

B. The Diversity Council shall:
1. Engage with private businesses and other governmental entities to recommend

and actively promote best practices for optimizing diversity throughout state
government.
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Review the state’s policies, procedures and practices related to the hiring of a
diverse workforce and recommend methods to insure these are implemented
and followed throughout state government. The Council shall include this
information in the annual report required in paragraph (5), below.

Develop a plan, including suggestions and a timeline for implementation and
estimated costs, for training all state employees with respect to diversity. The
plan shall be submitted to the Governor 1o later than March 31, 2008.

Develop a state-government referral system, whereby candidates who
interview with one agency and are not hired, but may be a good candidate for
another agency are referred to that agency for consideration. The system
should be in place no later than December 1, 2008.

Submit a written report outlining its activities and progress 0 the Governor’s
Office no later than June 30 of each year. The first report is due no later than
June 30, 2008.

IN TESTIMONY WHERKEOF, I have hereunto subscribed
my name and caused the Great Seal of Jowa to be affixed.
+TTas Moines this n of October, in the year of our

CHESTERJ. CULVER T\
GOVERNOR

MICHAEL A. MAURO
SECRETARY OF STATE
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APPENDIX C: DIVERSITY COUNCIL'S REPORT TO THE GOVERNOR

— Governor Chester J. Culver
I g s Lt. Governor Patty J. Judge

Preston A. Daniels, Director

Division of Community Action Agencies  Division of Community and Advocacy Service  Division of Criminal and Juvenile Justice Planning

Offices of:

Asian and Pacific Islanders | Deaf Services | Latino Affairs | Native American Affairs | Persons with Disabilities | Status of African Americans | Status of Women

July 15, 2010

MEMORANDUM

TO: The Honorable Chester J. Culver

FR:

CC:

RE:

The Honorable Lieutenant Governor Patty Judge

Preston Daniels, Director of the Department of Human Rights and
Chair of the Diversity Council

Joni Klaassen, Deputy Chief of Staff for Operations and Administration;

Renee Hardman, Senior VP-Human Resources of Bankers Trust and

Co-Chair of the Diversity Council

Report to the Governor

As directed in Executive Order Number Four, the Diversity Council has completed its
Report to the Governor, which we respectfully submit to you and the Lieutenant
Governor. We have outlined the Council’s work in FY 2010. Please find in the appendix:

FY 2009 recommendations progress report.

On behalf of the Council, we appreciate your support of our efforts this past year.
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The Diversity Council’s Annual Report to the Governor: 2010

Introduction

Executive Order Four affirms the Culver/Judge Administration’s commitment to diversity by
establishing a Diversity Council, made up of individuals with expertise in diversity. One of the
Council’s charges is to submit a written report, outlining its activities and progress, to the
Governor’s Office no later than June 30 of each year. This report will outline the activities of
the Council from July 1, 2009, to the present.

Meeting Dates and Subcommittees

In August 2009, the Diversity Council held a strategic planning session to determine its future
direction. It was decided that the Council would meet in session every other month in order to
allow members time to work in subcommittees.

The Council has met on the following dates in FY 2010:

e (08-26-09 — Strategic Planning Session/Retreat

e 10-08-09 — Regular Meeting

e 11-12-09 — Regular Meeting

e (01-14-10 — Regular Meeting

e 03-11-10 — Regular Meeting

e (04-07-10 — Special Meeting to discuss role of the Diversity Council
e 05-13-10 — Regular Meeting

The Diversity Council created new subcommittees to match its strategic goals for FY 2010.
The Council developed a statement of purpose, which guides the subcommittees.

1) Training Strategy — Continue diversity training and encourage departments to do more

to promote diversity.
a. Robin Jenkins
b. Ralph Rosenberg
c. Miriam Tyson
d. DinVanlo
e. DAS-HRE Staff (PDS)
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2)

3)

4)

5)

Accountability Strategy — Determine how to make departments accountable for

diversity and decide what data and measures should be used to determine outcomes.
a. Renee Hardman
b. Robin Jenkins
c. Alba Perez

Diversity Plans Strategy — Work with departments to increase the quality of their annual

Diversity Plans and encourage directors to be accountable for diversity progress in their
departments.
a. Robin Jenkins
b. Alba Perez
c. Ralph Rosenberg
d. Dinh VanlLo
e. Ray Walton

Communications Strategy — Educate the public on the mission, role, and activities of the

Council.
a. Reggie Jackson
b. Ralph Rosenberg
¢. Miriam Tyson
d. Stephen Wooderson

Organizational Strategy — Review Council membership; establish lines of communication
between the Council and the State with regard to recommendations; and create a
mission statement on diversity for all of state government.

a. Preston Daniels

b. Reggie Jackson

In the fall of 2009, the Governor accepted the Diversity’s Council’s recommendations. Please

see the appendix at the end of this report for the progress made on the recommendations to

date.

Training Subcommittee

We are pleased to report that at the end of calendar year 2009, DAS-HRE Performance &

Development Solutions conducted its 789" session of diversity training. More than 21,000

2
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employees attended across the state. Further, the sessions are offered on a continual basis on
the regular training calendar. The lowa Department of Transportation has included the half-day
session in its orientation week for all new employees.

The subcommittee worked with DAS to recommend a new, state-specific course, covering
hiring practices and best practices for managers and supervisors. The course will be delivered
in FY11 via webinar, and offered multiple times throughout the year. In addition, the course
can be delivered as a special session, allowing for customization per agency.

The subcommittee recommended to the Council that it enlist support from the Governor

requiring agencies to develop mandatory training plans for each manager and supervisor. The
Council accepted the recommendation.

Accountability Subcommittee

To achieve improvement or transformational change, it is important to consistently weave
diversity into the everyday operations of every department. The subcommittee has identified
five ways to include diversity in the decision-making process in state government:

e Performance reviews need to include meaningful and specific accountability statements
to address diversity issues.

e The Diversity Progress Report should become part of the performance review for agency
directors and elected officials.

e The State should develop a “trends report” based on the Diversity Progress Report, and
provide it to the Council on a quarterly or bi-annually basis.

e “Best Practices Award” should be created for state government.

e Agency directors should be required to attend at least one Diversity Council meeting per
year.

Diversity Plans Subcommittee

The subcommittee has a draft of the Diversity Plan format for departmental reporting.
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Communications Subcommittee

In October 2009, the Diversity Council in conjunction with lowa Vocational Rehabilitation
Services (IVRS) developed a campaign to serve as the Governor’s initiative of identifying the
State of lowa as a disability-friendly workplace. Prior to the end of the 2009 calendar year, IVRS
and the Department of Human Rights (DHR), as a part of a national effort, signed on to the
Proclamation Recommitment to full implementation of the American Disabilities Act (ADA).

In early 2010, IVRS led a work group consisting of other state departments to deliver an
awareness initiative — marketing the current success stories about employees with disabilities
in State government. In addition, DAS-HRE has supported efforts to promote, recruit, and
retain persons with disabilities.

In late winter and spring of 2010, a consortium of state agencies signed on to a national media
campaign, “Think Beyond the Label,” to dispel the myths surrounding employees with
disabilities and encourage employers to see past their biases.

In a previous (FY09) diversity report to the Governor, the Council indicated its plans for a public
forum to inform the general public and state employees about Executive Order Four and the
Council’s goals, accomplishments, and current projects. After revisiting our strategic goals, the
Council decided that it would be preferable to distribute a survey to all state government
employees to solicit input regarding diversity issues and to determine the level of interest
regarding the forum for employees and the greater community. Upon receipt of the survey
results, the plan for public forums will be solidified.

Organizational Subcommittee

Acting upon a request by the Organizational Subcommittee, the Diversity Council held a special
meeting on April 7 to discuss the Council’s role moving forward. It was unanimously agreed
upon that the Council remains in current status with the following proposal:

1) The Council is in need of a new chair to be appointed by the Governor.
2) Expand the role, structure, terms, and membership of the Council.
a. Role: Promote, explore, examine, and recommend directions and solutions.

b. Structure: Standing Council.
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c. Three-year staggered terms.
d. Add to membership roster:
e Adirector from a medium and large agency (2)
e Regents Institution (1)
e Judicial (1)
e Legislature (4)

3) Create the position of Inclusion or Diversity Officer, who would work in the Governor’s
Office and report directly to the Governor, Lt. Governor, or the Chief of Staff.

4) Encourage directors to attend the Diversity Council’s meetings upon invitation from the
Council to share department’s diversity efforts.
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APPENDIX:

STATUS OF RECOMMENDATIONS AS OF JULY 2010

Recommendation

DAS Action

In Progress

Item from
Executive Order
Number Four

. Hiring processes across state
government must be
standardized for greater
efficiency; therefore, the
recruitment and selection
process must be consistent
with the DAS “Applicant
Screening Manual."

DAS continues with hiring
practice reviews to
determine general
compliance with established
principles of the "Applicant
Screening Manual."

Completed: DNR, IVH, and
Revenue.

A response is pending from
one additional department,
and three other reports are
pending completion by DAS.

l., A.and B., 2.

. Departments should strive to
have a hiring pool of
applicants of diverse
background. Justification
must be made to the
Director when a qualified
candidate in an underutilized
category is not hired.

DAS will continue to
coordinate statewide
recruitment, emphasizing
branding and providing
assistance to departments,
as needed. Director Walton
sent a memo on 4-21-10 to
all department directors
reminding them of pending
hiring opportunities due to
the early retirement
program. He has also
communicated with
management liaisons and
personnel assistants about
the importance of hiring
persons with disabilities.

DAS is studying the use of
the justification process in
the hiring process.

The Governor’s Office has
stressed the importance of
this issue to directors during
cabinet meetings.

l., B. and Diversity
Council
recommendation
for justification
process.
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APPENDIX:

STATUS OF RECOMMENDATIONS AS OF JULY 2010

Recommendation

C. DAS must ensure next year’s

Diversity Plans are specific in

identifying methods that
departments will use in
expanding, when applicable,
the diversity of their
workforce.

DAS Action

DAS, with input of a sub
group of the Diversity
Council, has developed a
workforce planning
document that will be used
for diversity planning and
reporting. This document
requires that agencies
identify their workforce
needs, and then plan for
increasing their diversity
with those needs in mind.
DAS is currently working on
this document for the FY
2011 diversity and workforce
planning cycle.

In Progress

DAS will be distributing the
annual Workforce Planning
template for FY 2011 that
will include a request for
specific plans and methods
to increase diversity. This
will be distributed in July
2010.

Item from
Executive Order
Number Four

., D.

D. Department Directors’
performance evaluations
should include a diversity
component, which would

reflect specific achievements

in the areas of diversity
recruitment, hiring, training,
and retention.

DAS is studying how to
reflect diversity in directors'
performance appraisals.

DAS will develop a
preliminary
recommendation to IGOV in
FY 2011.

Diversity Council
recommendation

E. The Governor should
commission DAS to review,
evaluate, and make
necessary changes to the
current Affirmative Action
Process within state
government; including,
refining the data used in the
Affirmative Action Report.

DAS has received significant
input from the Attorney
General’s Office on ways this
program could be improved.
The Attorney General’s
Office is working with an
outside expert on these
issues.

DAS will develop a
preliminary
recommendation to IGOV in
FY 2011.

Diversity Council
recommendation
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APPENDIX:
STATUS OF RECOMMENDATIONS AS OF JULY 2010

Item from
Recommendation DAS Action In Progress Executive Order
Number Four

F. The Governor should Discussions are underway IGOV, DAS, and DHR staffs Diversity Council
consider hiring a Diversity about this issue. have developed the job recommendation
Inclusion Officer —whose job description and the
description would be Governor plans to appoint a
developed by DAS — or staff member to serve as the
expand the role of the Diversity Inclusion Officer,

Affirmative Action Officer to reporting directly to the
include diversity initiatives. Governor and Lt. Governor.

G. The Governor should lead by |There currently are openings |The Governor’s letter is in Diversity Council
example to build a strong on the diversity council, so [final draft form. IGOV plans |recommendation
statewide commitment to  [there is an opportunity to to finalize the letter and
diversity and strengthen include others. send out ASAP.
diversity efforts in all three
branches of government. In
so doing, the Governor
should consider inviting a
person from the Regents,
the Judicial Branch, and the
Legislative Branch to join the
Diversity Council.
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APPENDIX:

STATUS OF RECOMMENDATIONS AS OF JULY 2010

Recommendation

H. Diversity training should be
mandatory for employees in
all three branches of
government.

DAS Action

The current proposal is for
all executive branch
managers and supervisors to
attend a 90-minutes webinar
training on recruitment,
selection, and retention in FY
2011. In addition, DAS
proposes that all
departments complete a
training plan for supervisors
that can pinpoint their
specific training needs. This
will help us to provide
training that is needed for
each department.

Ongoing diversity sessions
are in the training catalog for
new employees and any who
may have missed the original
sessions. DAS offers all
training courses to any
entity, including the
legislative branch and
regents.

In Progress

The initial round of half-day
training (780 sessions) for all
21,000 employees has been
completed.

Additional training (75
sessions) for 2,100 managers
and supervisors has also
been completed.

New employees will be
trained as they are hired.

Item from
Executive Order
Number Four

B., 3. and
Diversity Council
recommendation
for expanding
training to all
branches.
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APPENDIX:

STATUS OF RECOMMENDATIONS AS OF JULY 2010

Recommendation

I. DAS must provide a plan for
ongoing training and
methods for leadership,
recruitment, and hiring to
use in integrating diversity
into their workplace;
specifically:

1. Provide a core of
orientation courses
for new managers.

2. Provide follow-up
training/reviews for
new managers.

DAS Action

The FY 2011 webinar training
on recruitment, selection,
and retention will be part of
this plan. Currently, DAS
Performance Development
Solutions (PDS) offers a
variety of courses on
leadership.

In Progress

A curriculum proposal has
been submitted to the
Diversity Council for the
webinar training. Training
will commence in FY 2011.

Item from
Executive Order
Number Four

B., 2, 3.

J. DAS should establish a
training curriculum directed
toward improving interview
skills for current state
employees who are seeking
professional development,
promotions, or new
positions within the State.

This training is currently
under development. It will
be released in the first
quarter of FY 2011.

K. DAS should establish a
training curriculum for hiring
managers on how to be
mindful of cultural
differences when conducting
interviews.

This concept will be
integrated into the
upcoming webinar training
for managers and
supervisors, and it is also
part of the curriculum for
the current PDS offering,
"From Interview to Hire."

10
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APPENDIX:

STATUS OF RECOMMENDATIONS AS OF JULY 2010

Recommendation

DAS Action

In Progress

Item from
Executive Order
Number Four

. Recommendations to assist
to carrying out Executive
Order Number Four. The
Council recommended that
an alternative mechanism is
created to communicate
with the Governor in
reference to diversity issues
not related to the State’s
hiring practices.

The Diversity Inclusion
Officer will assume primary
responsibility for greater
communication, including
attendance and participation
at all Diversity Council
meetings.

Diversity Council
recommendation

11
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APPENDIX D:
RESOURCES

DAS has identified the following list of websites as resources to help interested parties
learn more about the State’s diversity-related programs, DAS resources, and the
executive branch departments.

State of lowa Home Page
http://www.iowa.gov/state/main/index.html

Diversity Council
http://das.hre.iowa.qgov/hre diversity council.html

Managers and Supervisors Manual:
http://das.hre.iowa.gov/ms_manual.html

State of lowa Jobs Page:
http://das.hre.iowa.qgov/state jobs.html

Applicant Screening Manual:
http://das.hre.iowa.gov/documents/publications/applicant screening manual.pdf

Training Resources:
http://das.hre.iowa.gov/LearnAtPDS/traininghome.htm
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Appendix E

FY 2010-11 Diversity Progress Plan and Report

STATE OF IOWA
" ~ DIVERSITY PLAN AND REPORT
| Affirmative Action/Equal Employment

FY 2010 Progress
FY 2011 Plan

Please provide an update of your department’s annual Diversity/Affirmative Action plan
and report and submit to DAS by July 31%. Written plans should contain action items
(goals) and time specifications.

DAS will submit a report by September 30" on the condition of affirmative action,
diversity, and multicultural programs in state agencies. The information you submit will
be included in this report.

Submitting Agency: DEPARTMENT OF ADMINISTRATIVE SERVICES

Division (if applicable}): Human Resource Enterprise, General Services Enterprise,
Information Technology Enterprise, and State Accounting Enterprise

Person Submitting Report: Mark Johnson, Interim Chief Operating Officer, DAS-
HRE

Please Sign Name:

Phone: 515-281-5064
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Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

Please insert any additional statements of policy or commitment to achieving and
maintaining a diverse workforce in your agency:

Director Ray Walfon has directed all DAS managers and supervisors lo integrate
diversity into their day-to-day activities as much as possible, and to assure that all
persons who possess the necessary qualifications fo perform the job get fair and equal
consideration for hiring and promotions.

Administrative Plan

1. How your policy will be implemented:

The DAS policy is implemented through top down directives and internal program
development. Director Walton frequently reminds hiring managers and supervisors
of their obligation to consider diversity through both direct contact and directives to
the Chief Operating Officers of each enterprise.

2. Name, job title, and contact information for the responsible EEO AA official:
Mark Johnson, Interim Chief Operating Officer, DAS-HRE

Mark. johnson@iowa.gov
515-281-5064

3. Describe your agency’s system for auditing and reporting diversity issues:

Effective in FY2011, DAS will initiate the following processes:

o Review and revise internal policies and procedures relating to hiring
practices.

e Review the department’s workforce composition, by enterprise and job
categories.
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s Present the findings of these reports to the DAS managers and supervisors
during their regularly scheduled meetings to seek feedback and ideas on
issues relating fo hiring and diversity.

4. Indicate how your diversity plan and related communication materials are distributed
to your employees and/or the public. Please provide any relevant links to your web
site or attach a copy of supporting documentation:

» As the central administrative agency for the executive branch in the areas of
human resources, general services, information technology, and accounting,
DAS has an extensive website, with links devoted to each functional enterprise
area: http.//das.iowa.gov/.

s DAS also maintains an intranet site to communicate with DAS employees.

e DAS publishes newsletters for both internal staff (“First Friday Edition”) and for
external agency customers (“Customer Focus’).

o DAS will communicate the plan by posting it on the DAS website and in the First
Friday Edition newsletter to DAS employees. The DAS website has extensive
information available to the general public in relation to employment with the
State of lowa, including DAS.
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List your agency’s hiring and promotion practices, outlining any changes to those
practices during the reporting period;

It is DAS policy to use the Manager’s and Supervisor's Manual and the Applicant
Screening Manual as a resource for hiring and promotion. These documents are
available to all managers and supervisors on the DAS Human Resource Enterprise
website.

FY 2010 Progress

No change in policy.

FY 2011 Plans

A new DAS hiring policy was put into place on September 20, 2010. Director Walfon
will review each situation to review the makeup of the hiring team, diversily of the
candidate pool, the fop three candidates, and the candidate’s job history with the state.

DAS is developing an intemnal intership program fo introduce non-traditional diverse
candidates to DAS employment opportunities. All the enterprises will participate.
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Outline all steps taken by the agency to increase diversity in the department;
FY 2010 Progress

Recruitment and Cultural Event Participation

DAS registered on behalf of the state for the following recruifment events in FY2010. DAS
encouraged department participation in these events. DAS also aftended eleven career related
recruitment fairs and eleven networking events targeting potential talent for state jobs.

Event Date

lowa Workforce Development Mini Job Fairs Quarterly
Greater Des Moines Partnership Mini Job Fair Biennial

Net 2 Work Panel Discussion Juiy 2, 2009
CISHRM Career Expo January 7, 2010
towa Correctional Institute for Women | March 10, 2010
2010 Reentry Job Fair March 24, 2010
IWD Job Expo April 20, 2010
Right Management Recruitment Presentation May 05, 2010
Newton Correctional Release Center Career Fair May 18, 2010
Right Management Networking Event May 20, 2010

in FY 2010, DAS attended and encouraged department participation in the following diversity
events:

Events Date
Greater Des Moines Partnership Multicultural
. Quarterly
Receptions
fowa Civil Rights Commission State Fair Booth August 15, 2009

African American Historical Museum Women's

Leadership Conference September 18, 2009
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lLatino Heritage Festival

September 19-20, 2009

lowa Mosaic Diversity Conference

QOctober 19, 2009

Black Ministerial Alliance Martin Luther King Breakfast

January 10, 2010

Annual Martin Luther King Capitol Celebration

January 15, 2010

it Make Me a World In lowa

January 29-30, 2010

Dallas Center-Grimes Diversity Fair April 22, 2010
CelebrAsian 2010 May 15, 2010
lowa Juneteenth Observance History Presentation May 20, 2010

!owé Juneteenth Observance

June 19, 2010

Internal Resourcing

DAS hiring managers and supervisors are encouraged fo utilize the DAS
Statewide Recruitment Coordinator to assist them with recruitment.

The DAS Statewide Recruitment Coordinator has also introduced a courtesy
service of contacting supervisors who have current vacancies that fall into the
categories of low levels of diversily in the candidate pool and/or hard to fill job
tittes. The supervisor is sent an e-mail offering assistance with recruitment.
Services offered include the development of advertising announcements,
distribution of vacancy announcements to inclusive advertising sources and
contacts, and assisting with screening tools and interview teams. This is
provided at no cost fo the hiring manager.

Employee Recognition

DAS believes that diversity and employee morale are closely related because the
retention of a diverse workforce depends on a culture of recognition and
celebration of accomplishment. DAS took the following steps in FY2010 fo
recognize its employees:

Wall of Fame

This program allows DAS employees to recognize one another publicly to show
their appreciation for each other's accomplishments or outstanding customer
service. Thirteen DAS employees were recognized in FY2010. A brief summary
of recognition is placed on a certificate and posted on the bulletin board in the

6
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main hallway leading fo the break area. This program is open fo any and all DAS
employees.

Over the Top Awards

DAS celebrated and recognized DAS employees who had been nominated for
their willingness to go above and beyond the call of duty. A formal ceremony
was held on August 23, 2010. Director Walton presided and personally thanked
each DAS employee who was recognized, and all DAS employees for their
contributions. Pictures from this event can be viewed on the DAS intranet site.

Intranet “Lists”

DAS communicates a number of internal personnel related matters in this section
of the infranet site by providing employees access fo lists of employees who
qualify for catastrophic leave benefits, general announcements, event notices,
contact numbers, to help employees improve their use of grammar and
punctuation, and guide to internal DAS job opportunities.

FY 2011 Plan

DAS will continue to utilize the above methods and steps in FY 2011. DAS will review
its intranet and internet web sites and seek to improve communications and access fo
diversity related information.
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Outline the steps taken by the agency to train employees on diversity-related issues.
FY 2010 Progress

All DAS employees attended diversity training in FY2009 as required by Executive
Order Four through the Performance Development Solutions section of DAS. Additional
and follow-up training in diversity related courses in FY2010 included Americans with
Disabilities Act, Diversity for Employees, Family and Medical Leave, and Human
Relations Skills.

FY 2011 Plan

DAS hiring managers and supervisors will be required to attend the upcoming training
for managers and supervisors who have responsibilities for hiring.

All new DAS employees will be required to attend general diversity training.

All new DAS managers and supervisors will be required fo attend the manager's version
of diversity training.
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Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements, and
current workforce composition.

FY 2010 Progress

Forty-five DAS employees retired under the State Employee Retirement Incentive
Program (SERIP). It is projected that approximately 25 of these positions will be
refilled.

FY 2011 Plan

DAS will monitor the composition of the workforce and applicant pool for all DAS
vacancies. Each hiring manager or supervisor will review their vacancy with their
Enterprise COO to discuss whether the vacancy will be posted internal for promotional
hiring, or posted to all applicants. The vacancies created by SERIP suggest that while
information technology and human resources are impacted the most, alf of the EEQ job
categories will present hiring opportunities in FY2011.

The DAS recruitment coordinator will follow up with hiring managers and supervisors on
an as needed basis.
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Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in
Section 7.

FY 2010 Progress

Each year, DAS hosts an all-employee breakfast at the maintenance facility of the
capitol complex. DAS believes that bringing employees fogether on an annual basis will
promote more interaction and "put a face" on the diversity of DAS. A special ceremony
is held to recognize years of service and employees can participate in bingo if they
choose.

FY 2011 Plan
These events are well attended and DAS will host another in FY2011.

10

63



Attachment A
Topic

Summary

Attachment B
Topic

Summary

Attachment C
Topic

Summary

Appendix E

FY 2010-11 Diversity Progress Plan and Report

11

64



Appendix E

FY 2010-11 Diversity Progress Plan and Report

RQ\{ Wa [fon. Director
Agency Head, Name, and Title (please print)

(22 10

Agency Head Signature Date

12

65



Appendix E

FY 2010-11 Diversity Progress Plan and Report

STATE OF IOWA

DIVERSITY PLAN AND REPORT
Affirmative Action/Equal Employment
FY 2010 Progress

FY 2011 Plan

Please provide an update of your department’s annual Diversity/Affirmative Action plan
and report and submit to DAS by July 31%. Written plans should contain action items
(goals) and time specifications.

DAS will submit a report by September 30" on the condition of affirmative action,
diversity, and multicultural programs in state agencies. The information you submit will
be included in this report.

Submitting Agency: iowa Department on Aging

Division (if applicable):

Person Submitting Report: Ro Foege

Please Print Name: Ro Foege

Please Sign Name:

Phone: 515-725-3301
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Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

Please insert any additional statements of policy or commitment to achieving and
maintaining a diverse workforce in your agency:

Administrative Plan

1. How your policy will be implemented: The lowa Department on Aging is committed
to recruiting and retaining a qualified and diverse workforce to serve older lowans
while supporting equal employment opportunity and affirmative action plans. This is
done by following DAS-HRE's policies and guidelines and committing to meeting our
goal of balancing the underutilization of persons with a disability. Both management
and personnel associate are responsible for all phases of employment, including
recruiting, promotion, hiring, training, and reviewing PDQs.

2. Name, iob title, and contact infarmation for the responsible EEOQO AA official: Vivone
Abdel-Razeq, Human Resource Associate, 725-3338.

3. Describe your agency’s system for auditing and reporting diversity issues: The

daonartmant iec clirrantly nrovidad with nir nniadariv | indantilizatinon Rennrt hy DAQL
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HRE and strives to meet our goal of hiring two Persons with a Disability by following
guidelines.

4. Indicate how your diversity plan and related communication materials are distributed
to your employees and/or the public. Please provide any relevant links to your web
site or attach a copy of supporting documentation: All communications are done
using email for staff. All postings are posted on DAS-HRE's Employment web page
and forwarded to special interest groups.
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List your agency’s hiring and promotion practices, outlining any changes to those
practices during the reporting period;

FY 2010 Progress: Continue activities to encourage persons with a disability to apply
for positions open at lowa Department on Aging.

FY 2011 Plans:

1. IDA’s hiring practices consist of utilizing the state’s recruiting tool; BrassRing
for internal and external announcements, interoffice communication and for
some openings considered more difficult to fill or with special considerations,
such as location, we post openings with local newspapers for a minimum of
10 days. All postings include language encouraging minorities, women, and
persons with disabilities to apply. We also use the EDRN

2. Review the selection process by following DAS-HRE’s polices and IDA’s
affirmative action plan. This includes: check for a list for transfer and recall,
verify applicants meet minimum qualifications and score applicants.
Additional points are given to qualified veterans and persons with a disability
if known. Not everyone self-identifies as disabled.

3. Qualified applicants are then invited to participate in an interview with the
recruiting and Selection Team. Candidates not selected are sent a lelter
when a final hiring decision has been determined.

4. Background and references checks are completed for potential employees.

5. Work with DAS-HRE Personnel Officer to determine starting salary by
completing the M40 form (special pay).

6. Once offer has been accepted, all hiring records are kept in HR Associate’s
locked work area for a minimum of 3 years.

7. Conduct employee orientation within first full week of employee’s start date.

3
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Outline all steps taken by the agency to increase diversity in the department;

FY 2010 Progress:

Joud

Coordinated Task Force of Dependent Adults with Mental Retardation.
2. Notified employees of updates on diversity conferences and events

including:

a. 'll Make Me a World

b. lowa Juneteenth activities

c. Black History Month

Participated in Oider lowans Day at the lowa State Fair.

Minority Outreach Liaison attended Diversity Taskforce meetings.
Minority Outreach Liaison served on Women of Color Advisory Network
Minority Outreach Liaison attended lowa/Nebraska NAACP State
Conference of Branches.

Participated in the annual World Food Prize event.

AR

Maintain Aging and Disability Resource Center.

O o

. Collaborative efforts with lowa Workforce Development.
10.Staff attended Diversity meetings.

FY 2011 Plan: Continue to work with various minority organizations/groups to meet our
Affirmative Action Plan.
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QOutline the steps taken by the agency to train employees on diversity-related issues;

FY 2010 Progress: All staff attended a mandated diversity training provided by DAS.

FY 2011 Plan:

Continue to seek new training materials to share with staff.

New employees are required to attend half day diversity training by DAS-PDS.
Invite special interest groups to come and speak at the All Staff meeting.
Have an open discussion regarding diversity issues at All Staff meeting.

i
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Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce composition;

FY 2010 Progress: Due to SERIP, lowa Department on Aging is currently approved fo
fill 4 positions. Continue {o work with DAS-HRE, Tracey Bradley with policies and
guidelines and Robin Jenkins with recruitment and retention.

FY 2011 Plan:

1. Work with Voc Rehab and Dept. for the Blind for their recommendations to
increase our persons with a disability.

2. Utilize EDRNetwork.org (Employer's Disability Resource Network) for posting

3. Include Equal Opportunities language and list lowa Relay phone number in all
postings.

4. Expend our posting to various aging and minority organizations
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Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in

Section 7.

FY 2010 Progress

FY 2011 Plan
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Ro Foege, Directér

Agency Head, Name and Title (please print) Ro Foege, Director
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Agency Head Signa@ Date
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Affirmative m%m/ e ;uatzﬂ Fmplovment
FY 2010 Pro

Fy 2011 Flan
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Please provide an update of your department’s annual Diversity/Affirmative Action pian
and report and submit to DAS by July 315, Written plans should contain action items
(goals) and time specifications.

DAS will submit a report by September 30" on the condition of affirmative action,
diversity, and multicultural programs in state agencies. The information you submit will

be included in this report.

Submitting Agency: AGRICULTURE AND LAND STEWARDSHIP
Division {if applicable):
Person Submitting Report:

Please Print Name: Marilyn Beeler
Gloria Stinson

Please Sign Name: %74?@1’/ e ﬁu et

% ) g’fﬂ Qe
A W,

Phone: (515)281-5681
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Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

Please insert any additional statements of policy or commitment to achieving and
maintaining a diverse workforce in your agency:

Administrative Plan

1. How your policy will be implemented:

All Department letterhead contains the statement below as a footer.

The lowa Department of Agricuiture and Land Stewardship is an equal opportunity employer and provider

The Depariments Website contains a Privacy statement which says:

All Department programs and services will be conducted without regard to race, color, national
origin, age, disability, gender, and reprisal.
http.//www . iowaagriculture gov/privacyStatement.asp

The Careers page on the Department's website contains the following statement

The lowa Department of Agriculture and Land Stewardship is an equat opportunity
employer and provider.  hitp://www.iowaadriculture.goviemployment.asp

2. Name, job title, and contact information for the responsible EEO AA official:

Marilyn Beeler, Administrative Assistant 2, EEOQ/AA Coordinator, (515) 281-5681 or
matrilyn.beeler@iowaagriculiure.gov

Gloria Stinson, Human Resources Assoc, (515) 281-5693 or
gloria.stinson@iowaagriculiure.qov
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3. Describe your agency’s system for auditing and reporting diversity issues:

Hiring Practices

When Brass Ring Certification lists are received and forwarded to supervisors the HR
Associate notifies the supervisor what the list is underutilized for.

Hiring Decision Justification forms are filled out and routed through the Division Director
and then to Karey Claghorn for final approval. Supervisors are {0 address
underutilization issues on this form.

4. Indicate how your diversity plan and related communication materials are
distributed to your employees and/or the public. Please provide any relevant links to
your web site or attach a copy of supporting documentation:

Meetings with managers and supervisors are held on a regular basis and they are
reminded of the importance of Equal Employment Opportunities and Affirmative Action
policies when hiring.
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List your agency’s hiring and promotion practices, outlining any changes to those
practices during the reporting period;

HIRING PROCESS

Memo from Bureau Chief/Supervisor to Division Director requesting permission to fill vacancy. Attach
current PDQ to memo.

Division Director approves request and routes to Karey Claghorn for final approval.
After approval request is routed to Personnel for processing.

The position is posted internally for 5-day contract transfer. {Non-contract positions are not posted
internally.)

If a contract transfer request is not received the information is entered into the Brass Ring (Dept of
Administrative Services web based hiring process.) This normally takes 1 — 2 days to process before
posting appears.

Vacancy is posted to the DAS and IDALS website. Can be posted for 1) Agriculture Employees Oniy, 2)
State Employees Only, or 3) All Applicants. Agriculture Employees Only would be posted for 5 days.
State Employees Only and All Applicants are posted for a minimum of 10 days but can be posted longer
if supervisor requests.

After posting expires it usually takes 2 — 3 days to receive the list of qualified applicants. Supervisor wili
receive the list and any cover letters/resumes received. Supervisor will also receive an email with links
to the Brass Ring applicant information.

When reviewing the list received the Supervisor should make special note of whether there are any

underutilized columns i.e. a Gender column means the list is underutilized for females. If the hiring list

is underutitized the supervisor should address why an underutilized candidate was not hired in the

Comment Section of the Hiring Decision Justification.

Supervisor scores/screens applicants. Then adds Vet points if applicable.
Interview top candidates using the same scoring criteria for each applicant.

Filt out Hiring Decision Justification (found on the Intranet) and attach coded vacancy list. The
justification is routed through Division Director and then to Karey Claghorn for approval. Only AFTER
the justification is approved by Karey may the position be offered to the applicant. However, if you have
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requested that the applicant start at anything but the minimum for the position then approval from the
DAS/HRE personnel officer must be received before the position can be offered to the applicant. The
applicant must accept the position by the list expiration date but the start date can be later to give the

applicant time for notice to current employer.

All interviewing information including notes must be kept for 3 years from the end of the state fiscal
year at the Bureau level.

HIRING INFORMATION IS SUBJECT TO AUDIT AT ANY TIME.

FY 2010 Progress

FY 2011 Plans

Continue to remind managers/supervisors of the importance of diversity in the
workplace.
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Outline ali steps taken by the agency to increase diversity in the department;

FY 2010 Progress

All supervisors are reminded about the importance of diversity in the workplace which
would help create a better working environment and be of benefit to all employees.

FY 2011 Plan

The Department will use all free Internet sites available such as
www.DesMoinesHelpwanted.com when posting positions to attempt to get the higgest

variety of applicants available for each position.
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QOutline the steps taken by the agency to train employees on diversity-related issues;

FY 2010 Progress

FY 2011 Plan

The EEQ/AA Coordinator and HR Assoc will attend any free classes or training
opportunities in this area.
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Outline how the agency infends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce composition;

FY 2010 Progress

Due to budgetary difficulties the Department made few hires.

FY 2011 Plan

All supervisors are reminded at manager/supervisors meetings regarding the EEOQ/AA
State of lowa policies.
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Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in

Section 7.

FY 2010 Progress

FY 2011 Plan
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KAREY CLAGHORN, DEPUTY SECRETARY OF AGRICULTURE

Agency Head, Name and Title {(please print)

%%%C/ZL%A% October 22, 2010

Agency Head g gnature Date
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HIRING ZPROMOTION STATE OF IOWA

Aenot r DIVERSITY PLAN AND REPORT
1Affirmative Action/Equal Employment
FY 2010 Progress
FY 2011 Plan

CCACTION

p-a

Please provide an update of your department’s annual Diversity/Affirmative Action plan
and report and submit to DAS by July 31°, Written plans should contain action items
(goais) and time specifications.

DAS will submit a report by September 30™ on the condition of affirmative action,
diversity, and multicultural programs in state agencies. The information you submit will
be included in this report.

Submitting Agency: Department for the Blind
Division (if applicable):

Person Submitting Report: Bruce K. Snethen

Please Print Name: Bruce K. Snethen E@EEVE@

AUG 2 5 2010
Please Sign Name: 6«;&, )4:7/1/; , EPT
— e [‘

{ADEPT. OF
ADMINISTRATJVE SERVICFS
Phone: 515-281-1293
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Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex, sexual orientation, age, or mental and physical disability in its employment
policies and practices and is an equal employment opportunity and affirmative action
employer.
IOWA DEPARTMENT FOR THE BLIND EQUAL EMPLOYMENT
OPPORTUNITY/AFFIRMATIVE ACTION POLICY STATEMENT

JANUARY 1, 1991

SECTION . POLICY STATEMENT

In compliance with state and federal laws, executive orders and regulations it is the
policy of the lowa Department for the Blind:

1. To assure fair and equal employment opportunity on the basis of merit
and fitness for all qualified employees and applicants for employment
without regard to race, color, national origin, creed, sex, religion, age,
physical or mental disability or any other non-merit factor;

2. To prohibit discrimination, whether intentional or unintentional, against
all employees and applicants for employment because of race, color,
national origin, creed, sex, religion, age, physical or mental disability or
any other non-merit factor, except that in accordance with section
501C of the Rehabilitation Act of 1973 (as Amended by Public Laws
93-516, 94-230, 95602, 99-506 and 100-630), priority will be given to
promotion of job opportunities (hiring, placement and advancement in
employment) of blind persons and other recipients of rehabilitation
services;

3. To implement affirmative actions based on the results of quantitative
and qualitative analyses, which will remove artificial barriers to and

2
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otherwise assure, equal employment opportunity and the prevention of
discrimination;

4.  To afford remedy based on the results of quantitative and qualitative
analyses, to those individuals and classes of individuals whose
treatment has resulted in an illegally discriminatory employment
situation as compared to the majority class when that treatment cannot
be justified on the basis of merit, business necessity or bona ride
policies, procedures or practices which have, or tend to have,
discriminatory impact;

5, To enforce this policy and the resulting program.

This policy is an integral part of every aspect of personnel policy, procedure and
practice including recruitment, selection, placement, salary, classification,
advancement, training and other treatment of employees and applicants for
employment. It is disseminated and discussed internally and externally and is
posted in conspicuous places in the agency (departmental and staff bulletin boards,
for example). The lowa Department for the Blind is an equal employment
opportunity and affirmative action employer. The coordinator of program planning
and evaluation in the Department's Des Moines central office is the agency official
responsible for equal employment and affirmative action compliance.

This Equal Employment Opportunity/Affirmative Action Policy of the lowa Department
for the Blind shall be posted in conspicuous places within each division, distributed to all
department employees, chairpersons of this department's advisory and policy-making
groups and recruiting sources.
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IOWA DEPARTMENT FOR THE BLIND EQUAL EMPLOYMENT
OPPORTUNITY/AFFIRMATIVE ACTION PROGRAM

JANUARY 1, 1991

SECTION Il. PROGRAM

It is the policy of the lowa Department for the Blind to provide equal opportunity to all
employees, applicants and program beneficiaries; to provide equal opportunity for
advancement of employees; to provide program and employment facilities which are
accessible to individuals with handicaps; and to administer its programs in a manner
which does not discriminate against any person because of race, creed, color,

religion, sex, national origin, handicap or age.

The coordinator of program planning and evaluation with the lowa Department for the
Blind has ultimate responsibility for the overall administration of the Equal Employment
Opportunity/Affirmative Action Program. This includes responsibility for integrating
equal opportunity into all parts of personnel and program management; reviewing all
policies and procedures as they affect equal opportunity and affirmative action;
ensuring compliance with relevant federal and state statutes; and designing and
implementing an internal system for auditing and reporting the program's effectiveness
to the director of the Department of Personnel.

The director, senior program administrator, program administrators and other
supervisory personnel within the Department for the Blind shall have the responsibility
for implementing this policy and the Affirmative Action Program within their areas of
authority. This includes establishing corrective measures designed to remedy identified
disparities in their work force, monitoring the progress made, and reporting the level of
accomplishment to the director. All individuals whose duties relate to personnel
administration shall be provided training in the performance of those duties.

This Department prohibits discrimination in its employment and services and, as a
result, assures that any person who feels that he/she has been denied employment
opportunities or benefits because of race, creed, color, religion, sex, national origin,
handicap, or age has the right to pursue internal grievance procedures and/or to file a
complaint with the Department of Civil Rights, This Department further assures that any
person who feels that he/she has been denied participation, representation, or services

4
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in any program administered by this Department because of race, creed, color, religion,
sex, national origin, age or handicap has the right to file a complaint with the
Department of Civil Rights or the appropriate federal granting agency.

The Department maintains an internal system for continuous auditing and reporting
on its affirmative action program. A complete breakdown of staff by EEO-4 category
and protected class is maintained by the coordinator.

Administrative Plan

1. This plan will be implemented by presenting it to the Commission for the Blind at its
next regularly scheduled meeting on September 14, 2010 and by releasing it to all
Department employees.

2. The responsible EEO AA official for this plan is Bruce K. Snethen, deputy director,
Bruce.Snethen@blind.state.ia.us, 515-281-1293.

3. The Department will audit and report diversity issues to the director of the
Department for the Blind and, as circumstances may require, reports to the
Commission for the Blind at the commission’s regularly scheduled meetings.

4. This diversity plan and related communication materials will be distributed to
employees and the public at the Department’s web site at idbonline.org.
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List your agency's hiring and promotion practices, outlining any changes fo those
practices during the reporting period;

FY 2010 progress:

The hiring process usually begins with an internal posting on the bulletin board in the
Department, including a Braille version, and a concurrent electronic mail message to all
employees regarding the opening. Depending on the results of this announcement and
other steps (e.g., requirements of the collective bargaining agreement), the position may
be further advertised for non-promotional candidates on the DAS-HRE web site. This
announcement is also circulated to organized groups of blind consumers.

When positions are initially advertised the announcement makes clear it is an internal
posting. If it becomes necessary to expand recruitment efforts further the
announcement will so indicate. The amount of interest expressed by internal
candidates is often an important consideration in determining whether to open the
announcement to the general public, as is the possibility of transfers occurring pursuant
to the collective bargaining agreement. Limited turnover, relative pay scales, and a
resulting scarcity of internal candidates often result in opening a vacancy to the general
public. In any case, we almost never use a selective certification requirement.

Questionnaires are sometimes used if the volume of applicants is large to obtain more
job specific information on candidates' skills than may be evident from the resumes. We
use this tool at times to assist in determining which candidates will be interviewed, but it
is frequently not necessary.

Most often, two or three people interview candidates simultaneously so that we get
multiple perspectives on each candidate. Following a determination by this group as to
which candidate is best suited for the job, a second interview with the director (and
possibly others) follows. A job offer typically results from the second interview.
Unsuccessful candidates are notified in writing and we document the notification.
Usually this occurs after a selection has been made and successful candidate has
accepted the position in writing.

The screening and selection processes described earlier apply to the department in
general. We have not undertaken focused steps pertaining to particular classifications.
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A promotion that occurs as a result of filling a vacant position is subject to the same
process we follow when advertising any vacancy.

No significant changes to the above processes occurred during fiscal year 2010.

FY 2011 plans:

Job vacancy announcements will be subject to wider dissemination, including listserv
avenues for blind persons, the statewide independent living council, the Department of
Human Rights, the Veterans Administration, the rehabilitation counseling programs at
Drake University and the University of lowa, lowa Vocational Rehabilitation Services,
the lowa Client Assistance Program, the lowa Civil Rights Commission, and organized

blind consumer groups.

The Department currently shows underutilization only in regards to minorities in its work
force and only among the rehabilitation consultant classification and in some of the

services specialist classifications.
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Outline all steps taken by the agency to increase diversity in the depariment;

FY 2010 progress:

Messages about the Latino and Asian heritage festivals have been circulated to
employees. The Department has also sponsored interested employees’ attendance at
the lowa Mosaic conference in Ames. A wellness committee was also begun in 2010,
thanks to the initiative of employees at the Department. All recent new hires who have
not attended other Department-sponsored diversity training have been scheduled to
attend PDS course GI-450 “Unleashing the Power of Diversity.” The Department's
responsible EEQ/AA official asks others involved in hiring decisions about the presence
of minority candidates in job interview pools. Some regression in ethnic diversity
occurred in 2010, due to several retirements that also cost the Department valuable
expertise.

FY 2011 plans:

The Department will continue recent actions described above. Several hiring decisions
are anticipated in 2011. The Department will continue to enroll new hires in diversity
training as course schedules permit.
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Outline the steps taken by the agency to train employees on diversity-related issues;

FY 2010 progress: The Department reviewed employee training records related to
diversity and, as described previously, arranged for those hired since the last general
diversity training effort to attend the referenced PDS course. The Department also used
training funds to register employees expressing an interest in other diversity related
training to attend.

FY 2011 plans: The efforts described for 2010 will continue. New supervisory
personnel will also be scheduled to attend training appropriate to their job duties.
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Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce composition;

FY 2010 progress: As described in section three, several retirements during a time of
relatively limited hiring resulted in the loss of some ethnic diversity among employee
ranks in 2010.

FY 2011 plan: As referenced near the end of section two above, expanded efforts to
circulate job vacancy announcements will be for the purpose of attracting a more
diverse population of candidates. More hiring is definitely expected in 2011 than was
possible in 2010.

10
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Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in
Section 7.

FY 2010 Progress

FY 2011 Plan

11

96




Attachment A
Topic

Summary

Attachment B
Topic

Summary

Attachment C
Topic

Summary

Appendix E

FY 2010-11 Diversity Progress Plan and Report

12

97




Appendix E

FY 2010-11 Diversity Progress Plan and Report

Karen A. Keninger, director

Agency Head, Name and Title (please print)

o A Aoorir A August 23, 2010
1] v U
Agency Head Signature Date
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Agency Diversity Plan Questionnaire

Agencies must provide an update of their annual diversity plan and submit to DAS and the
Diversity Council by July 31%'. Plans shall be written and contain goals and time
specifications related to personnel administration.

Affirmative Action Statement signed by the appointing authority

The State prohibits discrimination in its employment policies and practices on the basis of
race, creed, color, religion, national origin, sex and sexual orientation, age, or mental and
physical disability, and is an equal employment opportunity and affirmative action employer.

Administration

1. Statement declaring how your policy will be implemented: ICRC, as a small agency, is
able to implement all policies with direct, face to face direction and electronic
reminders. Since ICRC has not been under utilized for many years and since ICRC
has not been able to hire FT staff for a number of years, the policy is to maintain
diversity, while seeking ways to increase training and management options for a
more diverse workforce.

2. Name, job title, and work location of the responsible EEO AA official: Ralph Rosenberg,
Executive Director. ICRC has only one location, at the Grimes Building.

3. Describe your internal system for auditing and reporting diversity issues:

a. Monthly review by director of DAS reports with informal management
team. With no FTE hires since 2008, the diversity ‘recruitment’ has been
focused on expanded training of current staff and recruitment of
volunteers and interns, as well as providing opportunities for
management style training and advancement(conferences, back-up
federal agency contacts, etc.).

b. With the small size of the agency, diversity issues are brought to the
attention of the Executive Director.

4. Indicate how your diversity plan and related communication materials are distributed to
your employees and the public and provide any links to your web site or attach a copy of
supporting documentation: ICRC does advertize in the Bystander and El
Communicado and has done so for a number of years. ICRC also has purchased ads
in Spanish speaking small town papers. ICRC has worked to create PSA’s, most
recently focusing on disability. The nature of our work dictates that “all we talk about”
is diversity.
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Provide a brief summary for each item, indicating your progress in FY 2010, and your plans
for FY 2011.

1. Provide information on the agency’s hiring and promotion practices, outlining any
changes to those practices during the reporting period. With no full time hires since
2008, the policy has not changed. With one anticipated hire in the fall of 2010, the
policy was reviewed. ICRC will continue with a racially diverse interviewing panel,
as implemented prior to 2008 hires.

a. ICRC also recruits racial and cultural minorities at the law schools,
especially Drake.

b. Through the VISTA program, ICRC is able to also reach racial and cultural
minorities.

FY 2010 Progress—No change. No hires since 2008.

FY 2011 Plans—We anticipate one FTE hire. We have reviewed and placed the listing
on Brass Ring. We will continue aggressive, widespread public distribution of the job
vacancy. We carefully reviewed the job description and hiring process.

2. Outline steps taken by the agency to increase diversity in the department by recruiting
and retaining a diverse workforce;

FY 2010 Progress—With no ability to hire FTEs since 2008, progress was made in
different ways. Constant attention was made to to recruitment of racial and cultural
minorities and PWDS through volunteers, interns, and VISTAs. We constantly
approached staff, who are racial or culturally minorities, to assume greater informal
management involvement , as a way to train for potential advancement.

FY 2011 Plan—Continued attention. We anticipate one FTE hire. We have reviewed
and placed the listing on Brass Ring. We will continue aggressive, widespread public
distribution of the job vacancy. We carefully reviewed the job description and hiring
process.

3. Outline the steps taken by the agency to train employees on diversity-related issues;
FY 2010 Progress —Daily through our work. During the last year, we had training by
Russ Lovell, Ako Abdul Samad (on cultural competency and race), and the Great

Plains ADA staff. Staff have also attended HUD, EEOC, and RECCR trainings,
including out of state training paid for by federal dollars. Additional effort has been
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exerted to insure that this training was made available and used by a diverse
representation of ICRC staff.

FY 2011 Plan We will continue with staff attendance. Most recently 3 staff were funded
with federal dollars to attend HUD training.

4. Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities and current workforce
composition;

FY 2010 Progress—continued aggressive recruitment. (only one hire expected, tho)

FY 2011 Plan—-Again, ICRC only has one hire for this FY. Aggressive recruitment and
continuous review of job description and essential job function will help insure no
disparate impact.

5. Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity and celebrate diversity.

FY 2010 Progress — By nature of the training conducted by ICRC ( ICRC’s trainer
conducted 130 workshops before 2700 people) , thousands of lowans are encouraged
to expand opportunities for a diverse workforce.

The Director’s membership on the Diversity Council and on several of its sub-
committees on agency plans and communications helps insure other state agencies
will similarly support diversity efforts.

FY 2011 Plan—ICRC coordinated statewide ADA celebrations, which including free
training for employers on recruitment and working with people with disabilities. ICRC
created a website with information on what cities can do. ICRC participates in
outreach events at the State Fair, and individual groups’ annual events, like
Juneteenth day, Mosaic and others. It is estimated the ICRC reaches over 20,000
lowans annually.

Mw\hﬁ\

Appointing Authority Signature Date-August 4, 2010
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STATE OF IOWA

acron | PEavAtEwrowl  DIVERSITY PLAN AND REPORT
DIVERSITY Affrmative Action/Equal Employment
FY 2010 Progress
FY 2011 Plan

Please provide an update of your department’s annual Diversity/Affirmative Action plan
and report and submit to DAS by July 31°%'. Written plans should contain action items
(goals) and time specifications.

DAS will submit a report by September 30" on the condition of affirmative action,
diversity, and multicultural programs in state agencies. The information you submit will
be included in this report.

Submitting Agency: lowa College Student Aid Commission

Division (if applicable): N/A

Person Submitting Report: Julie Leeper

Please Print Name: Julie Leeper

Please Sign Name:

Phone: (515) 725-3420
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| Section 1 \ Policy Statement and Administrative Plan

Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

Please insert any additional statements of policy or commitment to achieving and
maintaining a diverse workforce in your agency:

The Commission’s management liaison will work directly with the State
Recruiting Coordinator to ensure that a diverse workforce is recruited.

The Commission will attempt to recruit minority applicants for all posted
positions.

The Commission will identify and interview at least one minority applicant for all
posted positions if it can be determined that an application has been received
from a minority applicant.

Preference will be given to minority applicants when all other qualifications are
equal.

Administrative Plan

1. How your policy will be implemented:

Each hiring supervisor has been trained on the importance of diversity in the
workplace and, with the help of the Commission’s management liaison, is
required to document each step in the hiring process including:

e A record of the review process that established the essential functions and
the competencies required to perform them. This includes the supporting
material that documents that the functions are essential. It should also include
a copy of the PDQ with the essential functions and required duties listed.

e A copy of any advertisements or posted vacancy announcements. Any
general qualifications and selective requirements should be evident.

e Copies of all applications received.
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e A copy of each screening method used and the results of the method by
individual. The reasons for including and excluding each applicant should be
maintained.

e Copies of all correspondence to applicants.
e A copy of the overall screening plan.

e A copy of the Checklist for Supervisors Filling positions and associated
documents such as the Requisition (req).

e A copy of the official applicant list received from DAS-HRE and coded for
return.

e Copies of interview questions and applicant responses.

e Copies of background checks must also be maintained, but have to be
maintained as confidential records.

e Copies of reference check questions and responses.

e Arecord of the reasons that the applicant hired was chosen.

2. Name, job title, and contact information for the responsible EEO AA official:

Julie Leeper, Executive Officer 3
200 10" Street, 4™ Floor

Des Moines, IA 50309

(515) 725-3420
Julie.leeper@iowa.gov

3. Describe your agency'’s system for auditing and reporting diversity issues:

All diversity issues must be reported to the Commission’s management liaison and
to the Executive Director.

4. Indicate how your diversity plan and related communication materials are
distributed to your employees and/or the public. Please provide any relevant links to
your web site or attach a copy of supporting documentation:

The Commission distributes its employment statement in its Employee
Handbook. The Handbook is distributed to all new employees and is updated
annually near the beginning of each state fiscal year.
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| Section 2 \ Hiring and Promotion

List your agency'’s hiring and promotion practices, outlining any changes to those
practices during the reporting period,;

A copy of the Commission’s Hiring Policy is attached beginning on page 11.

The Policy has been modified to include notification of job postings to the lowa
Department of the Blind, the Division of Vocational Rehabilitation Services of the
Department of Education, and the State Recruiting Coordinator.

To enhance retention efforts, the Commission has begun using the state’s
standard Exit Interview Parts 1 and 2.

FY 2010 Progress

Hiring Supervisors have been updated on the need to follow the Hiring Policy and
are more informed about the need to maintain hiring records.

FY 2011 Plans

Hiring Supervisors will be required to support the management liaison in all
efforts related to recruiting.
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| Section 3 \ Actions Taken to Increase Diversity

Outline all steps taken by the agency to increase diversity in the department;

FY 2010 Progress

The Commission hired only two individuals during FY 2010. In both cases, additional
points were given to applicants with disabilities or who were veterans. Ethnicity is not
taken into consideration in the initial review, as it is difficult, if not impossible, to identify
ethnic diversity through the review of paper applications.

FY 2011 Plan

During FY 2011, the Commission will provide copies of all job postings to the lowa
Department of the Blind and the Division of Vocational Rehabilitation Services of the
Department of Education. In addition, the Commission will seek assistance from the
State Recruiting Coordinator at DAS to ensure that a diverse group of applicants is
encouraged to apply.
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| Section 4 \ Diversity Related Training

Outline the steps taken by the agency to train employees on diversity-related issues;

FY 2010 Progress

The Commission’s Employment Practices and Hiring Policy has been provided to all
employees.

The Commission has published Office Work Rules which deal with professionalism,
positive attitude, respect, stewardship, communication, integrity, personal and
professional growth, and safe environment. All employees are required to uphold these
“shared expectations”.

FY 2011 Plan
Diversity training topics will be included in quarterly staff meetings.

The Executive Director and Management Liaison will discuss diversity issues with all
supervisors prior to approving any new hire.

All employees will continue to be expected to abide by the agency’s published Office
Work Rules.
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| Section 5 \ Hiring Opportunities

Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce composition;

FY 2010 Progress

Because of the minimum number of hires during FY 2010, little progress was made to
further diversify staff.

FY 2011 Plan

The Commission does not plan to replace the four employees who retired under SERIP.
However, approximately 5 new employees will be required under federal grants
expected to be awarded to the Commission during FY 2011. As already indicated, the
Commission will provide copies of all job postings to the lowa Department of the Blind
and the Division of Vocational Rehabilitation Services of the Department of Education.
In addition, the Commission will seek assistance from the State Recruiting Coordinator
at DAS to ensure that a diverse group of applicants is encouraged to apply.
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Section 6 \ Other Efforts to Increase Diversity

Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in
Section 7.

FY 2010 Progress

FY 2011 Plan
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Section 7 \ Attachments

Attachment A
Topic — Hiring Policy

Summary — The Commission’s hiring policy document is attached for review.

Attachment B
Topic

Summary

Attachment C

Topic

Summary
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Section 8 ‘ Signature Page

Karen Misjak, Executive Director

Agency Head, Name and Title (please print)

Agency Head Signature Date

10
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Attachment A
IOWA COLLEGE STUDENT AID COMMISSION
HIRING POLICY

Updated August 2010

A. General Hiring Policy Guidelines and Administration.

1. Support for Department’s Hiring Policy and Practices

Provided in lowa College Student Aid Commission Employee Handbook

2. Roles and Responsibilities

Executive Director:

1)
2)
3)

Approve initial posting of the position.
Participate on the interview panel, as time allows.
Review the selection of the finalist and approve salary offer.

Division Directors/Supervisors:

1)
2)

3)
4)
5)
6)
7
8)
9)

10)

11)

Make sure that all steps in the hiring process are followed.

Ensure that the Position Description Questionnaire (PDQ) reflects the job
responsibilities and duties of the position.

Develop the screening method and scoring matrix.

Develop the interview questions.

Conduct the interviews using an interview panel.

Conduct the reference checks.

Recommend individual for final decision of the Executive Director.

Negotiate salary.

Set start date and give appropriate documentation to Management Liaison to code
the hire. Give documentation of screening and matrix to Management Liaison to
retain for at least 3 years.

Set up the new employee’s orientation with Management Liaison, other Directors,
and staff.

Determine if the employee will become permanent.

Management Liaison:

1)

2)
3)
4)

After Executive Director approves the posting of the position, set up position on the
State’s BrassRing system.

When a list is made available, provide the list of candidates to the Supervisor.
Work with Executive Director and Supervisor to determine appropriate salary level.
Inform hiring Supervisor of documentation needed to record new employee on
BrassRing.

11
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5) Code the requisition on BrassRing. Send letters by the BrassRing email system to
candidates not hired.

6) Retain hiring records for at least 3 years in a secure location.

Personnel Assistant:

1) Back up the Management Liaison.

2)  Provide assistance to the hiring Supervisors by providing information or help on
using the BrassRing links.

3. Recruitment and Retention

The Commission will work with the Department of Administrative Services — Human
Resources Enterprise (DAS-HRE) to ensure that recruitment practices are followed. The
Commission has enjoyed a stable workforce with employee retention averaging

approximately 9 years. The Commission will monitor its employees’ length of service to
ensure that decreases are noted.

4. Promotional Practices

5.

The Commission’s management team encourages staff to pursue employment opportunities
that are of interest to the employees. Employees interested in applying for higher level
positions are required to apply for the positions of interest in accordance with personnel
hiring procedures. Internal staff with exceptional knowledge, skill, and experience

consistent with the higher level position may be promoted after interview without seeking
external applications.

Complaint Handling

The Commission’s policy concerning handling inquiries or complaints about the hiring
process will follow Section E of the State of lowa Equal Opportunity, Affirmative Action, and
Anti-Discrimination Policy. The internal process is as follows:

1) Allinquiries or complaints from applicants for specific job openings will be
forwarded to the Supervisor and Management Liaison for response and then to the
Commission’s DAS Personnel Officer for review.

2)  All complaints from applicants for specific job openings will be answered within two
working days of receipt. While additional time may be necessary to adequately
investigate the charges, the complainant will be notified within two days of receipt
of the initial complaint that additional time to respond is necessary and an
approximate response date will be provided.

3) The Supervisor's and Management Liaison’s response shall include the applicant
screening/scoring criteria, including the complainant’s rank among the other
applicants. If the complainant was interviewed, the Supervisor's and Management
Liaison’s response shall also include the interview scoring criteria and the
complainant’s rank among the other interviewees.

12
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All copies of complaints and subsequent responses will be filed and retained by the
Commission.

The Commission’s DAS Personnel Officer will review the file and report any trends
or necessary follow-up to the Executive Director.

All complaints about the hiring process that do not concern specific job openings
will be referred to previously identified management staff and the Commission’s
Personnel Officer for review. The same time provisions outlined in 2) above
prevail. Such complaints, and the subsequent responses, will be retained in a
separate file from those concerning specific job openings but will also be reviewed
annually per 5) above.

The Commission will fully cooperate with the Department of Administrative
Services — Human Resources Enterprise (DAS-HRE) staff in investigating and
resolving complaints concerning the Commission’s hiring practices.

6. Confidentiality and Records Retention

All records relating to the hiring process will be maintained for 3 years in a secure location.
The following records will be kept as required in Chapter 21 of the State of lowa Applicant
Screening Manual:

1)
2)

3)

A copy of any advertisements or posted vacancy announcements. Any general
gualifications and selective requirements should be evident.

Copies of all applications received.

A copy of each screening method used and the results of the method by individual.
The reasons for including and excluding each applicant should be maintained.
Copies of all correspondence with applicants.

A copy of the Position Description Questionnaire (PDQ).

A copy of the Checklist for Supervisors Filling Positions and associated documents
such as the Requisition (req).

A copy of the official applicant list received from DAS-HRE and coded for return.
Copies of interview questions and applicant responses.

Copies of background checks must be maintained. Background checks will be
maintained as confidential records.

Copies of reference check questions and responses.

A record of the reasons that the applicant hired was chosen.

All applicant information will be confidential and is not to be discussed with or
available to anyone that is not involved in the hiring process.

All information obtained in the interview process will be confidential and made
available for discussion only to those involved in the hiring process.

All information used for screenings, interviewing, and hiring will be held so it is not
readily available to anyone not involved in the hiring process.

B. Action Steps in the Hiring Process

1. Identifying Individual to be Hired

13
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Once it has been determined that a vacant position will be filled or a new position is
authorized by the Commissioners, the following steps will be completed:

1)
2)

3)

5)
6)
7
8)

10)

11)

12)
13)

14)

15)
16)

17)

The Supervisor will update/create the PDQ and classify the position.
If the position is a new position, the PDQ will be sent to DAS for approval of the
classification requested. When approved by DAS, approval from the Department
of Management (DOM) will be needed.
The Supervisor will identify selectives and underutilizations.
The Management Liaison will internally post the position for a minimum of 5
working days.

a. If there are no transfer requests, intra-agency or contract, continue to number

5.

b. If there are transfer requests:

i. Intra-agency — proceed to offer the position to the most senior
bargaining unit employee who has filed a transfer request (employee
must possess the ability to perform the duties and meet special or
selective certification requirements and, if the transfer would
substantially impair the Commission’s ability to maintain operational
efficiency, it may be denied);

ii. Coordinate transfer between state agencies — the most senior
qualified contract employee will be invited to the office to discuss the
open position and that employee will be offered the position. The
employee will have 3 working days in which to accept or decline the
offer in writing.

The Management Liaison will notify the Supervisor when the position has been
posted on BrassRing and will provide a close-out date.

The Management Liaison will provide a copy of the posting to the lowa Department
for the Blind, the Division of Vocational Rehabilitation Services of the Department
of Education, and the State’s Recruiting Coordinator.

The Management Liaison will provide a list of applicants to the Supervisor.

The Personnel Assistant will print a list of the eligible applicants.

The Supervisor will select interview team members.

The Supervisor will evaluate and identify applicants to be interviewed using
screening methods to select applicants with the desired competencies. A scoring
matrix will be established (this matrix will include scoring of points for veterans).
Examples may include points scored for different levels of education, number of
years of experience, special certifications or licenses, or specialized experience.
The Supervisor will set up interviews with top scoring applicants. Applicants will be
scored by the team members during the interviews.

The Supervisor will develop questions to be used during the interviews.

The Supervisor will provide a list of questions to be asked during the interviews
and other pertinent information to the interview team. The Supervisor will provide a
copy of the PDQ for the interviewee. (Sample interview questions can be found on
BrassRing.)

If five or fewer applicants are on the list, provisional authority is granted and the
Commission may interview other qualified applicants. No offer will be extended
until DAS has reviewed information and applicant is on BrassRing list.

The applicant to be hired will rank in the top score tier.

The Management Liaison will check to determine whether the new hire selection
has defaulted student loans.

The Executive Director will approve the hire and the salary.

14
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The Supervisor will call references. At least 2 professional references must be
called.)

The Supervisor will call current employers when necessary (if hiring from client or
Commissioner).

If references are acceptable, the Supervisor will call the applicant and make a job
offer explaining the probationary period if appropriate.

If the offer is accepted, the Supervisor will determine a start date with the new hire.
If the applicant turns down the offer, the Supervisor will review other applicants’
interviewed and determine if an offer should be extended to another interviewee.
(Go back to step 11.)

2. Once Offer is Accepted

1)

2)

Send letters to applicants (NOTE: The Management Liaison or Personnel
Assistant is able to do this electronically through BrassRing when provided with the
names of those who were interviewed, not interviewed, etc.)

a. Send letters to applicants who were not interviewed.

b. Send letters to applicants who were interviewed and not hired.

c. Send letter to applicant who accepted employment offer, including starting

date, title, and salary.

Sample letters are available on BrassRing (BrassRing is password-protected and
accessible only to agency Personnel Assistants and Management Liaisons.

3. Check-off List for New Hire

1)
2)

3)

4)
5)

6)
7

8)
9)
10)

11)

12)

13)

Identify where staff will be located.

Check with IT for passwords, email address, folder on shared drive, and computer
needs.

Obtain security door entry card or fob and signature form from the Management
Liaison.

Obtain parking pass and signature form from the Personnel Assistant.

Obtain file cabinet keys from the Supervisor. The Supervisor will document key
assignments.

Based on position, determine if other passwords are needed to perform job duties.
Obtain telephone number for new hire (not all office cubicles have activated
telephone numbers.

The Supervisor will develop a training schedule.

The training schedule should include a 2-hour timeframe for the Management
Liaison and Personnel Assistant to discuss benefits and required paperwork for
new employees. There are general office training pieces to be discussed.

New employee will sign a copy of a page from the Commission’s Employee
Handbook acknowledging receipt of the Handbook.

The Administrative Secretary will set up time with the Executive Director,
Management Liaison, or Personnel Assistant for staff orientation approximately 3
weeks after the start date.

The Supervisor will set up basic training provided by Client Relations during 6-
month probation period.

The Supervisor and the new employee will set up six month goals for probationary
performance evaluation.

15
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14) The Supervisor will conduct performance evaluations at the end of the third and
fifth months of employment.

16
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r DIVERSIHY PLAN AND REPORT
Affirmative Action/Equal Employment
FY 2010 Progress |
FY 2011 Plan

e STATE OF IOWA

AFFIRMATIVE

AT

. DIVERSITY

Please provide an update of your department's annual Diversity/Affirmative Action plan
and report and submit to DAS by July 31%. Written plans should contain action items
(goals) and time specifications.

DAS will submit a report by September 30™ on the condition of affirmative action,

diversity, and multicultural programs in state agencies. The information you submit will
be included in this report.

Submitting Agency: COMMERCE DEPARTMENT
Division (if applicable): ALCOHOLIC BEVERAGES DIVISION
Person Submitting Report: DEE NELSEN

Please Print Name: DEE NELSEN

Please Sign Name:

Phone: 515.281.7448
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Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

Please insert any additional statements of policy or commitment to achieving and
maintaining a diverse workforce in your agency: '

Administrative Plan

1. How your policy will be implemented: Classes will be provided to increase
awareness among employees regarding diversity in the workplace.

2. Name, job title, and contact information for the responsible EEQ AA official:
STEPHEN E LARSON, ADMINISTRATOR, 515.281.7402 '

3. Describe your agency’s system for auditing and reporting'diversity issues: We work
through the process of identifying the situation and giving alternative actions to
alleviate any future issues.

4. Indicate how your diversity plan and related communication materials are
distributed to your employees and/or the public. Please provide any relevant links to.
your web site or attach a copy of supporting documentation: For those with access to
computers, an e-mail to all staff is submitted. [f the employee does not have access, a
notice is posted in the area used by those particular individuals.
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List your agency’s hiring and promotion practices, outlining any changes to those
practices during the reporting period;

FY 2010 Progress: Vacancies shall be filled through promotion, transfer, demotion,
recall or original appointment. DAS-HRE will provide the names of all gualified
applicants who have indicated availability for the conditions and location specified in the
vacation announcement.

FY 2011 Plans: We will continue to follow the rules and requlations of our hiring
process through DAS-HRE electing the best candidate for the position.
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Outline ali steps taken by the agency to increase diversity in the department;

FY 2010 Progress: The appointing authority may conduct examinations to assess the
qualifications of applicants. Possession of valid license, certificate, registration, or work
permit required by the lowa Code in order the practice a trade or profession may qualify
as evidence of an applicant's basic qualifications.

FY 2011 Plan: All applicants will be considered taking note of his/her qualifications and
background.
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Outline the steps taken by the agency to train employees on diversity-related issues;

FY 2010 Progress: The Division’s policy concerning handling inquiries or complaints
will follow Section E of the State of lowa Equal Opportunity, Affirmative Action, and Anti-
Discrimination Policy.

FY 2011 Plan; The Division will continue to fully cooperate with the Depariment of
Administrative Services-Human Resources Enterprise staff in investigating and
resolving complaints.
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Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce composition; '

FY 2010 Progress: _Qualifications are the first formal screening device applied in the
screening process. All screening devices are subject to equal employment opportunity
requirements. These gualifications must always be met by all applicants for the

positions.

FY 2011 Plan: Continue to look for requirements based on the classification of that
class.
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Section6

Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in
Section 7.

FY 2010 Progress: When possible the division strives to balance the mix between
external and internal hires so the current staff is composed of both new and
experienced staff to represent a diverse blend of work experlence backgrounds, and
education leveis.

FY 2011 Plan: Contmue to bring diversion with new employees representlnq the
different diversities.
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Attachment A -
Topic

Summary

Attachment B
Topic

Summary

Attachment C

Topic

Summary
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Se ct;0n8 _. e

STEPHEN E LARSON, ADMINISTRATOR

Agency Head, Name and Title {please print)

M%ﬂ\ SEPTEMBER 27, 2010

Agency Head Signature Date
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STATE OF IOWA

aeon | Peovateveiowd:  DIVERSITY PLAN AND REPORT
DIVERSITY Affirmative Action/Equal Employment
FY 2010 Progress
FY 2011 Plan

Please provide an update of your department’s annual Diversity/Affirmative Action plan
and report and submit to DAS by July 31%'. Written plans should contain action items
(goals) and time specifications.

DAS will submit a report by September 30™ on the condition of affirmative action,
diversity, and multicultural programs in state agencies. The information you submit will
be included in this report.

Submitting Agency: Commerce
Division (if applicable): Banking (Including Professional Licensing)
Person Submitting Report: Kay Anderson, Comptroller

Please Print Name: Kay Anderson

Please Sign Name:

Phone: (515) 281-4014

127



Appendix E

FY 2010-11 Diversity Progress Plan and Report

Section 1 Policy Statement and Administrative Plan

Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

Please insert any additional statements of policy or commitment to achieving and
maintaining a diverse workforce in your agency:

Administrative Plan

1. How your policy will be implemented:

Our current recruiting efforts will be continued including visits to major college
campuses in the state, and advertisements both on-line and in a newspaper of
general circulation within the state. We encourage applications from all
interested parties on an on-going basis via our website and those applications
are retained for 12 months to be included in areview of candidates should an
opening occur.

Our Professional Licensing Bureau uses the Brass Ring system.

2. Name, job title, and contact information for the responsible EEO AA official:

Kay Anderson, Comptroller
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3. Describe your agency’s system for auditing and reporting diversity issues:

Management endeavors to set a tone wherein employees feel free to
communicate any questions or concerns regarding diversity issues. At IDOB, our
most evident kind of diversity is the widening age gap and thankfully, everyone is
respectful of everyone else. We attribute this, in part, to the teamwork and travel
which are part of the life of an examiner. We are lucky enough to have an average
tenure of 17+ years in the Banking Division and people really get along quite well.

4. Indicate how your diversity plan and related communication materials are
distributed to your employees and/or the public. Please provide any relevant links to
your web site or attach a copy of supporting documentation:

Monthly web based training began in September, 2009. In June, 2010 a statewide
event was held with all employees in attendance. The diversity portion of our
agenda included a brief video, a small group exercise and a large group
discussion afterwards. People participated openly and have said they learned a
lot from the exercises.

Here is a snapshot of our Share Point Training Website where we post Diversity
exercises:

—)
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Section 2 Hiring and Promotion

List your agency'’s hiring and promotion practices, outlining any changes to those
practices during the reporting period,;

FY 2010 Progress

Applicants for the Banking/Regulated Loan Division are pre-screened using the
documents submitted with regard to GPA (if applicable); previous work
experience; and overall professionalism presented with the application and/or
cover letter. All applications and resume’s are read through and screened using
the same criteria regardless of ethnic origin; gender; age or disabilities. The
Professional Licensing Bureau has always utilized the Brass Ring system.

FY 2011 Plans

Our current recruitment efforts ensure all persons who are interested in applying
for an open position may do so and we will continue with that process.

The Professional Licensing Bureau uses the Brass Ring system and will continue
to do so as well.

Section 3 Actions Taken to Increase Diversity

Outline all steps taken by the agency to increase diversity in the department;
FY 2010 Progress

Minority candidates historically have been reluctant to accept employment
opportunities based in rural communities, instead they were interested only in the
metropolitan area of Des Moines, where very little turnover is experienced.

FY 2011 Plan

The Banking Division overall encourages applications from all areas of the
population we serve. We will continue to recruit actively at all college campuses
and utilize the Brass Ring system for the Professional Licensing Bureau.
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Section 4 Diversity Related Training

Outline the steps taken by the agency to train employees on diversity-related issues;

FY 2010 Progress

Monthly training was done individually with completed worksheets submitted to
the diversity coordinator. One face-to-face session was held with all employees
in attendance. That session included a video presentation, lecture, small group
discussion and a large group discussion with all staff participating.

FY 2011 Plan

We plan to continue with on-going exercises assigned and completed with at
least one face-to-face session again next year. If the travel budget allows, there
may be some regional face-to-face sessions done at locations around the state.

Section 5 Hiring Opportunities

Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce composition;

FY 2010 Progress

The Banking Division had only one person who took advantage of the SERIP
program. This person retired from the Professional Licensing Bureau and will not
be replaced at this time.

FY 2011 Plan

The Banking Division overall encourages applications from all areas of the
population we serve. We will continue to recruit at college campuses and utilize
the Brass Ring system for the Professional Licensing Bureau.

We anticipate at least one retirement during FY 2011 and will promote from within
for this Regional Manager position.

132




Appendix E

FY 2010-11 Diversity Progress Plan and Report

133



Appendix E

FY 2010-11 Diversity Progress Plan and Report

Section 6 Other Efforts to Increase Diversity

Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in
Section 7.

FY 2010 Progress

People have been encouraged to participate in the on-line courses and again
encouraged to share their thoughts and views openly within those exercises. A
few have voiced concerns of the fear of “big brother” judging them based on
answers submitted. We have given assurances that these efforts are to raise
awareness and intended to be non-threatening. For the most part, however,
people have been willing to participate.

FY 2011 Plan

We plan to continue with the current structure, and possibly add more face-to-
face training in the current fiscal year.

Section 7 Attachments

Attachment A — No Attachments
Topic

Summary
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Section 8 Signature Page
Thomas B. Gronstal, Superintendent of Banking August 5, 2010
Agency Head, Name and Title (please print) Date

_W

Agency Head Signature
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STATE OF IOWA

acron | [eeuatawowih  DIVERSITY PLAN AND REPORT
DIVERSITY Affirmative Action/Equal Employment
FY 2010 Progress
FY 2011 Plan

Please provide an update of your department’s annual Diversity/Affirmative Action plan
and report and submit to DAS by July 31°%'. Written plans should contain action items
(goals) and time specifications.

DAS will submit a report by September 30" on the condition of affirmative action,
diversity, and multicultural programs in state agencies. The information you submit will
be included in this report.

Submitting Agency: Commerce

Division (if applicable): Insurance Division
Person Submitting Report: Angela Burke Boston
Please Print Name: Angela Burke Boston

Please Sign Name:

Phone: 515-281-4119
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Section 1 Policy Statement and Administrative Plan

Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

Please insert any additional statements of policy or commitment to achieving and
maintaining a diverse workforce in your agency:

Administrative Plan

1. How your policy will be implemented:
Ensure that all employees possess the necessary competency, skills and experience that
enables the Insurance Division to protect consumers by effectively and efficiently providing a
fair, flexible and positive regulatory environment.

2. Name, job title, and contact information for the responsible EEO AA official:

Angela Burke Boston

Assistant Commissioner

lowa Insurance Division

330 Maple

Des Moines, IA 50319-0065
515-281-4119
angela.burke.boston@iid.iowa.gov

3. Describe your agency’s system for auditing and reporting diversity issues:
Commissioner identifies each individual in the Division who is authorized to participate in the
hiring process as well as personnel matters for the Division. Each Bureau Chief is aware of
the State Policy on Diversity and is charged with acting in accordance with the State Policy
and DAS-HRE guidelines and procedures.
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4. Indicate how your diversity plan and related communication materials are
distributed to your employees and/or the public. Please provide any relevant links to
your web site or attach a copy of supporting documentation:

Presented during Division quarterly staff meetings, postings on Division intranet for
employees.

138



Appendix E

FY 2010-11 Diversity Progress Plan and Report

Section 2 Hiring and Promotion

List your agency'’s hiring and promotion practices, outlining any changes to those
practices during the reporting period,;

FY 2010 Progress
Conducted in accordance with DAS-HRE guidelines and procedures.
FY 2011 Plans

Continue to conduct in accordance with DAS-HRE guidelines and procedures.
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Section 3

Actions Taken to Increase Diversity

Outline all steps taken by the agency to increase diversity in the department;

FY 2010 Progress

Expanded the number of interviews conducted from the list of eligible candidates.

FY 2011 Plan

Maintain annual face-to-face sessions with employees that would alert management to any

issues.

Review recruitment procedures.

Collaborate with Department of Vocational Rehabilitation.
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Section 4 Diversity Related Training

Outline the steps taken by the agency to train employees on diversity-related issues;

FY 2010 Progress
Management and staff attended training as provided by DAS.
FY 2011 Plan

Attend training as provided by DAS.
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Section 5 Hiring Opportunities

Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce composition;

FY 2010 Progress

Of the vacancies filled during the fiscal year, a number of qualified and diverse individuals were
interviewed. Of the six hires during the fiscal year, one included a minority.

FY 2011 Plan

Ensure diverse pool of candidates
Collaborate with Department of Vocational Rehabilitation
Participate in State sponsored career fair
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Section 6 Other Efforts to Increase Diversity

Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in
Section 7.

FY 2010 Progress
No additional efforts other than previously outlined.
FY 2011 Plan

No additional efforts other than previously outlined.
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Attachment A
Topic

Summary

Attachment B
Topic

Summary
Attachment C

Topic

Summary
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Section 8 Signature Page

Susan E. Voss, Commissioner of Insurance

Agency Head, Name and Title (please print)

W 40 //”"{"’—J 9/3/10
7

Agency Head Signature Date

10
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gm RS P A O ST T

HIRING/PROMOTION

STATE OF IOWA

mpr DIVERSITY PLAN AND REPORT
Affirmative Action/Equal Employment
FY 2010 Progress

FY 2011 Plan

Please provide an update of your department’s annual Diversity/Affirmative Action plan
and report and submit to DAS by July 31%%, Written plans should contain action items
{goals) and time specifications.

DAS will submit a report by September 30" on the condition of affirmative action,
diversity, and multicultural programs in state agencies. The information you submit will
be included in this report.

Submitting Agency: lowa Utilities Board — Department of Commerce
Division (if applicable}:
Person Submitting Report: Judi K. Cooper

Please Print Name: Judi K. Cooper

Please Sign Name: %WJK C/(JU}‘SM/

Phone; 515-281-5386
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: '_'-Poiicy Statemer.tt' -

- The State prohrbrts discrimination on the basrs of race, creed coior relrgron natrona!
-origin, sex and sexuai orientation, age, or mental and physrcai disability inits -
employment policies and practlces and is an. equai empfoyment opportunlty and
affirmative action empioyer. - :

- Please insert any additional statements of policy or commrtment to achrevrng and
jmernte;mng a diverse workforce in your agency '

Administrative Plan

1. How your polrcy wrlt be mplemented : : -
Each hiring manager is reminded of the state potrcy and drrected to Chapter 2 of the .
DAS Manager/Supervisor model, relating to Affirmative Action and EEO, each time
they start the hiring process. As a relatively small agency with relatively low
turnover, we do not have a lot of hiring opportunity, so we feel it is important to
-Teview the State polrcy and DAS manual each time. o

2 Name, job title, and contact information for the responsible EEO AA official:
Joan Conrad, Chief of Staff — Executrve Secretary ' o -
. Joan.conrad@iowa.gov - :
- 515.281.4874

'-'Or

* Judi K. Cooper, Deputy Executive Secretary o
- Judi.cooper@iub.state.ia.us
515.281.5386

3. ‘Describe your agency’s system for auditing and reporting diversity issues:
We track training to ensure everyone has taken the state’s diversity clags. Werely
on the Job Class Underutilization List and Quarierly Affrrmatrve Act[on reportsto - -
help us monrtor resuits ' .
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4, Indicate how your diversity plan and related communication materiais are
- distributed to your employees and/or the public. Please provide any relevant links to '
your web site or attach a copy of supportmg documentation: ' -

- As described above every manager is trained in the state’s diversity class and o
refreshed each time a posmon is belng flfled S _
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List your agency's hiring and promotion practices, out!:nlng any changes to those
practices during the reporting penod - : :

FY 2010 Progress

We have expanded our efforts to encourage widespread dissemination of our position
openings in all communities. : :

- FY 2011 Plans

All DAS-approved applicants are screened and ranked using the same neutral, job-
focused criteria. This highlights the most qualified cand;dates in a manner that ensures
equaE emp!oyment opportumtles for all applzcants :
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- OQutline all steps taken by the agency to increa_sé diversity in the department;

- FY 2010 Progress — In FY 2010 we filled five positions. Each hiring process was
- conducted in compliance with the State’s policies and with DAS-HRE guidance.

FY 2011 Plan — Continue to use DAS-HRE fo help us increase the diversity of our
- workforce in a manner that complles with all gundellnes and requ;rements and promotes
efflcient government -
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Outline the steps taken by the agency to train employees cin diversity-related issues;

FY 2010 Progress — All staff has been tramed and new employees are requfred to take
dwersﬁy fraining. s .

FY 2011 Plan - Training for new staff wiil continue. _
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Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunlttes SERIP replacements and -
current workforce composmon :

: FY 2010 Progress — A female was added to the underutilized series of Utility Analysts.

FY 2011 Plan — We hope to fill eight positions in FY 2011. If that is authorized, we will
advertise the openings widely. |n particular, we are indentifying possible applicant pools
that we have not used in the past but that may give us a broader, more diverse group of
qualified applicants, such as posting openings at schools we have not contacted in the
“recent past, . . I o
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fokts to lniredse Diversity

Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in
Section 7.

FY 2010 Progress

FY 2011 Plan
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Summary

Attachment B
Topic

Summary

Attachment C
Topic

Summary
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Robert Berntsen, Chair

Agency Head, Name and Title (please print)

[

Agency Head Signature Date

10
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STATE OF IOWA

acron | [eeuArawowi:  DIVERSITY PLAN AND REPORT
DIVERSITY Affirmative Action/Equal Employment
FY 2010 Progress
FY 2011 Plan

Please provide an update of your department’s annual Diversity/Affirmative Action plan
and report and submit to DAS by July 31°%'. Written plans should contain action items
(goals) and time specifications.

DAS will submit a report by September 30" on the condition of affirmative action,
diversity, and multicultural programs in state agencies. The information you submit will

be included in this report.

Submitting Agency: lowa Department of Corrections

Division (if applicable):

Person Submitting Report: Michael Savala
Please Print Name: Michael Savala
Please Sign Name: Mortiort Sgvartts

Phone: (515) 725-5715
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Section 1 Policy Statement and Administrative Plan

Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

Please insert any additional statements of policy or commitment to achieving and
maintaining a diverse workforce in your agency: The Dept of Corrections has a policy
specifically addressing Affirmative Action that is distributed statewide to all DOC staff at
the prisons and central office.

Administrative Plan

1. How your policy will be implemented: By statewide distribution of DOC policy to all
prisons and central office, which specifically addresses affirmative action and equal
opportunities for all.

2. Name, job title, and contact information for the responsible EEO AA official:
Michael Savala, General Counsel, (515) 725-5715.

3. Describe your agency’s system for auditing and reporting diversity issues:
Every hire within the DOC is reviewed and approved by the DOC HR Director
and the DOC AA Officer to ensure fair and equitable hiring practices. Institutions
must fill out two forms that are sent to Central Office for review and approval by
the Director of Human Resources and the EEO/AA Officer. The first form
requires that each applicant be listed, gender, minority, disabled, state
experience, private-sector experience and their total score along with a written
justification for the top candidate being offered employment. The second form
requires the institutions to list how many applicants of a protected class were on
the certification list from the Department of Administrative Services, how many
were contacted for an interview, how many responded with an interest in
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interviewing, and how many actually showed up to interview. The Form also
requires a listing of the EEO job category to compare with the list promulgated by
the Department of Administrative Services to determine what underutilization
exists within each specific job classification.

Prisons report job class hires and separations each month to track trends in
underutilized employees.

4.

Indicate how your diversity plan and related communication materials are
distributed to your employees and/or the public. Please provide any relevant
links to your web site or attach a copy of supporting documentation: The DOC
has enhanced its website within the past year to include more information on
hiring opportunities and open job classes. For example, each prison lists job
openings on the DOC website: www.doc.state.ia.us, in addition to posting with
Dept of Administrative Services. The DOC has a specific operational policy
addressing Affirmative Action — see attached DOC policy AD-PR-32.

The DOC also developed a recruitment brochure — see attached brochure, which
is used for recruiting a diverse employee-base. Each prison has an Affirmative
Action committee which meets to discuss diversity efforts at each prison. In
addition, a member of each prison’s Affirmative Action Committee attends
recruiting venues to attract a diverse employee base where our DOC recruitment
brochure is handed out. The recruitment brochure directs all applicants to the
revised DOC webpage for more information about a career with the lowa
Department of Corrections.

Each new DOC employee receives diversity training. All current DOC employees
receive a mandatory 2 hours of annual diversity-related training.
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Section 2

Hiring and Promotion

List your agency'’s hiring and promotion practices, outlining any changes to those
practices during the reporting period,;

FY 2010 Progress

Employee hiring is in accordance with lowa Department of Corrections Policy
and Procedure AD-PR-05 — Employee Selection, which is updated annually.

All vacancies DOC are open to all applicants; none are limited to current DOC
employees and/or current state employees.

Each institution independently posts specific vacancies for Correctional Officer
positions on the DAS-HRE web based applicant system, BrassRing. This
facilitates real time applications at a particular correctional facility with vacant
positions to fill. Previously, the Correctional Officer class was continually open
for application which meant applicants were applying for positions that ‘could’ be
available at one of nine correctional facilities at ‘some time’ in the future.

FY 2011 Plans

Review and if necessary, revise lowa Department of Corrections Policy and
Procedure AD-PR-05 — Employee Selection, according to the response and
needs of the institutions.

Continue open vacancies to all applicants.
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Section 3

Actions Taken to Increase Diversity

Outline all steps taken by the agency to increase diversity in the department;

FY 2010 Progress

DOC needs to undertake recruiting. We can no longer expect for job candidates to seek
us out. The job market has become very competitive and we need to market the DOC as
a great place to work and to have as a career.

DOC needed to develop, and has developed, a consistent recruitment brochure. Each of
the nine prisons around lowa was sporadically attending job fairs with no consistent
theme or brochure.

DOC needed to, and has developed, a job applicant contact card for use at job fairs. We
needed to realize the DOC might not have a job opening when attending a job fair. A
contact card was developed, so that we could enter potential job candidate information
into a statewide database that all prisons could utilize when a job vacancy occurs. The
contact card is voluntary for job applicants to complete.

The statewide database was developed by DOC IT staff. Whenever our staff attend a job
fair, they are responsible for coming back and entering the contact card information
into the database. The database has searchable fields. For example, if we have an
opening for a nurse, the database can be searched for only those candidates with an
interest in the medical field.

DOC needed to, and developed, a recruitment video which provides an overview of all
nine prisons and various staff performing their jobs. We wanted to dispel the myth that
we only employ correctional officers — we also employ accountants, doctors,
electricians. food service, psychologists, etc... The video will be shown at job fairs and
speaking engagements.

The DOC recruitment video will also be shown on the DOC Webpage, so that members
of the public who are interested in a career with us can get an overview of who we are
and the type of work we do.

The DOC has all job vacancies posted on our Website in addition to the jobs being listed
on the DAS website.

The DOC purchased recruitment display material for use at job fairs for a consistent
presentation by all institutions. The backdrop is picture of current DOC staff — see
attached photo.

Selling points such as loan forgiveness on Perkins Loans for Correctional Officers, loan
forgiveness for Nurses in lowa and federal loan forgiveness for working at a public
agency are being included in our recruitment brochure and the DOC Webpage.

We have compiled listings of all job fairs/college visits with a high proportion of minority
enrollment to further impact targeted recruiting. This list will be shared with the
Director, Executive Staff and Wardens, so the DOC has a consistent recruiting plan and
everyone knows where we will be attending and which staff will be in attendance. Prior
to this, there was no centralized coordination of where institutions were going to
recruit.
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e Institutional EEO/AA committee members will be attending job fairs/college visits to
show that we employ persons of color and to give prospective job applicants an
opportunity to personally visit with an employee of color.

e DOC policy has been amended to require that institutional EEO/AA committees be
comprised of all job classes. Prior to this, we had a shortage of some job classes and this
impacted our ability to send them to specialized job fairs such as medical career job
fairs.

e Statewide DOC EEO/AA committee members have met with the following constituencies
in order to collaborate and expand our recruitment outreach:

1. Jill Avery Futano, Administrator for the Division of Person with Disabilities.

Maintains an lowa Disability Listserv to assist with getting word out statewide

on job openings in DOC.
Preston Daniels, Director of the Department of Human Rights, Abraham Funchess, Administrator for
the Division on the status of African-Americans, Kathryn Buamann-Reese, Administrator for the
Division of Deaf Services, Cyndi Chen, Administrator for the Division of Asian & Pacific Islanders,
Charlotte Nelson, Administrator for the Division on the Status of Women, and the Administrator for
the Division of Latino Affairs. This meeting focused type of services they can offer, contacts and free
training that is available. Action Plan: The Dept of Human Rights has placed our DOC web link on
their internet homepage directing job seekers to DOC job openings:
http://www.humanrights.iowa.gov/

2. The DOC recently met with the lowa Dept. of Human Rights to advise of the
Correctional Officer positions and sent a job flyer — see attachment, which has
been sent out electronically by all of the umbrella organizations within the Dept
of Human Rights to their list serves.

3. Steve Wooderson and Barb McClanahan from the Department of Vocational
Rehabilitation Services. Action Plan: All DOC job openings are sent to Barb
McClanahan, who then disseminates statewide in addition to sending along to
the Department of Blind and the Veterans Administration. Communication plan
between Barb McClanahan and Michael Savala from the DOC on each potential
disabled job candidate that is referred to the DOC and how they scored in the
interview process. This process helps to notify DOC of disabled job candidates
and allows Voc Rehab to notify their clients of how they did in the interview
process. The lowa Department of Vocational Rehabilitation Services also sent
the correctional officer job flyer out electronically to the following:

a) Department for the Blind

b) Veterans Administration

c) lowa Workforce Development

d) Small Business Administration

e) Social Security Administration
6
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f) Goodwill Industries
g) Great Plains ADA Center
h) 14 area offices of lowa Vocational Rehabilitation

DOC has met with Joe Ellis, from the Department of Administrative Services.
Mr. Ellis reviewed the history of Affirmative Action and how the subject matter
has evolved through the courts to today’s law and executive orders. Mr. Ellis
also explained how AA goals are established and the impact the goals are
intended to having on DOC hiring.

The DOC has met with staff from U.S. Senator Tom Harkin’s Office to fully
understand the federal law related to student loan forgiveness programs for
employment as a correctional officer and/or public sector jobs. This information
will be utilized at job fairs and general recruitment.

The DOC had a presentation by the lowa College Student Aid Commission to
fully understand the Registered Nurse and Nurse Educator Loan Forgiveness
Program. This information will be utilized at job fairs and general recruitment.
The DOC is a member of the Statewide Strategic Recruitment group organized
and led by Ms. Robin Jenkins, Statewide Recruitment Coordinator with DAS.
Members also include DPS, DHS, DOT, and DNR.

Continue with FY 2010 Plan of action.
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Section 4 Diversity Related Training

Outline the steps taken by the agency to train employees on diversity-related issues;

Diversity/Cultural Competency and Work Place Discrimination are mandatory
yearly topics for lowa Department of Corrections (IDOC) employees.

FY 2010 Progress

In FY2010 all staff were mandated to receive at least 4 hours of training on
diversity related topics. This training was provided by the mandated DAS class
“Unleashing the Power of Diversity”, outside seminars/conference and/or three
eLearning modules developed by the IDOC that covered Cultural Competency,
Diversity in the Workplace and Sexual Harassment. IDOC employees received
19,554 training hours on diversity and diversity related training in FY2010.

FY 2011 Plan

In FY2011, all IDOC staff are mandated to receive at least 2 hours of training on
diversity related topics. This training will be provided primarily through an
eLearning module that will come out January 1, 2011.
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Section 5 Hiring Opportunities

Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce composition;

FY 2010 Progress — to continue with efforts outlined in Section 3.

FY 2011 Plan — to continue with efforts outlined in Section 3.
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Section 6 Other Efforts to Increase Diversity

Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in
Section 7. The prisons AA and Diversity Committees undertake efforts to showcase
and highlight cultural diversity holidays and celebrations.

FY 2010 Progress — In addition to more formal training, the IDOC Training Department
also offered “Lunch and Learn” sessions that covered different ethnic groups. The
activity included a video and an informal discussion. We had “Lunch and Learn”
sessions on :

Sept. 17, Mexican Americans
Oct. 15, Central Americans
Dec. 17, Jewish Americans
Feb. 18, African Americans
April 15, Korean Americans
June 17, The Amish

Continue with outreach efforts to employees thru training and cultural diversity
awareness.

FY 2011 Plan — Continue with FY 2010 plan.

10
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Section 7 Attachments

Attachment A
Topic — DOC Discrimination/Sexual Harassment policy.

Summary — applicable to all DOC staff.

Attachment B
Topic — DOC Affirmative Action policy.

Summary — applicable to all DOC staff.

Attachment C
Topic — DOC Recruitment Brochure.

Summary — Recruitment Brochure.

Attachment D
Topic — DOC Recruitment Photo.

Summary — Recruitment photo.

Attachment E
Topic — lowa Department of Human Rights Homepage.

Summary — Has link to DOC Webpage for job seekers.

11
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Section 8 Signature Page

John Baldwin, Director

Agency Head, Name and Title (please print)

Agency Head Signature Date

12
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Fields of Opportunities STATE OF IOWA
CHESTER J. CULVER, GOVERNOR DEPARTMENT OF CORRECTIONS
PATTY JUDGE, LT. GOVERNOR JOHN R. BALDWIN, DIRECTOR

IOWA DEPARTMENT OF CORRECTIONS
CORRECTIONAL OFFICER POSITIONS

The lowa Department of Corrections is one of the largest employers in state
government. Over 3,200 employees are currently building rewarding careers in the
department. If you're looking for career fulfillment, excellent benefits and a supportive
work environment, you've come to the right place — the lowa Department of Corrections.
The Department operates 9 Prisons, 10 Prison Farms, and 23 Community-Based

Correctional Facilities.
The lowa Department of Corrections is an Equal Opportunity/Affirmative Action
Employer and is currently accepting applications for Correctional Officer positions at all

nine correctional institutions.

Please visit the lowa Department of Corrections website (http://www.doc.state.ia.us)

and select the “Career Opportunities” tab for information on applications forms,
institution descriptions, institution location maps, and employee benefits. A borrower of
a Federal Perkins Loan is eligible to have up to 100 percent of the loan cancelled for

serving full-time as a Correctional Officer.

The mission of the lowa Department of Corrections is:
We Advance Successful Offender Reentry to Protect the Public, Staff, and Offenders from Victimization.

(Office) 515-725-5701 - 510 East 12th Street, Des Moines, lowa 50319 - (FAX) 515-725-5799

www.doc.state.ia.us
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lowa Department
P'Ivelz(z)a:gl;t Of

Correctional

oty Corrections

Persons interested in employment opportunities within the Mount Pleasant Correctional
Facility should visit the lowa Department of Corrections website at http:/
www.doc.state.ia.us. For questions regarding employment at the Mount Pleasant
Correctional Facility you may contact our Personnel Director at (319) 385-9511. The
facility is located at 1200 East Washington St, Mount Pleasant, 1A 52641.

Luster Heights

;
;
(

L I Fort Dodge
q Maorth Central ‘ ﬁ Correctional Facility

NeWtOI’I Carrectional Facility I T ] ~ —
. namosa L}
Correctional \' v ton Gorraciond Penitantisry
FaCI|It | Facility
y L Fwa Correctional ﬁ jf:r ﬁ Iow s Medical &
Institute for Wormen Classification Center
Persons interested in employment opportunities within the Newton Correctional Facility
should visit the lowa Department of Corrections website at http://www.doc.state.ia.us. For i Mt. Plessant
questions regarding employment at the Newton Correctional Facility you may contact our Correctional Facility

Clarinda Correctianal

Personnel Director at (641) 792-7552. The facility is located at 307 S 60th Ave West, Facil ity
Newton, IA 50208.

| Iowa State Penitentiary

North _
Central www.doc.state.ia.us

Correctional
Facility

An Equal Opportunity / Affirmative
Facility should visit the lowa Department of Corrections website at http:/ ACtIOn Employer

www.doc.state.ia.us. For questions regarding employment at the North Central
Correctional Facility you may contact our Personnel Director at (712) 297-7521. The
facility is located at 313 Lanedale, Rockwell City, IA 50579.

Persons interested in employment opportunities within the North Central Correctional

12
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Vision:

An lowa With No
More Victims

John Baldwin, Director

About The Department
The Department of Corrections is a public safety agency within the
executive branch of state government charged with the supervision,
custody, and correctional programming of convicted adult offenders
who are sentenced by the state courts for a period of incarceration in
state prisons.

lowa’s adult correctional system carries out its charge of protecting
the public through a continuum of evidence-based services and in-
terventions. This continuum of offender services is designed with
recognition of the ultimate release of most offenders. The effective
and efficient management of offenders in accordance with their risk
and criminogenic need (those needs that contribute to criminality) is
accomplished through targeted programming, release preparation,
and transition services back into the community.

The Department operates 9 Prisons, 10 Prison Farms, and 23 Com-
munity-Based Correctional Facilities. We employ 3,000 staff at the
prisons, which are responsible for the supervision, custody and treat-
ment of approximately 8,500 offenders.
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lowa
Correctional
Institution
for Women

Persons interested in employment opportunities within the lowa Correctional Institution for
Women should visit the lowa Department of Corrections website at http:/
www.doc.state.ia.us. For questions regarding employment at the lowa Correctional
Institution for Women you may contact our Personnel Director at (515) 967-4236. The
facility is located at 300 EIm Ave SW, Mitchellville, 1A 50169.

lowa Medical
& Classification
Center

Persons interested in employment opportunities within the lowa Medical & Classification
Center should visit the Ilowa Department of Corrections website at http://
www.doc.state.ia.us. For questions regarding employment at the lowa Medical &
Classification Center you may contact our Personnel Director at (319) 626-2391. The
facility is located at 2700 Coral Ridge Avenue, Coralville. IA 52241

lowa
State
Penitentiary

Persons interested in employment opportunities within the lowa State Penitentiary should
visit the lowa Department of Corrections website at http://www.doc.state.ia.us. For
questions regarding employment at the lowa State Penitentiary you may contact our
Personnel Director at (319) 372-5432. The facility is located at 31 G Avenue, Fort
Madison, IA 52627.
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Anamosa
State
Penitentiary

Persons interested in employment opportunities within the Anamosa State Penitentiary
should visit the lowa Department of Corrections website at http://www.doc.state.ia.us. For
questions regarding employment at the Anamosa State Penitentiary you may contact our
Personnel Director at (319) 462-3504. The facility is located at 406 North High St,
Anamosa, IA 52205.

Clarinda
Correctional
Facility

Persons interested in employment opportunities within the Clarinda Correctional Facility
should visit the lowa Department of Corrections website at http://www.doc.state.ia.us. For
questions regarding employment at the Clarinda Correctional Facility you may contact our
Personnel Director at (712) 542-5634. The facility is located at 1800 N 16th, Clarinda, 1A
51632.

Fort Dodge
Correctional
Facility

Persons interested in employment opportunities within the Fort Dodge Correctional Facility
should visit the lowa Department of Corrections website at http://www.doc.state.ia.us. For
questions regarding employment at the Fort Dodge Correctional Facility you may contact
our Personnel Director at (515) 574-4700. The facility is located at 1550 L Street, Fort
Dodge, IA 50501.

10
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How to Apply

The Department of Corrections lists all job openings and internship
opportunities on the Department of Corrections Website, which can
be accessed at http://www.doc.state.ia.us

If you are interested in job vacancies at a particular prison, please
use the contact information included in this brochure.

Continuously Open Jobs

The job vacancies for Correctional Officer and Registered Nurse
are available for application at any time.

Loan Forgiveness

The State of lowa Nursing Education Loan Forgiveness Program
helps address lowa’s nursing shortage by repaying the student
loans of nursing professionals agreeing to work in lowa upon
graduation.

A borrower of a Federal Perkins Loan is eligible to have up to 100
percent of the loan cancelled for serving full-time as a correctional
officer.

The recently enacted College Cost Reduction and Access Act
(CCRAA) creates a new loan forgiveness option for borrowers who
hold public service jobs.
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IowA DEPARTMENT OF CORRECTIONS
POSITION LISTING AND PAY GRADES

Effective 6/25/2010—
12/23/2010

Effective 12/24/2010—
6/23/2011

Position POSI;IOH GFl)’z)clle gl?rll Annual Pay Range | Annual Pay Range
ACCOUNTANT 2 00311 | 26 | 014 | $39,457.60 - $59,945.60 | $39,852.80 - $60,548.80
ACCOUNTANT/AUDITOR 1 00309 22 014 | $33,467.20 - $49,441.60 | $33,800.00 - $49,940.80
ACCOUNTING CLERK 2 00306 17 014 | $26,873.60 - $39,145.60 | $27,144.00 - $39,540.80
ACCOUNTING TECHNICIAN 1 00290 17 014 | $26,873.60 - $39,145.60 | $27,144.00 - $39,540.80
ACCOUNTING TECHNICIAN 2 00292 20 014 | $30,680.00 - $44,948.80 | $30,992.00 - $45,406.40
ACCOUNTING TECHNICIAN 3 00294 | 23 | 014 | $34,964.80 - $51,812.80 | $35,318.40 - $52,332.80
ACTIVITIES SPECIALIST 1 82110 25 014 | $38,084.80 - $56,971.20 | $38,459.20 - $57,532.80
ACTIVITIES SPECIALIST 2 82111 | 28 | 014 | $43,222.40 - $65,811.20 | $43,659.20 - $66,476.80
ADMIN ASSISTANT 1 00708 | 21 | 014 | $32,052.80 - $47,132.80 | $32,364.80 - $47,611.20
ADMIN ASSISTANT 1 90708 21 000 | $31,428.80 - $46,217.60 | $31,428.80 - $46,217.60
ADMIN ASSISTANT 2 00709 | 24 | 014 | $36,899.20 - $54,246.40 | $37,273.60 - $54,787.20
ADMIN LAW JUDGE 2 00791 38 014 |$73,299.20 - $104,332.80 ($74,027.20 - $105,372.80
ADMIN OF NURSING 82041 37 000 | $68,598.40 - $97,635.20 | $68,598.40 - $97,635.20
BUDGET ANALYST 2 00722 | 26 | 014 | $39,457.60 - $59,945.60 | $39,852.80 - $60,548.80
BUDGET ANALYST 3 00723 30 014 | $46,592.00 - $72,259.20 | $47,049.60 - $72,987.20
CHAPLAIN 03310 28 010 | $42,577.60 - $64,542.40 | $42,993.60 - $65,187.20
CLERK 00011 | 12 | 014 | $21,673.60 - $30,888.00 | $21,881.60 - $31,200.00
CLERK-SPECIALIST 00018 18 014 | $27,955.20 - $40,996.80 | $28,225.60 - $41,412.80
CLINICAL DIETITIAN 07344 26 014 | $39,457.60 - $59,945.60 | $39,852.80 - $60,548.80
CORRECTIONAL BLDG SVCS COORD 87313 23 014 | $34,964.80 - $51,812.80 | $35,318.40 - $52,332.80
CORRECTIONAL COUNSELOR 86419 28 010 | $42,577.60 - $64,542.40 | $42,993.60 - $65,187.20
CORRECTIONAL FARM MANAGER 85032 25 014 | $38,084.80 - $56,971.20 | $38,459.20 - $57,532.80
CORRECTIONAL FOOD SERVICE | 87237 | 24 | 014 | $36,899.20 - $54,246.40 | $37,273.60 - $54,787.20
CORRECTIONAL OFFICER 86406 23 014 | $34,964.80 - $51,812.80 | $35,318.40 - $52,332.80
CORRECTIONAL SECURITY DIRECTOR | 86416 34 000 | $55,577.60 - $85,529.60 | $55,577.60 - $85,529.60
CORRECTIONAL SECURITY MANAGER | 86415 | 30 | 000 | $45,676.80 - $70,844.80 | $45,676.80 - $70,844.80
CORRECTIONAL SUPERVISOR 1 86410 27 000 | $40,456.00 - $61,297.60 | $40,456.00 - $61,297.60
CORRECTIONAL SUPERVISOR 2 86411 | 29 | 000 | $44,366.40 - $67,516.80 | $44,366.40 - $67,516.80
CORRECTIONAL TRADES LEADER | 88018 23 014 | $39,457.60 - $51,812.80 | $39,852.80 - $52,332.80
CORRECTIONAL TREATMENT 86421 34 000 | $55,577.60 - $85,529.60 | $55,577.60 - $85,529.60
CORRECTIONAL TREATMENT 86420 | 30 | 000 | $45,676.80 - $70,844.80 | $45,676.80 - $70,844.80
CUSTODIAL WORKER 07005 13 014 | $22,776.00 - $32,240.00 | $23,004.80 - $32,572.80
DENTAL ASSISTANT 82220 17 014 | $26,873.60 - $39,145.60 | $27,144.00 - $39,540.80
DENTAL HYGIENIST 82222 | 25 | 014 | $38,084.80 - $56,971.20 | $38,459.20 - $57,532.80
DENTIST 82505 40 000 |$78,998.40 - $112,444.80 $78,998.40 - $112,444.80
DEPUTY CORRECTIONS PROG 06444 | 43 | 000 |$90,916.80 - $129,292.80 | $90,916.80 - $129,292.80
DEPUTY SUPERINTENDENT 06425 | 36 | 000 | $61,214.40 - $93,828.80 | $61,214.40 - $93,828.80
DIR DEPT OF CORRECTIONS 09506 07 024 | $100,840.00 - $154,300.00 | $100,840.00 - $154,300.00
DIR OF ACTIVITIES 02115 | 31 | 000 | $48,006.40 - $74,339.20 | $48,006.40 - $74,339.20
DRIVER 08205 16 014 | $25,771.20 - $37,211.20 | $26,020.80 - $37,585.60
DRUG ABUSE COUNSELOR 2 83252 23 014 | $34,964.80 - $51,812.80 | $35,318.40 - $52,332.80
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DEFERRED COMPENSATION

Deferred compensation is a long-term savings program emphasizing preparation for financial
security during retirement years. You may elect to defer a portion of your income each month into
a variety of savings program. This money is not subject to state or federal taxes until withdrawn.

AUTOMATIC DIRECT DEPOSIT OF PAYROLL CHECKS
The State offers automatic direct deposit of your payroll check into an account at the financial
institution of your choice.

CREDIT UNION

You are eligible to become a member of Community Choice Credit Union and may elect to join
through payroll deduction. Applications for low-interest loans may be made to the Credit Union if
you have been a state employee for at least six months.

EDUCATION AND TRAINING PROGRAMS

The Department provides a five-week training program for all new employees who work with of-
fenders. In-service training is provided to all employees and there are opportunities to take advan-
tage of training programs away from your institution.

MEALS
Institution employees are provided a free mid-shift meal at each institution.

UNIFORMS
Uniforms are provided for those employees required to wear them. Uniforms include appropriate
outdoor wear when required to perform your duties.

SAFETY EQUIPMENT
Safety equipment appropriate to your job duties will be issued where required.

PERSONAL PROPERTY LOSS REIMBURSEMENT
If your personal property is damaged in the performance of your duties, you may be reimbursed
for that loss up to a set amount.

EMPLOYEE LIABILITY PROTECTION

You have liability protection while performing your duties unless you are purposefully negligent or
intentionally act in a wrongful manner. This protection includes legal representation and payment
of any financial damages that may be awarded.

EMPLOYEE ASSISTANCE PROGRAM

A counseling/evaluation program is available for any employee or family member with problems
that may be interfering with successful job performance. Initial assessments are available at no
cost and ongoing services are available at sliding scale fees.

IOWA PRISON INDUSTRIES

State employees may purchase the following products and services through lowa Prison Indus-
tries at a moderate cost: soap products, printed products, metal signs, furniture, clothing, custom
woodshop products, and upholstery services.
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EMPLOYEE FRINGE BENEFITS
VACATION

Length of employment with the State determines the amount of vacation leave earned, as follows:
0-4 years = 10 days per year 20-24 years = 22 days per year

5-11 years = 15 days per year 25+ years = 25 days per year

12-19 years = 20 days per year

Some contract-covered employees earn vacation in a somewhat different manner.

SICK LEAVE

Paid sick leave is accumulated based on the sick leave balance and bargaining status. No maxi-
mum. Employees may exchange unused sick leave hours at the hourly rate up to a maximum of
$2,000 and for payment of health insurance premiums upon retirement . Permanent employees
who have earned 240 hours of sick leave may elect to exchange a specific amount of sick leave
for 4 hours of vacation each month in which they do not use any sick leave. This allows an em-
ployee to earn an additional 6 days vacation per year. Sick leave may also be used to care for
family members who are ill or injured, to attend funerals of family members, and to serve as a
pallbearer.

HOLIDAYS
Currently there are nine paid state holidays each year. Due to staffing needs, many employees are
required to work on holidays but will receive holiday pay or time off for working a holiday.

INSURANCES

Health insurance is available to each full time employee. Coverage for family members is partially
paid by the employee. Various plans and premiums are available. Married couples both employed
by the State of lowa are eligible for reduced premium rates on family coverage.

Single and family dental coverage is available. The State pays the cost of a single plan, but you
may purchase family coverage.

The State of lowa provides $20,000 free life insurance for each employee. You have the option to
purchase additional term life insurance.

The State provides disability insurance at no cost to the employee after one month of employment
with benefits based on disability and length of service.

You may choose to pay your portion of health, dental, and life insurance premiums or the care
expenses for a dependent child or adult with salary dollars that are not subject to federal or state
income taxes or social security taxes.

IOWA PUBLIC EMPLOYEE'S RETIREMENT SYSTEM

Starting with your first paycheck, it is mandatory that a percentage of your gross pay be deducted
from each check. The State also contributes a percentage for your retirement program. If you
leave state employment, the portion that has been withheld from your paycheck plus any accumu-
lated interest is refundable to you. The money may be left in IPERS if you leave employment be-
fore the age of 55 after four years of service or retire at age 65 with less than 5 years of service.
Upon retirement, you are eligible to receive a monthly benefit based on the accumulated contribu-
tions paid by you and your employer or take a lump sum payment. Employees in protected occu-
pation job classes may retire with full benefits at age 55 if they have 22 years of service.

WORKER'S COMPENSATION
Medical and hospital expenses are paid for injuries or illnesses incurred while on duty.

173

IowA DEPARTMENT OF CORRECTIONS
POSITION LISTING AND PAY GRADES

Effective 6/25/2010—
12/23/2010

Effective 12/24/2010—
6/23/2011

5

Position Posn;on Gpr?ée FI:’I?llw Annual Pay Range | Annual Pay Range
ELECTRICIAN 08326 | 25 | 014 | $43,222.40-$56,971.20 | $43,659.20 - $57,532.80
ELECTRICIAN 88326 | 25 | 014 | $43,222.40 - $56,971.20 | $43,659.20 - $57,532.80
ELECTRONIC ENGINEER TECHNICIAN | 04742 | 28 | 014 | $43,222.40 - $65,811.20 | $43,659.20 - $66,476.80
ELECTRONIC ENGINEER TECHNICIAN | 84742 | 28 | 014 | $43,222.40 - $65,811.20 | $43,659.20 - $66,476.80
ELECTRONICS TECHNICIAN 08672 | 21 | 014 | $32,052.80 - $47,132.80 | $32,364.80 - $47,611.20
ELECTRONICS TECHNICIAN 88672 | 21 | 014 | $32,052.80 - $47,132.80 | $32,364.80 - $47,611.20
EXEC OFF 1 00710 | 29 | 014 | $45,260.80 - $68,868.80 | $45,718.40 - $69,555.20
EXEC OFF 1 80710 | 29 | 014 | $45,260.80 - $68,868.80 | $45,718.40 - $69,555.20
EXEC OFF 1 90710 | 29 | 000 | $44,366.40 - $67,516.80 | $44,366.40 - $67,516.80
EXEC OFF 2 00711 | 32 | 014 | $51,376.00 - $79,456.00 | $51,896.00 - 80,246.40
EXEC OFF 3 00712 | 35 | 014 | $59,488.00 - $91,499.20 | $60,091.20 - $92,414.40
EXEC OFF 3 90712 | 35 | 000 | $58,323.20 - $89,710.40 | $58,323.20 - $89,710.40
EXEC OFF 4 90713 | 38 | 000 |$71,864.00 - $102,294.40 | $71,864.00 - $102,294.40
EXEC OFF 5 90714 | 41 | 000 |$82,763.20 - $117,728.00 | $82,763.20 - $117,728.00
EXEC SECRETARY 15005 | 27 | 000 | $40,456.00 - $61,297.60 | $40,456.00 - $61,297.60
FACILITIES ENGINEER 2 04257 | 34 | 000 | $55,577.60 - $85,529.60 | $55,577.60 - $85,529.60
FARM LEADER 85015 | 20 | 014 | $30,680.00 - $44,948.80 | $30,992.00 - $45,406.40
FOOD SERVICES ASSISTANT 87250 | 26 | 000 | $38,688.00 - $58,760.00 | $38,688.00 - $58,760.00
FOOD SERVICES DIRECTOR 2 | 87253 | 27 | 000 | $40,456.00 - $61,297.60 | $40,456.00 - $61,297.60
FOOD SERVICES DIRECTOR 3 | 87254 | 32 | 000 | $50,377.60 - $77,896.00 | $50,377.60 - $77,896.00
HEALTH SERVICES ADMINISTRATOR | 15276 | 57 | 000 |$178,734.40 - $254,363.20 | $178,734.40 - $254,363.20
HUMAN RESOURCES ASSOCIATE 00772 | 24 | 000 | $36,171.20 - $53,185.60 | $36,171.20 - $53,185.60
HUMAN RESOURCES TECHNICAL 00770 | 20 | 000 | $26,353.60 - $44,075.20 | $27,144.00 - $44,075.20
INFO TECH SPECIALIST 2 00119 | 26 | 014 | $39,457.60 - $59,945.60 | $39,852.80 - $60,548.80
INFO TECH SPECIALIST 3 00120 | 29 | 014 | $45,260.80 - $68,868.80 | $45,718.40 - $69,555.20
INFO TECH SPECIALIST 4 00121 | 32 | 014 | $51,376.00 - $79,456.00 | $51,896.00 - 80,246.40
INFO TECH SPECIALIST 5 00122 | 35 | 014 | $59,488.00 - $91,499.20 | $60,091.20 - $92,414.40
INFO TECH SPECIALIST 5 90122 | 35 | 000 | $58,323.20 - $89,710.40 | $58,323.20 - $89,710.40
INFO TECH SUPPORT WORKER | 00115 | 17 | 014 | $26,873.60 - $39,145.60 | $27,144.00 - $39,540.80
INFO TECH SUPPORT WORKER | 00117 | 21 | 014 | $32,052.80 - $47,132.80 | $32,364.80 - $47,611.20
INSTITUTIONAL SUPERINTENDENT 15272 | 42 | 000 |$61,214.40 - $123,406.40 | $63,065.60 - $123,406.40
INVESTIGATOR 2 00696 | 26 | 014 | $39,457.60 - $59,945.60 | $39,852.80 - $60,548.80
INVESTIGATOR 3 00697 | 28 | 014 | $43,222.40-$65,811.20 | $43,659.20 - $66,476.80
LICENSED PRACTICAL NURSE | 82002 | 26 | 014 | $39,457.60 - $59,945.60 | $39,852.80 - $60,548.80
MAIL CLERK 2 00261 15 | 014 | $24,731.20 - $35,630.40 | $24,980.80 - $35,984.00
MAINTENANCE WORKER 2 08006 | 16 | 014 | $25,771.20-$37,211.20 | $26,020.80 - $37,585.60
MANAGEMENT ANALYST 4 00737 | 33 | 014 | $53,976.00 - $83,179.20 | $54,516.80 - $84,011.20
MECHANIC 08375 | 22 | 014 | $38,084.80 - $49,441.60 | $38,459.20 - $49,940.80
MEDICAL TECHNOLOGIST 02215 | 25 | 009 | $37,544.00 - $55,827.20 | $37,918.40 - $56,388.80
NURSE PRACTITIONER 02027 | 36 | 014 | $62,441.60 - $95,700.80 | $63,065.60 - $96,657.60
NURSE SUPERVISOR 1 82023 | 31 | 000 | $48,006.40 - $74,339.20 | $48,006.40 - $74,339.20
NURSE SUPERVISOR 2 82022 | 33 | 000 | $52,915.20 - $81,556.80 | $52,915.20 - $81,556.80
NURSING SERVICES DIRECTOR | 82035 | 35 | 000 | $58,323.20 - $89,710.40 | $58,323.20 - $89,710.40
NURSING UNIT COORDINATOR | 82000 | 20 | 014 | $30,680.00 - $44,948.80 | $30,992.00 - $45,406.40
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Effective 6/25/2010— Effective 12/24/2010—
12/23/2010 6/23/2011
Position Posglon GFI)'?(;e I:Z}; Annual Pay Range | Annual Pay Range

PHARMACIST 02226 35 014 | $59,488.00 - $91,499.20 | $60,091.20 - $92,414.40
PHARMACY ASSISTANT 02225 16 014 | $25,771.20 - $37,211.20 | $26,020.80 - $37,585.60
PHARMACY DIRECTOR 06440 | 40 | 000 |$78,998.40 - $112,444.80 |$78,998.40 - $112,444.80
PHYSICIAN 15186 55 000 |$88,462.40 - $231,608.00 | $89,356.80 - $231,608.00
PHYSICIAN ASSISTANT 02550 36 014 | $62,441.60 - $95,700.80 | $63,065.60 - $96,657.60
PHYSICIAN SUPERVISOR 15187 | 55 | 000 |$88,462.40 - $231,608.00 [$89,356.80 - $231,608.00
PLANT OPERATIONS MANAGER | 88425 | 26 | 000 | $38,688.00 - $58,760.00 | $38,688.00 - $58,760.00
PLANT OPERATIONS MANAGER | 88427 | 31 | 000 | $48,006.40 - $74,339.20 | $48,006.40 - $74,339.20
POLYGRAPHER 86400 | 30 | 014 | $46,592.00 - $72,259.20 | $47,049.60 - $72,987.20
POWER PLANT ENGINEER 3 08416 | 21 | 014 | $36,899.20 - $47,132.80 | $37,273.60 - $47,611.20
POWER PLANT ENGINEER 3 88416 | 21 | 014 | $36,899.20 - $47,132.80 | $37,273.60 - $47,611.20
POWER PLANT ENGINEER 4 08420 23 014 | $39,457.60 - $51,812.80 | $39,852.80 - $52,332.80
POWER PLANT ENGINEER 4 88420 23 014 | $39,457.60 - $51,812.80 | $39,852.80 - $52,332.80
POWER PLANT ENGR SUPERVISOR 88421 25 000 | $37,336.00 - $55,848.00 | $37,336.00 - $55,848.00
PROGRAM PLANNER 2 04022 26 014 | $39,457.60 - $59,945.60 | $39,852.80 - $60,548.80
PSYCHOLOGIST 2 83246 30 014 | $46,592.00 - $72,259.20 | $47,049.60 - $72,987.20
PSYCHOLOGIST 3 83248 32 014 | $51,376.00 - $79,456.00 | $51,896.00 - 80,246.40

PSYCHOLOGY ASSISTANT 03242 23 014 | $34,964.80 - $51,812.80 | $35,318.40 - $52,332.80
PUBLIC SERVICE EXECUTIVE 1 | 00781 | 29 | 000 | $44,366.40 - $67,516.80 | $44,366.40 - $67,516.80
PUBLIC SERVICE EXECUTIVE 2 | 00782 32 000 | $50,377.60 - $77,896.00 | $50,377.60 - $77,896.00
PUBLIC SERVICE EXECUTIVE 3 | 00784 35 000 | $58,323.20 - $89,710.40 | $58,323.20 - $89,710.40
PUBLIC SERVICE EXECUTIVE 4 | 00786 | 38 | 000 |$71,864.00 - $102,294.40 |$71,864.00 - $102,294.40
PUBLIC SERVICE EXECUTIVE5 | 00787 | 41 | 000 |$82,763.20 - $117,728.00 |$82,763.20 - $117,728.00
PUBLIC SERVICE SUPERVISOR | 00780 | 27 | 000 | $40,456.00 - $61,297.60 | $40,456.00 - $61,297.60
PURCHASING AGENT 1 00210 | 22 | 014 | $33,467.20 - $49,441.60 | $33,800.00 - $49,940.80
PURCHASING AGENT 2 00211 26 014 | $39,457.60 - $59,945.60 | $39,852.80 - $60,548.80
PURCHASING AGENT 3 00212 | 29 | 014 | $45,260.80 - $68,868.80 | $45,718.40 - $69,555.20
PURCHASING ASSISTANT 00205 18 014 | $27,955.20 - $40,996.80 | $28,225.60 - $41,412.80
RADIOLOGICAL TECHNOLOGIST| 02209 | 20 | 014 | $30,680.00 - $44,948.80 | $30,992.00 - $45,406.40
RECEPTIONIST 00006 14 014 | $23,753.60 - $33,800.00 | $23,982.40 - $34,132.80
REGISTERED NURSE 82020 30 014 | $46,592.00 - $72,259.20 | $47,049.60 - $72,987.20
RESPIRATORY THERAPY TECHNICIAN| 02200 23 014 | $34,964.80 - $51,812.80 | $35,318.40 - $52,332.80
SAFETY OFFICER 80761 26 014 | $39,457.60 - $59,945.60 | $39,852.80 - $60,548.80
SECRETARY 1 00025 17 014 | $26,873.60 - $39,145.60 | $27,144.00 - $39,540.80
SECRETARY 1 90025 17 000 | $26,353.60 - $38,376.00 | $26,353.60 - $38,376.00
SECRETARY 2 00026 20 014 | $30,680.00 - $44,948.80 | $30,992.00 - $45,406.40
SECRETARY 2 90026 20 000 | $30,076.80 - $44,075.20 | $30,076.80 - $44,075.20
SENIOR CORRECTIONAL OFFICER | 86409 25 014 | $38,084.80 - $56,971.20 | $38,459.20 - $57,532.80
SENIOR STATE INDUSTRIES 86467 26 014 | $39,457.60 - $59,945.60 | $39,852.80 - $60,548.80
SOCIAL WORKER 3 03016 27 010 | $40,643.20 - $61,318.40 | $41,059.20 - $61,921.60
STATE INDUSTRIES PROD COORD 86469 28 014 | $43,222.40 - $65,811.20 | $43,659.20 - $66,476.80
STATE INDUSTRIES SALES 00920 32 000 | $50,377.60 - $77,896.00 | $50,377.60 - $77,896.00
STATE INDUSTRIES SALES REP | 06460 23 014 | $34,964.80 - $51,812.80 | $35,318.40 - $52,332.80
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STATE INDUSTRIES SUPERVISOR | 86468 30 000 | $45,676.80 - $70,844.80 | $45,676.80 - $70,844.80
STATE INDUSTRIES TECHNICIAN 86465 25 014 | $38,084.80 - $56,971.20 | $38,459.20 - $57,532.80
STATISTICAL RESEARCH ANALYST | 00744 25 014 | $38,084.80 - $56,971.20 | $38,459.20 - $57,532.80
STATISTICAL RESEARCH ANALYST | 00746 29 014 | $45,260.80 - $68,868.80 | $45,718.40 - $69,555.20
STOREKEEPER 2 00236 16 014 | $25,771.20 - $37,211.20 | $26,020.80 - $37,585.60
STOREKEEPER 2 80236 16 014 | $25,771.20 - $37,211.20 | $26,020.80 - $37,585.60
STOREKEEPER 3 00237 19 014 | $29,328.00 - $42,848.00 | $29,619.20 - $43,284.80
STOREKEEPER 3 80237 19 014 | $29,328.00 - $42,848.00 | $29,619.20 - $43,284.80
TRAINING SPECIALIST 1 00763 27 000 | $33,467.20 - $61,297.60 | $33,800.00 - $61,297.60
TRAINING SPECIALIST 1 80763 27 000 | $33,467.20 - $61,297.60 | $33,800.00 - $61,297.60
TRAINING SPECIALIST 2 00768 30 000 | $45,676.80 - $70,844.80 | $45,676.80 - $70,844.80
TRANSPORT DRIVER 08210 18 014 | $32,052.80 - $40,996.80 | $32,364.80 - $41,412.80
TREATMENT SERVICES DIRECTOR | 83235 31 000 | $48,006.40 - $74,339.20 | $48,006.40 - $74,339.20
TYPIST-ADVANCED 00013 15 014 | $24,731.20 - $35,630.40 | $24,980.80 - $35,984.00
UTILITY WORKER 00005 10 000 | $19,427.20 - $27,435.20 | $19,427.20 - $27,435.20
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FY 2010-11 Diversity Progress Plan and Report

STATE OF IOWA

action | PEuAEwowg  DIVERSITY PLAN AND REPORT
DIVERSITY Affirmative Action/Equal Employment
FY 2010 Progress
FY 2011 Plan

Please provide an update of your department’s annual Diversity/Affirmative Action plan
and report and submit to DAS by July 31°%'. Written plans should contain action items
(goals) and time specifications.

DAS will submit a report by September 30" on the condition of affirmative action,
diversity, and multicultural programs in state agencies. The information you submit will
be included in this report.

Submitting Agency: Cultural Affairs
Division (if applicable):
Person Submitting Report: Polly Anderson

Please Print Name: Polly Anderson

@%W

Please Sign Name:

Phone: 281-3218

Section 1 Policy Statement and Administrative Plan
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Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

Please insert any additional statements of policy or commitment to achieving and

maintaining a diverse workforce in your agency: It is the policy of the Department of
Cultural Affairs to promote and ensure employment opportunity for all persons of
race, color, gender, national origin, religion, age, disability, or sexual orientation.

Administrative Plan

1. How your policy will be implemented: Gather lists of targeted groups for
recruitment in history, arts, & cultural fields. When positions are open, ensure
DAS has information about them if they recruit at job fairs.

2. Name, job title, and contact information for the responsible EEO AA official: Jerome
Thompson, SHSI Administrator.

3. Describe your agency’s system for auditing and reporting diversity issues:
Supervisors report issues to Division Administrators/Management team
members who investigate and work with DAS/HRE as necessary.

4. Indicate how your diversity plan and related communication materials are
distributed to your employees and/or the public. Please provide any relevant links to
your web site or attach a copy of supporting documentation:

Upon hire, policies regarding equal treatment regardless of race, color, gender,
national origin, religion, age, disability, or sexual orientation are given to new
employees. Our website indicates the department as a place where cultural
diversity is recognized, understood and appreciated. The basic core values of
the department include respect, personal integrity and professional standards in
delivering programs and services. Website: http://www.culturalaffairs.org/
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Section 2 Hiring and Promotion

List your agency'’s hiring and promotion practices, outlining any changes to those
practices during the reporting period,;

FY 2010 Progress: DCA has articulated a tiered plan for professional development
for staff at all levels by the end of FY 2010.

FY 2011 Plans: Professional job classifications in the historical division are
structured to reflect specific needs and allow for promotional capability.
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Section 3

Actions Taken to Increase Diversity

Outline all steps taken by the agency to increase diversity in the department;

FY 2010 Progress: Inability to make hires sidelines the ability to increase diversity

in the department.

FY 2011 Plan: As we begin to replace SERIP retirees, every effort will be made to
recruit and consider protected class and disabled candidates.
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Section 4 Diversity Related Training

Outline the steps taken by the agency to train employees on diversity-related issues;

FY 2010 Progress: All employees had taken the mandatory Diversity Training in
FY 2009. Because of severe budget limitations, this training was not repeated for
employees.

FY 2011 Plan: As budget allows, diversity training through PDS will be offered.
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Section 5 Hiring Opportunities

Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce composition;

FY 2010 Progress: There was still a freeze on hiring for the majority of FY 2010.
Only one part time person in the Arts Council (non-merit position) was hired in
June.

FY 2011 Plan: Limited hiring will be taking place to fill critical position lost to
early retirements. Budget constraints are still a major factor. Every effort will be
made to consider candidates in underutilized areas if such candidates apply for
these positions.
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Section 6 Other Efforts to Increase Diversity

Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in
Section 7.

FY 2010 Progress: Since hiring was not allowed during this fiscal year, the
opportunity to increase diversity was not possible.

FY 2011 Plan: We will make every effort to consider underutilized classes and
disabled candidates if we are aware of their status on the certification lists for any
positions we may fill.
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Attachment A
Topic

Summary

Attachment B
Topic

Summary
Attachment C

Topic

Summary
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FY 2010-11 Diversity Progress Plan and Report

Section 8 Signature Page

Cyndi Pederson, Director

Agency Head, Name and Title (please print)

Agency Head Signature Date
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STATE OF IOWA

RIGHT PEOPLE FY 2011 WORKFORCE PLAN
RIGHT TIME| e AFFIRMATIVE ACTION/DIVERSITY
RIGHT JOB REQUIRED EXCERPTS

DUE DATE: September 30, 2010

Agency Name

Cultural Affairs

Submission Date
September 30, 2010

Submitted By
Management Team; Polly Anderson
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Appendix E

Affirmative Action — Preferential Underutilization - Females
Key Points -

Measures

FY2010 Data*

FY 2011 Goal**

Targeted Job Class or Classes***

32.

EEO-4 Category 1
Officials and Administrators

NA

NA

33. EEO-4 Category 2 10 NG If DOM and budget allows hiring, will make every attempt to
Professional consider candidates in underutilized class areas if able to
fill positions.
34. EEO-4 Category 3 NA NA
Technical
35. EEO-4 Category 4 NA NA
Protective Service
36. EEO-4 Category 5 (not used) NA NA NA
37. EEO-4 Category 6 NA NA
Administrative Support
38. EEO-4 Category 7 NA NA
Skilled Craft
39. EEO-4 Category 8 NA NA

Service Maintenance

* Determine your remaining underutilization for each EEO-4 category by subtracting the Underutilized Work Force End of Quarter from the Total
Needed for Balanced Workforce numbers, as applicable.
** Your FY 2011 Goal should be some portion of your remaining underutilization for each EEO-4 Category.

*** |dentify those job classes from the end of third quarter FY 2010 Job Class Underutilization List that are most likely to present hiring opportunities
in FY 2011. Select only from those identified at the preferential underutilization level for females, identified on the report as “PN”.
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Affirmative Action — Preferential Underutilization — Minorities
Key Points -

Measures

FY2010 Data*

FY 2011 Goal**

Targeted Job Class or Classes***

40.

EEO-4 Category 1
Officials and Administrators

NA

NA

41. EEO-4 Category 2 3 NG If DOM and budget allows hiring, will make every attempt to
Professional consider candidates in underutilized class areas if able to
fill positions.
42. EEO-4 Category 3 NA NA
Technical
43. EEO-4 Category 4 NA NA
Protective Service
44. EEO-4 Category 5 (not used) NA NA NA
45. EEO-4 Category 6 NA NA
Administrative Support
46. EEO-4 Category 7 NA NA
Skilled Craft
47. EEO-4 Category 8 NA NA

Service Maintenance

* Determine your remaining underutilization for each EEO-4 category by subtracting the Underutilized Work Force End of Quarter from the Total
Needed for Balanced Workforce numbers, as applicable.
** Your FY 2011 Goal should be some portion of your remaining underutilization for each EEO-4 Category.

*** |dentify those job classes from the end of third quarter FY 2010 Job Class Underutilization List that are most likely to present hiring opportunities
in FY 2011. Select only from those identified at the preferential underutilization level for minorities, identified on the report as “PN".
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Affirmative Action — Preferential Underutilization — Persons with Disabilities

Key Points -

Measures

FY2010 Data*

FY 2011 Goal**

48. Workforce Aggregate

6

If DOM and budget allows hiring, will make every attempt to consider candidates in
underutilized class areas if able to fill positions.

* Use Number Remaining Towards Goal data from end of third quarter FY 2010 Quarterly Tracking Report. Note that persons with disabilities are
either underutilized for your agency or they are not. There is no breakdown by EEO-4 category or job classes within the EEO-4 categories. Total
underutilization for persons with disabilities will be found on the Total line of the report.

** A numerical goal for persons with disabilities should be based on any hiring opportunities anticipated for FY 2011.
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Phase 2.c — Assess Gaps and Devise Strategies

Identify and prioritize gaps (imbalances or differences) from the trends that impact your workforce in the following four core
areas. Which gap(s) causes the greatest concern to your agency's mission objectives? For Affirmative Action Issues,
strategies should be specific to eliminating underutilization as reported in Phase 2.b. Gaps — imbalances or differences that

impact your workforce.

Key Points -

Workforce Stability Issues

Workforce Stability Strategies

Issue 1: expected high level of
retirements in the next 3-5 years:
concern about uninterrupted levels of
service, continuity of programs, and
transfer of knowledge in general

DCA has structures in place to be able to respond with a high level of expertise and
continuity of service to cultural, historic, and arts needs in lowa even as workforce changes
occur by June 30, 2011.

Issue 2: lack of flexibility in state regs &
policies related to time recording,
employee evaluation, etc, that makes
state out of sync with needs of a multi-
generational workforce

Diversity Issues (General Culture)*

Diversity Strategies

Issue 1: very little ethnic & cultural
diversity in DCA workforce

DCA implements hiring and recruiting processes that will result in a workforce that
represents and effectively delivers services to a multi-ethnic, multi-abled lowa population

Issue 2: little perceived diversity in the
professional fields from which several
positions will need to be hired.

Issue 3: enormously difficult to formally
address gaps in ethnic/cultural OR
disability diversity workforce status,
because this information is a) illegal to
ask from applicants; and b) optional for
applicants or employees to report.
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Affirmative Action Issues*
(Underutilization)

Affirmative Action Strategies and Goals

See Diversity Issues above.

Recruiting and Hiring Issues

Recruiting and Hiring Strategies

Issue 1: lack of promotional capability
within most classifications. Historical
Program Specialist has only one level but
many selective certifications

Professional job classifications in the historical division are structured to reflect specific
needs and allow for promotional capability, by June 30, 2011.

Issue 2: use of statewide recruitment
system is generally not helpful for DCA
positions because of the specialized
requirements generally needed for the
positions in this department. (arts
division positions are not part of merit
system and do not need to be hired
through HRE)

Development Issues

Development Strategies

Issue 1: lack of funding for professional
development that addresses needs of
workers in highly specialized fields

Supervisors in each area work with staff to determine professional development needs
and identify appropriate resources to address them.

Issue 2: lack of coordinated expectations
for professional development

*Workforce diversity encompasses broad concepts such as cultural competency, inclusiveness, and organizational awareness, while
affirmative action targets specific areas where remedial actions are necessary within specific areas of the workforce.

Notes:
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Phase 3 — Develop and Implement Action Plan

What are the five to nine primary action steps to implement your strategy?
Identify key action steps or activities, timeline, persons responsible for action
and resources needed. Expand as necessary.

Workforce Stability

Strategy: DCA has structures in place to be able to respond with a high level of
expertise and continuity of service to cultural, historic, and arts needs in lowa even
as workforce changes occur by June 30, 2010.

Measure: Level of service delivery is maintained, as shown by attendance/visitation
numbers, people served by workshops and other technical assistance, additional measures
as identified on annual performance plan.

Action Step or Activity Target Person(s) Required Status/Progress
Comple | Responsible | Resources | Update
tion
Date
1. | Document position June Management | Staff time
responsibilities in 30, Team
PDQ format for 2011

positions potentially
being vacated in 3-5

yrs or less
2. | Use library cataloging | June Jerome Staff time
as the tool for 30, Thompson

describing archival, 2011
special collections &
museum collections—
for at least 10
collections—so that
we are not relying on
individual memories.

3. | Document 3-4 key June Management | Staff time
work processes/ 30, Team
develop procedures 2011
manuals or checklists
so that institutional
knowledge does not
leave with retiring
employees.Examples:
-Facilities: list of tasks
& primary contacts
-Art in State Bldgs
-Section 106 process
-National Register
process

-CLG grants
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-Accounting
procedures
-HR/Personnel
procedures

-Deirdre: board mtgs
-Historic tax credits

Diversity (General Culture)

Strategy: DCA implements hiring and recruiting processes that will result in a
workforce that represents and effectively delivers services to a multi-ethnic, multi-
abled lowa population.

Measure: Percentage of applicants and staff that are minority or disabled, number of
multi-lingual workers using those skills in their positions, number & kinds of programs that
target specific populations

Action Step or Activity | Target Person(s) Required Status/Progress
Completio | Responsible Resources | Update
n Date
1. | Gather lists of January 1, | Mary Sundet | Staff time
targeted groups 2011 Jones

for recruitment in
history, arts, &
cultural fields

2. | When positions Ongoing Management | Staff time
are open, ensure Team
that DAS has
information about
them when they
recruit at job fairs.

3. | Discuss w/DAS- June 30, Management | Staff time
HRE the 2011 Team
possibility of
publishing job
announcements in
multiple
languages

Workforce diversity encompasses broad concepts such as cultural competency,
inclusiveness, and organizational awareness, while affirmative action targets specific
areas where remedial actions are necessary within specific areas of the workforce.

Affirmative Action (Addressing Underutilization)

Strategy: See information on diversity above

Measure:
Action Step or Target Person(s) Required Status/Progress
Activity Completion Responsible Resources | Update

Date
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1.

2.

3.

Hiring and Retention

Strategy: Professional job classifications in the historical division are structured to
reflect specific needs and allow for promotional capability, by June 30, 2011.
Measure: Existence of appropriate classifications

Action Step or Activity | Target Person(s) Required Status/Progress
Completion | Responsible Resources | Update
Date
1. | Divide Historic June 30, Management | Staff time;
Program 2011 Team budget
Specialist flexibility
classification into as needed

3 classes: meet
w/Personnel
officer to
strategize.
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Strategy: DCA has articulated a tiered plan for professional development for staff at
all levels by the end of FY10.
Measure: Tiered plan exists; level of participation in appropriate professional development
activities; level of resources allocated to fund development activities

Action Step or Activity Target Person(s) Required Status/Progress
Completion | Responsible | Resources Update
Date

1. | List ongoing June 30, Manage- Staff time
professional 2011 ment team
conferences &
identify staff most
likely to attend &
benefit from them.

2. | Include resources in | July 1, Manage- Appropria-
FY11 budget forat | 2011 ment team tion
least 25% of staff increases
identified in #1 to w/more than
attend at least 1 one comma
professional
conference.

3. | Identify professional | June 30, Manage- Staff time
literature/periodicals | 2011 ment team
of greatest benefit
to staff in each
division; determine
how these are
accessed by those
staff members.

4. | Identify PDS June 30, Management | Budget
training needed by | 2011 Team flexibility

lead workers or
supervisory staff
and work to include
resources in
budgets.
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STATE OF IOWA
1 DIVERSITY PLAN AND REFPORT
Affirmative Action/Equal Employment
FY 2010 Progress
FY 2011 Plan

B AFFIRMATIVE
POACTION.

-

- DIVERSITY

Please provide an update of your department’s annual Diversity/Affirmative Action plan
and report and submit to DAS by July 31%, Written plans should contain action items
{(goals) and time specifications. '

DAS will submit a report by September 30™ on the condition of affirmative action,
diversity, and multicultural programs in state agencies. The information you submit will
be included in this report.

Submitting Agency: Department of Education
Division (if applicable):

Person Submitting Report: Karen Chapman
Please Print Name: Karen Chapman

Please Sign Name: {{&M Qhﬂ@ N

Phone: (515)281-3411
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g LA R

istrative Plan

Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

Please insert any additional statements of policy or commitment to achieving and
maintaining a diverse workforce in your agency:

Administrative Plan

1. How your policy will be implemented:

+ The Department includes the EEQO statement on all publications and official
communications. :

- o New staff members are provided mentoring. This is an area of coverage for
that training.

e State Board priorities are driven by data that includes the performance of
affected subgroups. One priority statewide is reducing the academic
achievement gap for minority students, which translates into programming to
provide specific support for these students’ needs.

o Staff retention and recruitment policies, to the degree that candidates are
identifiable, promote an emphasis on diverse and underserved populations.

2. Name, job title, and contact information for the responsible EEO AA official:

e Carol Greta, Attorney — for legal and personnel issues
o Jeff Berger, CFO — for personnel issues
o Karen Chapman, Human Resources — for personnel issues

3. Describe your agency's system for auditing and reporting diversity issues:
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We are unclear what the question is asking. Any personnel concerns in this area
are covered by the usual procedures for voicing concerns.

The Department of Education’'s EEQ statement is:

It is the policy of the lowa Department of Education not to discriminate on the basis of race,
creed, color, sexual orientation, gender identity, national origin, gender, disability, religion,
age, political party affiliation, or actual or potential parental, family or marital status in its
programs, activities, or employment practices as required by the lowa Code sections 216.9
and 256.10(2), Titles VI and VI of the Civil Rights Act of 1964 (42 U.5.C.-§ 2000d and
2000e), the Equal Pay Act of 1973 (29 U.S.C. § 2086, et seq.), Title IX (Educational
Amendments, 20 U.S.C.§§ 1681 — 1688), Section 504 (Rehabilitation Act of 1973, 28 U.S.C.
§ 794), and the Americans with Disabilities Act (42 U.S.C. § 12101, et seq.).

If you have questions or grievances related to compliance with this policy by the lowa
Department of Education, please contact the legal counsel for the lowa Department of
Education, Grimes State Office Building, Des Moines, |A 50319-0146, telephone number
515/281-5295, or the Director of the Office for Civil Rights, U.S. Department of Education,
111 N. Canal! Street, Suite 1053, Chicago, L 60606-7204.

4. Indicate how your diversity plan and related communication materials are
distributed to your employees and/or the public. Please provide any relevant links to
your web site or attach a copy of supporting documentation:

The employee handbook and our new communications manual are available on the
agency’s intranet to all employees. Every employee is made aware of the handbook
and signs a form indicating they understand they are obligated to know and follow the
procedures in that handbook. The employee handbook includes items related to
diversity and equity.

With student programming and the resulting monitoring and accountability we need to
do, equity and diversity issues are always at the forefront. We ensure compliance with
state and federal law. This cuts across everything we do. Examples of efforts made:

» As designated Lead Agency of federal IDEA-Part C, the Department has worked
in conjunction with the lowa Council of Early ACCESS to seek diverse
representation among members for insight of how to support diverse population
and infants, toddlers and families at-risk or of special needs.

» The lowa Council of Early ACCESS has selected diversity as a priority area of
focus. :

o Early Childhood lowa has a component group that focuses on Diversity. Staff are
members of this group and participate in the annual planning and attend the
conference. Staff will be attending the Diversity Conference August 21, 2010,
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¢ Bureau of Accreditation and Improvement Services — An Education Consultant
Position is dedicated to equity/civil rights. This position provides on-going equity
civil rights training to all education consultants for general knowledge and
application for Local Education Agencies / Area Education Agencies / educator
preparation accreditation visits in the areas of employment and student programs
and services. Team meetings are held twice a month October through May, and
weekly June through September. The time dedicated varies from meeting to
meeting.

« Consultants go to annual training provided by the United States Department of
Education’s Office for Civil Rights and to the Midwest Equity Center's annual
training in Kansas City, MO. Additional meetings attended at the Chicago Office
for Civil Rights. ‘

e \We have on the Department's public web site (attachment A) article and sites for
people to access. On our intranet “DE News Online” we have a link to the
diversity council site.

List your agency’s hiring and promotion practices, outlining any changes to those
practices during the reporting period;

FY 2010 Progress

FY 10 hiring freeze was in place, after 11/09 only one PT position was filled. Our
Education Program Consultant (at will) class is our largest number of positions at the
DE. When we fill a vacancy it is open to all applicants.

Merit vacancies may be open to all applicants or as promotional opportunities. It is
dependent on what position we are filling and what type of knowledge and experience is
required for the specific position. :

FY 2011 Plans

No changes anticipated.
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Outline all steps taken by the agency to increase diversity in the department;
FY 2010 Progress -

All of our employees were required to attend the Diversity training and all newly hired
employees will be or have attended the training. Managers attended training specific to
managers.

Staff retention and recruitment policies, to the degree that candidates are identifiable,
promote an emphasis on diverse and underserved populations.

Department did attend diversity events such as the Asian Festival, Latino Festival but at
the time of these festivals we did not have opening notices to share with the public.

FY 2011 Plan -

Send out request for employees to self identify for disabilities.
Continue talking about diversity as part of the division meetings. Continue attending

diversity events. We continue to have people support diversity events, for example, we
had 3 staff members help with the DAS both at the Latino FFestival in September.
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Outline the steps taken by the agency to train employees on diversity-related issues;

FY 2010 Progress.

All of our programming has some requirement fo tend to equity and diversity issues. So
as a natural part of ongoing training in the programs they serve, this issue is included.

We are requiring all new staff to access diversity courses once hired.

Consultants go to annual training provided by the United States Department of
Education’s Office for Civil Rights and to the Midwest Equity Center's annual training in
Kansas City, MO. Additional meetings attended at the Chicago Office for Civil Rights.

FY 2011 Plan

We will continue as we have done.
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Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce composition,;

FY 2010 Progress

We are underutilized as a department for persons with disabilities. We did hire 4 people
who self reported disabilities. We did lose a number of people who were that category
with the SERIP retirement. To the degree possible, we recruit underserved populations.

FY 2011 Plan

Other than persbns with disabilities, our current underutilization is for females in
the following categories, IT Specialist 4 and 5, Librarian 2 and Library Consultant.
Opehings for |T Specialist are very few. The State Library does have one Library
Consultant vacancy from SERIP for which they have hired a female.
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Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information

as an attachment, please identify the topic of the document and a brief summary in
Section 7.

FY 2010 Progress

Nothing beyond was what aiready covered.

FY 2011 Plan

We will continue as we have done.
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Attachment A

Topic 4. Please provide any relevant links to your web site or attach a copy of
supporting documentation:

Summary - Articles and web page from the Depariment of Education related to civil
rights and diversity. '

Attachment B

Topic 4. Please provide any relevant links fo your web site or attach a copy of
supporting documentation:

Summary — Screen print of our DE News Online Intranet which gives employees easy
access to the diversity council web site. ‘

203



Appendix E

FY 2010-11 Diversity Progress Plan and Repcjrt

Kevin Fangman, Acting Director, lowa Department of Education

Agency Head, Name and Title (please print)

XU@@W/MAA : IOH!O

¥ P

Agency Head Signature ' Date
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204



Appendix E

Attachment A

From the Department of Education’s web site
Reporting Race/Ethnicity in lowa
Category: PK12 Topics/Data Collections

The race and ethnicity of lowa students will be reported in a new way beginning with the 2009-2010 school
year. The purpose is to better reflect the growing diversity of lowa's population and the nation ... Thursday, 15
Aprit 2010

Links fo More Instructional Resources

Category: Special Education/Instructional Resources

.. civil rights, education, and indepehdence for alt individuals with disabilittes. UNCC General Curriculum
Projects - Based on the belief that all students should have the opportunity to learn academic ... Tuesday, 03
November 2009
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Diverse Learners

The wide range of diversities in the United $tales Is one of pur natlonal reasures, and lowa's schogls
reflectthatrich diversity. Information about diverse leatners is used by teachers to creata 8
democralic and humane environment whete ali stludents are sean as individuals, who are respacted
and valued for thelr divarstty.
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Attachment B

Appendix E

Diversity Council is a link on our intranet for the DE employees to have easy access.
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Requesting decals } vew
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9/13/2010 117 P

State Board of Education te Hold Meeting September 16
by Watkinsplter, Elaine [ED}
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FY 2010-11 Diversity Progress Plan and Report
lowa Department of Human Rights

STATE OF IOWA

acnon | |ecuatewrowh:  DIVERSITY PLAN AND REPORT
DIVERSITY Affirmative Action/Equal Employment
FY 2010 Progress

FY 2011 Plan

Please provide an update of your department’s annual Diversity/Affirmative Action plan
and report and submit to DAS by July 31°%'. Written plans should contain action items
(goals) and time specifications.

DAS will submit a report by September 30™ on the condition of affirmative action,
diversity, and multicultural programs in state agencies. The information you submit will
be included in this report.

Submitting Agency: lowa Department of Human Rights
Division (if applicable):
Person Submitting Report: Preston A. Daniels, Director

Please Print Name: Preston A. Daniels

]
Please Sign Name: %@65{

Phone: (515) 242-6171
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Section 1 Policy Statement and Administrative Plan

Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

Please insert any additional statements of policy or commitment to achieving and
maintaining a diverse workforce in your agency:

FY2011 DHR Diversity Statement

DHR enjoys a unique mission and role in the State of lowa, and is also mindful of the
diversity needs within the state government. DHR promotes equal access to work,
services and opportunities and to enhance the well-being of diverse populations in
lowa.

The director, Preston Daniels, has served as the chairperson of the Diversity
Council, established by Governor Culver in October 2007, to address a variety of
issues relating to increasing diversity in state government.

Administrative Plan

1. How your policy will be implemented:
Follow the State established diversity related guidelines.

2. Name, job title, and contact information for the responsible EEO AA official:

Preston A. Daniels, Director
Preston.Daniels@iowa.gov, 515-242-6171

3. Describe your agency’s system for auditing and reporting diversity issues:
Besides annual auditing, the DHR takes advantage of being a reasonably small
agency, the Department is able to review the diversity plan and related issues
whenever a position needs to be filled.

4. Indicate how your diversity plan and related communication materials are distributed
to your employees and/or the public. Please provide any relevant links to your web site
or attach a copy of supporting documentation:
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DHR Diversity plan and related communications materials are distributed to the
Division Administrators, then shared with employees at division staff meetings or
new employee orientations.

The plan is not posted on the DHR website yet.
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Section 2 Hiring and Promotion

List your agency’s hiring and promotion practices, outlining any changes to those
practices during the reporting period;

FY 2010 Progress

Use the State diversity related guidelines.

Tap into the diverse populations that DHR serves as the recruitment pool.

Involve managers and supervisors in the recruitment process.

Recognize employee accomplishment during the staff meetings, the Governor's
Golden Dome employee recognition program, and other recognition opportunities.

FY 2011 Plans

Include diversity related expectations to performance plans for all managers and
supervisors.

Provide diversity training and development to all employees.

Continue to encourage and support staff to actively engage in diversity related
issues and participate in diversity events.

Continue to provide assistance to other state agencies to recruit a diverse workforce.
Actively provide assistance to other state agencies to promote and retain the diverse
workforce.
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Section 3 Actions Taken to Increase Diversity

Outline all steps taken by the agency to increase diversity in the department;

FY 2010 Progress

e The nature of DHR is such that it serves a very diverse clientele and the DHR staff is
a diverse as the clients it serves. Therefore, the DHR staff is as diverse as the
Department can or ought to be.

FY 2011 Plan

e The future hiring will, of necessity, continue to reflect this diversity and will recruit
staff members form the populations it serves: minorities, persons with disabilities,
women, and people in poverty.
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Section 4 Diversity Related Training

Outline the steps taken by the agency to train employees on diversity-related issues;

FY 2010 Progress

e Professional development and training opportunities were available to staff.
¢ All managers completed the required diversity training courses as required by
Executive Order Four.

FY 2011 Plan

e Continue to encourage staff to participate in appropriate diversity training
opportunities.

e Create training opportunities internally.

¢ Build capacity to provide diversity training and retention of diverse workforce to other
state agencies.
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Section 5 Hiring Opportunities

Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce composition;

FY 2010 Progress

e Vacancies during this fiscal year did not impact the agency’s overall diversity.

FY 2011 Plan

e See Section 3.
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Section 6 Other Efforts to Increase Diversity

Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in
Section 7.

FY 2010 Progress

e Disseminate job openings in other state agencies to the diverse populations that
DHR serves.

FY 2011 Plan

e See Section 4.
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Section 7 Attachments

Attachment A
Topic

Summary

Attachment B
Topic

Summary

Attachment C

Topic

Summary
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Section 8 Signature Page

Preston A. Daniels, Director

Agency Head, Name and Title (please print)

08/23/2010

Agency Head Signature Date

10
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| HIRIG/PROMOTON STATE OF IOWA
DIVERSITY PLAN AND REPORT
Affirmative Action/Equal Employment

FY 2010 Progress
FY 2011 Plan

i

Please provide an update of your department’s annual Diversity/Affirmative Action plan
and report and submit to DAS by July 315, Written plans should contain action items
“(goals) and time specifications. '

DAS will submit a report by September 30™ on the condition of affirmative action,
diversity, and multicultural programs in state agencies. The information you submit will
be included in this report.

Submitting Agency: Department of Human Services
Division {(if applicable): Deputy Director of Administration
Person Submitting Report: Jan Clausen

Please Print Name: Jan Clausen

Please Sign Name:dzuw,(/. [Djf[/dgm/,,_

Phone: 515.281.4987
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Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

Please insert any additional statements of policy or commitment to achieving and
maintaining a diverse workforce in your agency:

Administrative Plan

How your policy will be implemented: The non-discrimination policy implementation is
the responsibility of every member of DHS management to communicate with staff and
to adhere to in practice, with specific policy accountability to the DHS Director and the
Deputy Director of Administration. The DHS expands the agency non-discrimination
policy to provision of services, and each of the agency’s program applications for
services includes the DHS non-discrimination policy statement with instructions for filing
a complaint or concern. DHS contracts include a non-discrimination clause, which
states:

2.13.4 Compliance with the Law. The Contractor, its employees, agents, and subcontractors shall
comply with all applicable federal, state, and local laws, rules, ordinances, regulations, and orders when
providing Deliverables pursuant to this Contract, including without limitation, all laws that pertain to the
prevention of discrimination in employment and in the provision of services. For employment, this
would include equal employment opportunity and affirmative action, and the use of targeted small
businesses as subcontractors or suppliers. The Contractor may be required to provide a copy of its
affirmative action plan, containing goals and time specifications, and non-discrimination and
accessibility plans and policies regarding services to clients. Failure to comply with this provision may
cause this contract to be cancelled, terminated, or suspended in whole or in part and the Contractor
may be declared ineligible for future state contracts or be subject to other sanctions as provided by law
orrule. The Contractor, its employees, agents, and subcontractors shall also comply with all federal,
state, and local laws regarding business permits and licenses that may be required to carry out the work
performed under this Contract. The Contractor may be required to submit its affirmative action plan to
the lowa Department of Management to comply with the requirements of 541 lowa Administrative
Code chapter 4. If all or a portion of the funding used to pay for the Deliverables is being provided
through a grant from the Federal Government, the Contractor acknowledges and agrees that pursuant
to applicable federal laws, regulations, circulars, and bulletins, the awarding agency of the Federal
Government reserves certain rights including, without limitation, a royalty-free, non-exclusive and
irrevocable license to reproduce, publish or otherwise use, and to authorize others to use, for Federal
Government purposes, the Deliverables developed under this Contract and the copyright in and to such
Deliverables ‘
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DHS has incorporated non-discrimination into our policies, practices and procedures.

The DHS is an equal opportunity employer. Hiring practices and policy are designed
-and executed to hire persons and promote employees based on their knowledge, skills
and abilities for current positions and their potential for future growth with the agency or
within the State of lowa. The DHS is obligated to ensure that good faith efforts are
taken and that we provide equal opportunity for all in recruitment, hiring, training,
promotion, transfer, compensation, and all other terms and conditions of employment
without regard to protected category status.

1. Name, job title, and contact information for the responsible EEO AA official:
Jan Clausen, Deputy Director of Administration, 515.281.4987 or
jclause @dhs.state.ia.us

2. Describe your agency’s system for auditing and reporting diversity issues: The DHS
has developed an internal complaint procedure for employees. Discrimination
complaints are received within the DHS Office of Human Resources, who assists the
respective business entity with the investigation and with formulating the response, '
as well as tracking and monitoring complaints in order to address areas of concern.
Identified issues will be brought to the Deputy Director of Administration who will
review and determine the appropriate course of action. Complaints may be received
in written format, by telephone, or through an email address noted in the introductory
section of the DHS Employee Handbook:

A-2 Code of Conduct

Employees are expected to conduct themselves in a manner that creates and maintains respect
for the DHS, their co-workers and the individuals served. Employecs are expected to
maintain high standards of behavior in both their personal and official activities. The
Department prohibits any unethical or illegal conduct by an employee on or off duty that
affects or has the potential to affect the Department. Employees have a duty to report
unethical or illegal activity, relating to state employment, to their Supervisor, Appointing
Authority or Department Director. Reports may also be e-mailed to: stopit@dhs.state.ia.us.

The DHS adheres to the state of lowa’s Equal Employment Opportunity and
Affirmative Action Anti-Discrimination policy. The complaint procedure is outlined in
Chapter 2 of the Department of Administrative Services Manager and Supervisors
Manual, and reads as follows;
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Any person who feels that he or she has been denied an employment opportunity because of race, creed,
color, religion, sex, national origin, age, or physical or mental disability has the right and is encouraged, to file a
complaint with the person’s departinent, pursuant to the department’s gricvance procedure. A person may also file a
complaint with the lowa Civil Rights Commission or the appropriate federal enforcement agency.

There shall be no discrimination or retaliation against an individual who files a complaint atleging
discriminatory harassment, or who aids another individual in filing a complaint alleging discriminatory harassment.
An employee who has reason to believe that he or she has been retaliated against becausc of participation in an
investigation of discriminatory harassment may also file a charge with the Iowa Department of Administrative
Services — Human Resources Enterprise, the lowa Civil Rights Commission, or the U.S. Equal Employment
Opportunity Commission, whichever is appropriate.

Any person who believes that she or he has been the victim of discrimination under this section, or who has
a concern aboul potential violations of this section, is directed to bring the matter to the attention of his or her
immediate supervisor, appointing authority, or their designees, in accordance with the department’s establishedt
grievance procedure. Tf the concern or complaint involves the employee’s immediate supervisor, the employee is
encouraged to file the concern or complaint with the next highest supervisor, or, in the alternative, (o the Chief
Operaiing Officer of"the Towa Department of Administrative Services — Human Resources Enterprise.

Department directors and agency heads are responsible for the enforcement of this section. The Chief
Operating Officer for the Towa Department of Administrative Services — Human Resources Enterprise shall assist
departments and agencies with this responsibility. When applicable, state officials and employees shall cooperate
fully with all appropriate individuals in the investigation of violations of this policy in order to create and maintain a
warkplace free from discrimination or discriminatory harassment.

The appointing authority shall promptly investigate all complaints. Each agency shall take final agency
action in response (o a complaint. The Iowa Department of Administrative Services — Human Resources Enterprise
shall have the authority to conduct an investigation of practices prohibited under this policy when the Chief
Operating Officer has determined that the investigation is necessary and consistent with the intent of this policy. If
the complaint involves allegations of systematic discrimination, the Iowa Department of Administrative Services -
Human Resources Enterprise may investigate the complaint, or supervise the investigation conducted by the agency
implicated.

Corrective action shall be taken immediately to remedy violations of this policy, whenever warranied, up to
and including the discharge of partics whose conduct violates this policy. A manager or supervisor who fails to
properly act upon complaints or who has personal knowledge of a violation of this policy and fails to take
appropriate action, shall be subject to disciplinary action up to and including discharge.

A copy of any complaint received, and its resolution shall be forwarded to the Chief Operating Officer of
the Department of Administrative Services — Human Resources Enterprise within ten working days after receipt of
the complaint. Interim reports will be provided to the Chief Operating Officer of the Towa Department of
Administrative Services — Human Resources Enterpiise, as requested.

3. Indicate how your diversity plan and related communication materials are
distributed to your employees and/or the public. Please provide any relevant links to
your web site or attach a copy of supporting documentation:

The DHS commitment to diversity is evident in our practices and procedures. The
agency reinforces this commitment throughout our facilities with both English and

4
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Spanish posters stating the agency’s Non-Discrimination policy regarding employment
practices and provision of services. The posters provide detailed directions for filing a
complaint.

DHS employees receive a copy of or are given a link to the DHS Employee Handbook
upon hire and are to review on an annual basis. Specific relevant passages are as
follows:

Part A.
General Information
Introduction
No single set of rules and procedures can fully cover all the possible circumstances that may
arise in the course of employment relationships, Whatever the circumstances, our expectation is that
everyone should apply the Handbook in accordance with the following principles:

{. The DHS is an equal opportunity employer. It is the responsibility of managers and
colleagues to ensure that no member of the DHS staff receives less favorable treatment than any
other, or is subjected to abuse, harassment, embarrassment or discomfort, on the grounds of race,
color, ethnic or national origins, sex, religion, age or disability or political opinions or affiliations. In
all cases it is essential to apply provisions of the Handbook in accordance with this commitment to
fair treatment and equality of opportunity for staff.

Code of Conduct

Employees are expected to conduct themselves in a manner that creates and maintains respect

for the DHS, their co-workers and the individuals served. Employees are expected to

maintain high standards of behavior in both their personal and official activities, The

Department prohibits any unethical or illegal conduct by an employee on or off duty that |
affects or has the potential to affect the Department. Employees have a duty to repont |
unethical or illegal activity, relating to state employment, to their Supervisor, Appointing |
Authority or Department Director. Reports may also be e-mailed to: stopit@dhs.state.ia.us.

Part D.
Employee Responsibilities and Work Rules
General Standards of Conduct and Work Rules

D - 21 Equal Opportunity, Affirmative Action, and Anti-Discrimination

It is the policy of the Department to provide equal treatment in employment and provision of services
to applicants, employees and clients without regard to race, color, national origin, sex, sexual
orientation, gender identity, religion, age, disability or veteran status. The Department provides equal
opportunity in recruitment, hiring, training, promotion, transfer, compensation, and all other terms
and conditions of employment. See Addendum #6, Executive Order Number 18, and Addendum #7,
State of Towa Equal Opportunity, Affirmative Action, and Anti-Discrimination Policy for Executive

5
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DAS-HRE Handbook, and Iowa Department of Human Services, Title 21 Personnel Management
Chapter A, Equal Emp]oyment Opportunity/Affirmative Action,

httpa/fwww, dhs.state.da,us/dhs2005/dhs _homepage/docsfequal _opportunity.pdf

For more information or te file 2 complaint, contact:

Human Resource Bureau
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List your agency’s hiring and promotion practices, outlining any changes to those
practices during the reporting period,;

FY 2010 Progress: The DHS hiring and promotional practices adhere to the contractual
obligations outlined in both the AFSCME and IUP collective bargaining agreements.
DHS vacancies are posted through the State of lowa website. In addition to the state
website posting, the agency conducts targeted national recruitment campaigns directed
at medical professionals, for example, or at-will positions. These recruitment
campaigns may include posting position vacancy notices with professional associations
or organization websites, as well as reaching out to local or regional minority networks
to promote awareness of DHS employment opportunities. Regardless of the marketing
vehicle, DHS hiring notices reaffirm the agencies commitment to EEO/AA.

During fiscal year 2010, DHS reorganized the agency in order to meet mandated

budgetary constraints and legislatively enacted staffing ratios. The result of this

reorganization is a new field and central office structure. The DHS Human Resources

Bureau, previously housed within the Division of Results Based Accountability, which

was dishbanded during the reorganization, and the DHS HR Staff were assigned to the

Deputy Director of Administration. This new reporting structure allows the organization

to refocus the HR efforts and design a value-added Human Resources function that

supports the agency mission. : ‘

The reorganization of FY 2010 required that DHS layofif select field positions. During
this same time petiod, the State began to offer the State Employee Retirement Incentive
Program (SERIP). The combination of these two events limited DHS hiring activity.

The hiring that was accomplished was done within the current hiring and promotional
practices.

The current practice for DHS vacancies is to post positions on the state of lowa website
after contractual transfer requirements have been exhausted, if applicable. DAS-HRE
provides the hiring authority with a list of qualified candidates, which are scored by the
respective hiring team based on predetermined criteria assessing knowledge, skills and
abilities. The DHS hiring team selects candidates determined by the K/S/A scoring
criteria and begins the interview process. Applicants with veteran status or disability
status are given appropriate consideration.
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The environment of 2010 was not conducive to diversity progress. The Department of
Management instituted a statewide “soft hiring freeze” during FY 2010 through the
expansion of agency hiring justification requirements with additional rules limiting the
filling of vacated SERIP positions plus imposed salary restrictions. The result was very
limited hiring activity. Add to this series of events, the layoff and restructuring of the
agency that was occurring simultaneously, and DHS employees had limited options for
career advancement. Likewise, few positions were posted for external applicants due to
recall or other reduction in force contractual entittements. The DHS continues to adhere
o the DOM/DAS hiring justification process.

DHS continues as the leading State agency for female employment with a 73% rate of
females. 64% of the DHS female population is in management roles. DHS meets or
exceeds state rates for female employment except in the trade’s category. Efforis to
increase this category are limited by the lack of a female labor pool within the fields of
electrician, plumber, or HVAC. The agency's commitment to diversity is reflected in our
numbers: DHS is at a 5.56% rate of minority employment which has-continually
increased over the last two years. 2% of the agency’s minority population is in the EEO
category 1 (Official/Administrator) and 6% is in EEO category 2 (Professional) which
indicates that minorities are frequently poised for promotional development.

FY 2011 Plans: The DHS reorganization has allowed the agency to re-think how we
have been conducting business and how we need to conduct business in the future in
order to meet the needs of the populations we serve within the budgetary limitations.
The reorganization focused agency attention to the importance and benefits of a highly
skilled employee population who will be challenged with increased demand for services
and reduced staff. The agency is refocusing efforts to develop a meaningful workforce
plan which will analyze current hiring and promotional processes, employee
performance and development, knowledge transfer processes, succession planning,
and other programs to ensure that the agency’s workforce meets current demands while
positioning for the future.

The Department of Management'’s “soft hiring freeze” has not been lifted and will
continue to present a challenge to further diversity. With limited approval of vacancies,
the agency will be challenged to achieve increases in minority or PWD numerical goals.

Program development resulting from the Workforce Plan may further enhance the
agency’s continued progress to increase the minority employee population and the
number of persons with disabilities within the agency.

DHS remains committed and will continually strive to employ a dynamic and diverse
workforce.
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Qutline ali steps taken by the agency to increase diversity in the department;

FY 2010 Progress: The DHS continues to support the Governor’s commitment to
achieve and maintain a diverse workforce in state government detailed in Executive
Order 4. The agency strives to hire the best and to develop a dynamic workforce that is
representative of the population we serve. During fiscal year 2010, the department
extended an invitation to the lowa Vocational Rehabilitation Services (IVRS) agency to
meet and explore options designed to increase employment opportunities to people with
disabilities (PWD). Beginning with the SERIP vacancies, DHS networked with IVRS to
identify and encourage PWD candidates to apply for DHS positions.

FY 2011 Plan: The agency will continue to partner with IVRS and agencies both locally
and on a national level to increase PWD diversity within the department.

Further plans to increase diversity may be formulated through the Workforce Planning
that is scheduled to occur FY2011.
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Outline the steps taken by the agency to train employees on diversity-related issues;

FY 2010 Progress: In compliance with Executive Order 4, DHS management attended
the mandated diversity training conducted by the Department of Administrative
Services, which reinforced diversity awareness.

FY 2011 Plan: DHS will research diversity training options for the employee population
and incorporate diversity training into the On-Boarding process which is currently in
development.

10
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Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce composition;

FY 2010 Progress During the initial stages of the SERIP process, DHS met with lowa
Vocational Rehabilitation and the Commission of the Blind to discuss options designed
to increase the presence of Persons with Disabilities. As a result, DHS partners with
VRS to ensure that PWD applicants are aware of and encouraged to apply for DHS
vacancies. DHS vacancies are posted within the state of lowa’s website and through
the Brass Ring application; hiring authorities are provided a list of qualified applicants
noting those applicants self reporting a disability or veteran status.

FY 2011 Plan: The DHS will continue to utilize the state of lowa website to provide
hotice to prospective applicants of employment opportunities with the agency, as well as
local or national associations and organizations to increase and promote careers with
DHS.

Further plans to increase diversity may be formulated through the Workforce Planning
that is scheduled to occur FY2011.

11
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Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. if you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in
Section 7.

FY 2010 Progress: During fiscal year 2010, DHS volunteered the time and efforts of
Susan Hase, Office of Human Resources Executive Officer 2, to assume the role of Co-
Chair for the lowa Mosaic Diversity Conference. This conference continues to be the
premier event within the state to celebrate and share the successes of lowa's diversity

effors.

FY 2011 Plan: Further plans to increase diversity may be formulated through the
Workforce Planning that is scheduled to ocour FY2011.

12
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STATE OF IOWA

o DIVERSITY PLAN AND REPORT
Affirmative Action/Eaual Employment
FY 2010 Progress

FY 2011 Plan

Piéase provide an update of youf department's annual Diversity/Affirmative Action plan
and report and submit to DAS by July 315%, Written plans should contain action items
(goals) and time specifications.

DAS will submit a report by September 30" on the condition of affirmative action,
diversity, and multicultural programs in state agencies. The information you submit will
be included in this report.

Submitting Agency: lowa Department of Justice
Person Submitting Report: Eric Tabor

Please Print Name: Z',//,-g, .@W__

Please Sign Name:

Phone: {515)281-5191
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Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

Please insert any additional statements of policy or commitment to achieving and
maintaining a diverse workforce in your agency:

Administrative Plan

Name, job title, and contact information for the responsible EEO AA official:

Eric Tabor, Chief of Staff, Eric.Tabor@lowa.gov

List your agency’s hiring and promotion practices, outlining any changes to those
practices during the reporting period;

Actions to increase diversity through recruitment and hiring include the
following:

» Increase advertisement in minority and female publications and on web sites of
organizations of women and minority lawyers.

+ Increase advertisement in law school recruitment offices and publications of
minority and women law students.

+ Encouraging and supporting current female and minority attorneys to network in
their professional organizations to promote recruitment.

+ Post jobs with statements encouraging women, minority, and disabled individuals
to apply.

* Send job announcements to the Department of the Blind, the Division of
Vocational Rehabilitation Services and the Division of Persons with Disabilities
and the Division of Deaf Services.

» Include a statement in all job announcements to encourage application by those

- with disabilities and list the lowa Relay phone number in job announcements.

¢ Expand recruitment to include other groups such as community advocacy groups.
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Outline all steps taken by the agency to increase diversity in the department; -

In addition to the recruitment steps outlined in section 2, the Department’s
actions to increase diversity include the following relating to retention:

Provide flexibility with part-time hours and flexible schedules.
Improve the Department’s career development and training programs.

¢ Conducting exit interviews in most, if not all, staff departures in order to
determine whether conditions are conducive to a diverse workforce.

+ Maintain awareness of parking and work area needs for persons with
disabilities. .

Outline the steps taken by the agency to train employees on diversity-related issues;

The Department has required its managers to take diversity training. The Department
will expand that training to other employees in the coming year. :

The Department will notify all staff of diversity related cultural and educational
opportunities and encourage attendance as the budget permits.
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[bermouoTel STATE OF IOWA
v DIVERSITY PLAN AND REPORT
Affirmative Action/Equal Employment

FY 2010 Progress
FY 2011 Plan

=

Please provide an update of your department’'s annual Diversity/Affirmative Action plan
and report and submit to DAS by July 31%. Written plans should contain action items
{goals) and time specifications.

DAS will submit a report by September 30" on the condition of affirmative action,
diversity, and muiticultural programs in state agencies. The information you submit will
be included in this report.

Submitting Agency: Department of Inspections and Appeals
Division (if applicable}:

Person Submitting Report: Betty Tschetter

Please Print Name: Betty Tschetter

Please Sign Name: 5@% Vm

Phone: 515-281-3659
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Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

Administrative Plan

1. How your policy will be implemented:

The policy will be reinforced with Managers and Supervisors when hired and reinforced
at periodic management meetings. All employees receive a copy of the employee
handbook which includes the Equal Opportunity, Affirmative Action, and Anti-
Discrimination Policy. Any issues that arise will be addressed by appropriate
management staff.

2. Name, job title, and contact information for the responsible EEO AA official;

Betty Tschetter

Human Resources Manager
Phone: 515-281-3659

FAX: 515-242-6863

Email: betty tschetter@dia.iowa.gov

3. Describe your agency’s system for auditing and reporting diversity issues:

Each hiring supervisor has been made aware of the Department’s commitment o a
welcoming environment for all employees. Hiring supervisors share information on all
well qualified applicants that were not hired, but may be available for future openings.
The Department Director approves each hire after reviewing qualifications of the top
candidates.
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4. Indicate how your diversity plan and related communication materials are
distributed to your employees and/or the public. Please provide any relevant links to
your web site or attach a copy of supporting documentation:

The plan wilt be distributed annually via email to each employee.
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List your agency’s hiring and promotion practices, outlining any changes to those
practices during the reporting period,;

All merit covered vacancies are listed on the DAS/HRE website for application as well
as posted on the DIA website. Positions are distributed to a list of contacts from
Department of Human Rights, Vocational Rehabilitation Division of the Department of
Education, and Department for the Blind.

While the Department is committed to internal promotions when warranted, outside
recruitment is used for many positions to increase the opportunity for additional
candidates to apply and be considered.

FY 2010 Progress

FY2010 progress was limited due to holding positions open to assist with budgetary
issues and due to a large amount of retirements. Some positions will not be refilled and
the majority of those that are being refilled will be refilled in FY2011.

FY 2011 Plans

Continue the same recruitment process and continue to make hiring supervisors aware
of the benefits of a diverse workforce and welcoming environment for all empioyees.
Additional employment advertising in targeted media may be used for difficult to recruit

positions.
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Outline all steps taken by the agency to increase diversity in the department;

Email communication on openings to Department of Human Rights, Vocational
Rehabilitation Division of the Department of Education, and Department for the Blind.

Use of selective certification, when warranted

FY 2010 Progress

FY2010 progress was limited due to holding positions open to assist with budgetary
issues and due to a large amount of retirements. Some positions will not be refilled and
the majority of those that are being refilled will be refilled in FY2011.

FY 2011 Plan

Consider converting some full time openings to two half time openings or decreasing
the work week to fewer hours to increase the applicants by considering those that do
not want to work full time.

Continue to use exit interviews and personal meetings between empioyees and
supervisors/management to provide additional ways to be more welcoming to ail
applicants/current employees.
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Outline the steps taken by the agency to train employees on diversity-related issues;

All employees and managers attended Diversity Training provided by the Department of
Administrative Services.

FY 2010 Progress

All employees hired before January 1, 2010 attended diversity training. Many
employees reported positive interactions from the training and felt the information
provided would benefit them in their current position.

FY 2011 Plan

No additional diversity training has been identified at this point due to budget. The cost
of the training, the cost of the travel to the training, and time away from work is
prohibitive.

Leadership will continue to emphasize the need for diversity in hiring during periodic
management meetings and when individual positions become vacant and are approved

for hiring.
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QOutline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce composition;

The Department is pleased to report that email distribution of vacancy announcements
has increased the names on the certification lists. Because the Department is not
underutilized for minorities and females, those applicants are not identified as such on
the certification lists so it is unknown whether the additional applicants meet those
criteria.

FY 2010 Progress

FY2010 progress was limited due to holding positions open to assist with budgetary
issues and due to a large amount of retirements. Some positions will not be refilled and
the majority of those that are being refilled will be refilled in FY2011.

The Department utilized the ISU employment portal for one vacancy and advertised on
Craigs List for another. The ISU employment portal appeared to result in more recent
graduates applying for the position. Craigs List did not appear to add applicants.

FY 2011 Plan

Email distribution has recently been updated to include representatives of
Vocational Rehabilitation and Department of the Blind in an effort to recruit

persons with disabilities. The Department will look for additional opportunities to use
complimentary or low-cost websites for vacancy announcements,
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Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in
Section 7. -

FY 2010 Progress

No targeted recruitment was conducted.

FY 2011 Plan

No additional specific targeted recruitment is planned for FY2011 at this time.
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STATE OF IOWA

DIVERSITY PLAN AND REPORT
Affirmative Action/Equal Employment
FY 2010 Progress

FY 2011 Plan

—_

Please provide an update of your department’s annual Diversity/Affirmative Action plan
and report and submit to DAS by July 31%, Written plans should contain action items
(goals) and time specifications.

DAS will submit a report by September 30'" on the condition of affirmative action,

diversity, and multicultural programs in state agencies. The information you submit will
be included in this report.

Submitting Agency: lowa Communications Network
Division {if applicable}: Interim Executive Director

Person Submitting Report: David Lingren

l\.):‘c:l I~ "‘Jgﬁw

Please Print Name:

Please Sign Name: @"_ﬂ%’%’%

Phone: 515-725-4707 REGE&VE

AUG 18 2010

ADEPT.OF
ADMINléTRATIVE SERVIGES
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Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

Please insert any additional statements of policy or commitment to achieving and
maintaining a diverse workforce in your agency:

Administrative Plan

1. How.\./our policy will be implemented:

The lowa Communications Network is dedicated to insuring fair and standard
hiring pr'actices_are used consistently to insure the most qualified candidate is
hired without regard to race, creed, color, religion, national origin, sex and
sexual orientation, age, or mental and physical disability. All notes, scoring
matrixes, and documentations made throughout the hiring process are
maintained for the purpose of supporting the final decision for hiring.

ICN has experienced a high success rate with diversifying its workforce in the
past year and will continue to uphold the current practices being used not only
to diversify its workforce but to maintain the new recruits by insuring that
there is a sense of incfus’ive-he.ss and importa‘née-,to.-th\e team as an employee
of lowa Communications Network.

¥

Managers will continue to assess individual needs and offer training to
employees in order to meet the changing demands of their jobs and to insure
they have the tools/skills necessary to be successful and feel valued.
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2. Name, job title, and contact information for the responsible EEO AA official:

Pam Broyles, Human Resources Associate
Desk Phone: 515-725-4612

FAX: 515-725-4774
pam.broyles@iowa.gov

3. Describe your agency’s system for auditing and reporting diversity issues:

In the event that any should surface, we would contact either Adam Humes with
the Attorney General’s Office or Robin Jenkins, the Recruitment and Retention
Specialist at DAS-Human Resources Enterprise, for guidance, depending on the
situation. Robin is very knowledgeable and resourceful, and has provided
guidance during a previous audit that proved to be most helpful in the
improvement of our documentation practices and records retention throughout

the hiring process.

4. Indicate how your diversity plan and related communication materials are
distributed to your employees and/or the public. Please provide any
relevant links to your web site or attach a copy of supporting
documentation:

ICN consistently advertises with the lowa Bystander (African-American weekly
publication) and El Communicador (Hispanic — publication in Spanish) for
vacancies open to all applicants, as well as with the Des Moines Register and

JohDig.
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All newspaper/radio advertisements and publications sent to multi-cultural
organizations designate ICN as an EEO/Affirmqtive Action Employer.

255




Appendix E

FY 2010-11 Diversity Progress Plan and Report

List your agency’s hiring andpromotion practices, dutli'ri_ing any changes to those
practices during the reporting period;

FY 2010 Progress

The Executive Director gives directive to Division Administrator when to fill a
vacancy. The hiring manager writes a justification for hiring to place on file. If the
duties of the vacancy have changed, the Division Administrator updates the
Position Description Questionnaire and/or requests the position be reclassified.
Once the appropriate classification and PDQ have been established, the Hiring
Steps in compliance with the AFSCME Collective Bargaining Agreement are
followed for contract covered and non-contract covered positions.
http://das.hre.iowa.gov/documents/MS_manual/552- |

0492 _steps_in_hiring_process.pdf

After posting contract covered vacancy notice in accordance with AFSCME
guidelines, if no bid is received within 5 working days within the employing unit,
and there are no transfer requests on file from other Executive Branch agencies,
the position is posted on the Department of Administrative Services — Human
Resources Enterprise website for at least 21 days (11 days beyond the DAS 10 day
requirement) to allow sufficient time for response from special targeted
organizations/populations.

Advertisements are routinely placed in the Des Moines Sunday Register, the lowa
Bystander (African-American publication), and the El Communicador (Hispanic
publication in Spanish). Additional advertising is done through Juice (DM
Register), Job Dig, Radio Spots (Job Dig), and occasionally other newspapers as
deemed necessary to recruit the qualified candidates needed for the position.
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The Personnel Assistant mails the Vacancy Announcement and details for how to
apply to a distribution list of multi-cultural organizations, including women'’s
organizations and gay/lesbian organizations, as well as to the lowa Dept of
Vocational Rehabilitation and the Dept for the Blind.

To help screen for the interviewing process it is a common practice for some of
the hiring managers to send a set of questions to all of the qualified candidates,
however this is not done 100% of the time. The questions are the same for each
candidate. The manager creates a scoring matrix and scores the
resumes/applications and all returned questionnaires {(when applicable), giving
extra points for veterans points. Sometimes an additional employee is designated
to assist with scoring the resumes.

Interviews are scheduled with candidates based on the highest scores. There are
usually 2-3 interviewers involved in the hiring process. Each interviewer on the
team receives a binder containing resumes/cover letters/applications once the
interviews have been scheduled.

Candidates are all asked the same questions. Again, the manager uses a scoring
matrix for the interview questions & all interviewers’ scores are averaged to
obtain scores for each candidate interviewed. References are contacted by the
hiring manager.

The Division Administrator discusses his/her decision with the Executive Director

and with approval from the Executive Director, the position is offered to the most
qualified candidate based on the highest score and results, taking references into
consideration.

The Personnel Assistant keeps an on-going record of the steps taken by each
manager during the hiring process, and the Executive Director and Management
Liaison for Personnel receives weekly updates from the PA throughout the entire
hiring process.
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A criminal background check is conducted on all employees at the time they are
hired.

All documentation of applications, resumes, letters, interview questions, notes
made by interviewers, score sheets and any other information gathered in the
interview process are maintained in a locked file for three years.

Over the past year, the Personnel Assistant has included more information in the
application files, to include advertisements, a copy of the Brass Ring vacancy
posting, offer letters, Personnel Description Questionnaire, Classification
Guidelines, in addition to the resumes, applications, scoring sheets, and
supporting documentation throughout the screening and interviewing process.

FY 2011 Plans

Update/expand contacts for multi-cultural distribution list for the purpose of
recruitment of underutilized populations. '

Within the next fiscal year, Personnel Assistant will attend at least 2 diversity

related functions to network and to heighten awareness of additional
organizations for recruitment purposes.
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Outline all steps taken by the agency to increase diversity in the department;

FY 2010 Progress

Personnel Aésistant notifies Voc Rehab and Dept for the Blind whenever ICN is
filling \)acancies_ and acts as liaison between the counselor and the hiring manager
to facilitate op'po‘rtunity to hire persons with disabilities. We did not meet our
goal this year. One of the referrals from Voc Rehab who ICN was interested in
considering for an interview accepted a position with another state agency before
we could offer her an interview.

Oct 28, 2009 — Personnel Assistant attended Vocational Rehabilitation
Recognition Award for the Year, at which Preston Daniels gave a moving
presentation on Diversity,

November 5, 2009 — Personnel Assistant participated in a Webinar Presentation:
Veteran Recruitment Through the Veteran Career Network.

Routinely dis;rilqu_ted vacancy announcements to multi-cui_tdrai_an_d diverse
organizations with instructions on how to apply. .

Note: Budget constraints have impacted the decrease in the number of job fairs
hosted/attended this fiscal year. There has been less need to advertise as we
limit the number of vacancies filled as much as possible.

FY 2011 Plan

To engage employees in projects, meetings, and event planning to insure groups
are diversified.

To partner with Vocational Rehabilitation and the Department for the Blind to
recruit/hire an employee to fill at least one vacancy within the next year.
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To continue expanding recruitment contacts to include more
organizations/institutions in order to reach targeted populations that are
underutilized.

To continue to utilize DAS-HRE’s recruitment and retention specialist to
place/retain underutilized populations in our workforce.
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Outline the steps taken by the agency to train employees on diversity—related issués;

FY 2010 Progress — no additional training has been administered on diversity-related
issues since all ICN employees participated in the mandated 2009 Diversity Training.

All new employees have been required to attend the Diversity Training for Employees
provided by DAS — Human Resources Enterprise.

FY 2011 Plan — Hiring Managers/Supervisors will attend the Diversity Training for
Managers provided by the DAS — Human Resources Enterprise prior to the end of
FY 2011.

Continue to require new employees to attend the Diversity Training for
Employees within a few months of their hire date.

Utilize at least one of the four employee enrichment events to engage employees

in multi-cultural awareness activities/schedule presentation from an organization
on cultural issues (these internal events are conducted quarterly)

10
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Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce composition;

FY 2010 Progress

Of the 10 promotional/non-promotional hires in 2010,

1 Female hired in underutilized classification for Telecom Specialist Sr

1 Female hired in underutilized classification for Telecom Technical Enterprise Expert
1 African-American female hired as an Administrative Assistant 2

1 African-American female/1 African-American male intern hired

1 Female hired as Telecommunications Administrator

Managers continue to utilize standard hiring practices for all candidates, and offers are
made to the most qualified individuals without regard to race, creed, color, religion,
national origin, sex and sexual orientation, age, or mental and physical disability.

FY 2011 Plan

Continue to extend vacancy posting through the DAS employment wehsite 11
days past the required 10 days to allow additional time to inform underutilized
populations of employment opportunities with the lowa Communications
Network.

11
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Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in
Section 7.

FY 2010 Progress — no other efforts undertaken during this period than those already
designated in Sections 3, 4, and 5.

FY 2011 Plan

No additional plans from those already stated above in Section 3.

12
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Please provide an update of your department’s annual Diversity/Affirmative Action plan
and report and submit to DAS by July 31%. Written plans should contain action items
(goals) and time specifications.

DAS will submit a report by September 30'™" on the condition of affirmative action,
diversity, and multicultural programs in state agencies. The information you submit will

be included in this report.

Submitting Agency: lowa Finance Authority

Division (if applicable):

Person Submitting Report: Christine Wetzler
Please Print Name: Christine Wetzler
Please Sign Name; M,a W
Phone: {515)725-4966

1
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Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

Please insert any additional statements of policy or commitment to achieving and
maintaining a diverse workforce in your agency:

Employment Practices Policy Statement

ltis the policy of the lowa Finance Authority to promote and ensure equal employment
opportunity for all persons regardless of race, color, gender, national origin, religion,
age, disability, or sexual orientation.

Equal employment opportunity principles will govern all aspects of the lowa Finance
Authority’s personnel policies, program practices, and operations. All phases of
employment, including recruitment, hiring, evaluation, promotion, transfer, assignment,
training, benefits, and separation shall be conducted in compliance with equal
employment opportunity laws, regulations, and in the spirit of creating a weicoming and
diverse workplace.

Administrative Plan

1. How your policy will be implemented:
According to IFA’s employment practices and hiring guidelines see attachment A.

2. Name, job title, and contact information for the responsible EEO AA official:
Christine Wetzler, HR Manager and Lori Beary, Community Development Director

3. Describe your agency's system for auditing and reporting diversity issues:
According to IFA’s employment practices and hiring guidelines see attachment A.

4. Indicate how your diversity plan and related communication materials are
distributed to your employees and/or the public. Please provide any relevant links to
your web site or attach a copy of supporting documentation: We use an internal intranet
to communicate with all IFA employees.

267




Appendix E

FY 2010-11 Diversity Progress Plan and Report

List your agency’s hiring and promotion practices, outlining any changes to those
practices during the reporting period;

FY 2010 Progress
See exhibit A
FY 2011 Plans

No changes to exhibit A
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Outline all steps taken by the agency to increase diversity in the department:
FY 2010 Progress

To create a more diverse welcoming work environment and to bring in persons with disabilities
we have a relationship with a transitional employment service called the Passageways.
Passageways helps persons with various mental & health issues transition slowly into the
workforce. We have part-time positions that are filled with Passageway members. We used an
affirmative action email list to get persons with disabilities to apply for our open positions

FY 2011 Plan

We will continue to use the above methods in FY 2011,
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Outline the steps taken by the agency to train employees on diversity-related issues:

FY 2010 Progress

We make staff aware of diversity training that is available through PDS and other
opportunities encouraging attendance through email and/or IFA intranet postings.

FY 2011 Plan

We will continue the above in FY 2011.
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Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce compaosition;

FY 2010 Progress

To create a more diverse welcoming work environment and to bring in persons with
disabilities we have a relationship with a transitional employment service called the
Passageways. Passageways helps persons with various mental & health issues
transition slowly into the workforce. We have part-time positions that are filled with
Passageway members. We used an affirmative action emait list to get persons with
disabilities to apply for our open positions

FY 2011 Plan

We have two possible positions in our budget to hire in FY 2011 other then replacing
employees who may leave due to various reasons and we plan on using the same
above procedures that we used in FY 2010.
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Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in
Section 7.

FY 2010 Progress

We use monthly lunch and learns to spread greater understanding of our programs and
details of all staffs responsibilities. This gives employees a chance to meet other
employees that they don’t normally work with. This helps to create an understanding of
what other employees do and a sense of what it might be like to walk in their shoes.

We have quarterly meetings/potiucks to inform employees of the latest IFA news. This
helps employee’s feel welcomed and gives them time to share about themselves and
learn more about the people that they work with. Food and time is shared which helps
employees connect with each other and to value their diversity. This is also a time that
we celebrate weddings, births and other important events in employee’s lives.

FY 2011 Plan

We plan on continuing the quarterly meetings/potiucks and lunch/iearns. For FY 2011
however be would like some of the lunch and learns to be more geared toward diversity
topics by having outside speakers present or to watch DVDs on relevant diversity
topics.
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Attachment A
Topic

Summary

Attachment B
Topic

Summary

Attachment C

Topic

Summary
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Joe O’'Hern, Executive Director

Agency Head, Name and Title (please print)

W O S

ency Head Signature Date
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Exhibit A

Employment Practices and Hiring Policy
Employment Practices and Hiring Policy

The lowa Finance Authority’s (IFA) mission is to finance, administer, advance and
preserve affordable housing and to promote community and economic development for
Towans. Our staff is a committed group of individuals who are dedicated to this mission
and who are passionate about our work to make lowa a better place.

Ouwr workforee must possess and demonstrate the necessary expertise to deliver that service. The
recruitinent and selection of talented and motivated employees is a primary factor in making that
happen. We fully support the Equal Employment Opportunity and Affirmative Action Policy
(EEO/AA) of the State of lowa. The purpose of this document is to establish a department-wide
policy that addresses how we will implement our commitment to EEO/AA and Executive Order
Four to hire a diverse and competent workforce to serve the people of Towa.

Employment Practices and Hiring Policy Statement

It is the policy of the lowa Finance Authority to promote and ensure equal employment
opportunity for all persons regardless of race, color, gender, national origin, religion, age,
disability, or sexual orientation,

Equal employment opportunity principles will govern all aspects of the Iowa Finance Authority’s
personnel policies, program practices, and operations, All phases of employment, including
recruitment, hiring, evaluation, promotion, transfer; assignment, training, benefits, and separation
shall be conducted in compliance with equal employment opportunity laws, regulations, and in
the spirit of creating a welcoming and diverse workplace.
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Action Steps in the Hiring Process

Position Establishment — If a position needs to be refilled due to a resignation
the hr manager, department director and the executive director determine if it is
necessary to fill the position. If a new position is to be created due to the addition
of a new program or duty the same 3 person just mentioned meet and discuss
the necessity. If a new position is to be created it must be included in the budget
and strategic plan.

Contract Transfers and Recall — Our HR Manager ensures that we following
the steps in the hiring process for AFSCME whenever we fill a position that is
covered by AFSCME. These steps are outlined on CFN 552-0492 R07/03.

Development of Screening Plans, Devices, and Interview Methods — We use
a traditional interview method where every person interviewed is asked the same
questions. Each hiring supervisor is responsible to scores all the resumes and
interviews based on an unbiased rating system. The HR Manger does go
through all the resumes and gives the hiring supervisor the applicants that meet
the minimum qualifications.

4, Testing — We do not currently use any tests in our hiring process.

10.

Veteran’s Preference — Veteran’s preference points are applied in the hiring
process for during the resume scoring process We follow the section 4.35 of the
Managers and Supervisors Manual and the |IAC, Chapter 11-54.

Vacancy Announcements and Advertising — When it is decided to fill a
position we post in house by using a formal job notice document that is put on
our bulletin board in our lunch room and on our intra agency website for five
days. Once we have gone through all the steps in the hiring processes if the
position is covered by AFSCME then we decide to advertise if these processes
don’t give us the person we are looking for. We most often advertise on our
website and on career builders website,

Interviews — Each hiring supervisor puts together their own questions for the
interview process. They ask the same questions of each person and keeps
notes on the answers. Usually the hiring supervisor handles the interviewing
alone depending on the position. The executive director has the final say on who
is hired. Sometimes the HR Manager and other managers are aiso involved in
the process. Each interviewee is scored on how they answered the questions
and their qualifications based on the job duties.

Reference and Background Checks — We do not do background checks. The
HR Manger or hiring supervisor does the reference checks but only on the
persons who they want to hire not on all resumes received.

Applicant Notification — The HR Mangers usually sends e-mail or letters to
everyone who sends in a resume for a vacancy.

Pre-Job Offer Decision Review — The HR Manager, Executive Director and
hiring manager all come fo a final agreement on who to hire.
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Job Offers — Job offers are usually made by the hiring supervise over the phone
then followed up by a letter that has to be signed and returned.

New Hires —In the first 2 weeks of employment all new employees usually
receive a job description and performance plan. They also receive a benefit
orientation.

Probationary Period — Probationary employees are monitored closely in all
aspects of their job to ensure performance is on track. Communication is
handled timely so if there is a problem they may have time to adjust their
behavior.

Promotional Guidelines

The lowa Finance Authority is committed to having a diverse, qualified workforce
that has the necessary competencies to perform the job. The following factors will
be considered for potential promotional internal posting:

1. The hiring authority will determine where the requisite competencies and skill
sets can be acquired within the Department, within state government, or
externally. This will result in a strategy for hiring internally, within state
governiment, or external to state government. Known, potential candidates,
skill sets, persons holding related job titles, and similar factors will be
considered in this assessment.

2. Whenever possible, the Department balances external hires with internal hires
so that the workforce is comprised of a mix of new and experienced
employees, and who represent a diverse blend of work experience and
backgrounds.

3. When vacancies occur in underutilized job classes, before the posting is limited
to internai candidates only, strong consideration must be given to whether
there is an adequate potential internal candidate pool. Otherwise, external
candidates will not only be considered but encouraged to apply through robust
recruitment efforts.

Background and Reference Checks

Background checks will be conducted according to the IAC Chapter 11-54.

At teast two checks of professional references are conducted on all external final
candidates. When possible, these are candidates’ current and previous employers
within the past five years. Reference checks from current and prior supervisors will
aiso be conducted on internal candidates who do not currently work for the hiring
authority. Reference checks are considered a selection device, because they
provide information leading to a potential employment decision; therefore, they
must be job-related and involve critical competencies.

Since the State is considered one employer, when contacted by other state hiring
authorities, department hiring authorities will provide timely, accurate, and
comprehensive information about employees they have supervised or currently
supervise,
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Complaint Handling

The Department’s policy concerning handling inquires or complaints about the
hiring process will follow Section E of the State of lowa Equal Opportunity,
Affirmative Action, and Anti-Discrimination policy. The internal process is as
follows:;

1. All complaints from applicants for specific job openings will be forwarded to the
hiring authority for response and then to the Executive Director, HR Manager
and the Department’s Personnel Officer for review if necessary.

2. All complaints from applicants for specific job openings will be answered within
two working days of receipt. Where additionai time may be necessary to
adequately investigate the charges, the complainant will be notified within two
days of receipt of the initial complaint that additional time to respond is
necessary and will be provided an approximate response date.

3. All copies of complaints and subsequent responses will be filed and retained by
the Department.

4. On an annual basis, the Community Development Director will review the file
and report any trends or necessary follow-up to the Executive Director.

5. All complaints about the hiring process that do not concern specific job
openings will be referred to previously identified management staff and the
Department’s Personnel Officer for review. The same time provisions outlined
in #2 above prevail. Such complaints and the subsequent responses will be
retained in a separate file from those concerning specific job openings but will
also be reviewed annuaily per #4 above.

6. The Department will fully cooperate with the Department of Administrative
Services — Human Resources Enterprise (DAS-HRE) staff in investigating and
resolving complaints concerning the Department’s hiring process received by
DAS-HRE.

Records Retention and Confidentiality

All'records relating to the hiring process will be maintained for three yearsin a
secure location. (See Chapter 21 of the State of lowa Applicant Screening
Manual.}

Itis expected that each person who is involved with the Department's hiring
process respects the privacy of each applicant for each posted vacancy. This
includes, but is not limited to, the following:

1. Do not divulge the names or other personal information about the applicants on
the hire list to anyone not directly associated with the hiring process.

2. Do not discuss application information, selection process results, or information
obtained during the interview with anyone not directly associated with the hiring
process.

3. Retain application/applicant information, so that it is not readily visible o others
not directly associated with the hiring process.
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Roles and Responsibilities

Executive Director and direct reports
The Executive Director and direct reports will:

Receive diversity training and technical hiring process training.

2. Assure that the Position Description Questionnaire and individual performance
plans of all individuals involved in the hiring process include duties and
expectations of performance consistent with their level of involvement in the
process.

3. Assure that all staff involved in the hiring process receive training consistent with
their hiring duties and have reviewed the appropriate hiring-related resources.

4. Review all proposals to fill vacancies to assure that the organizational needs of
the Department are met in terms of job design, reporting relationship, and
funding authority.

5. Request and review all hiring justifications in the Division to assure that protected
class applicants receive consideration for interview and hire. The Executive
Director and Selecting Authority (hiring supervisor) will sign off on all final hiring
decisions, whenever protected class applicants are not hired in underutilized job
vacancies.

8. Maintain an organizational chart and list that identifies each individual in the
division who is authorized to participate in the hiring process in each of the
following areas:

* Develops, modifies, and approves Position Description Questionnaires.
¢ Implements the Department's Recruitment Plan.

+ Develops and approves screening and selection devices, including methods
to screen hiring lists to select for interview and interview questions.

» Ulilizes appropriate screening devices and participates in the interview
process,

» Devetops final hiring recommendations, including recommended offers of
employment.
Supervisor (Hiring Authority)
Each Supervisor will:

1. Assure that all required action steps in the Department’s hiring process listed
above are followed properly.

2. Receive diversity training and technical hiring process training.
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Assure that the Position Description Questionnaire correctly reflects the duties
and responsibilities assigned to the vacant position.

Review the history of the applicant pool and turnover rate of the job class to
determine what level of recruiting is needed in the current situation. Undertake
recruitment actions as defined in the Department’s Recruitment and Retention
Plan.

Develop and/or review screening devices and scoring methods to be used to
narrow the hiring list, based on the guidance provided in the Department of
Administrative Services — Human Resources Enterprise (DAS-HRE) Applicant
Screening Manual and other resources. Seeks additional DAS-HRE guidance as
needed.

Develop and/or review interview questions and scoring methods to be used to
conduct interviews.

Conduct interviews by establishing an interview panel that has been
appropriately trained.

Conduct or oversee reference and background checks as described in this
policy.

Develop recommendations regarding the selection of finalists and job offers.
Negotiate provisions of job offer with finalists as directed.

Retain all information, documents and forms listed in the Records Retention
Policy below or provide this information to an identified agency person properly
trained for records retention.

Participate in the orientation process, including formulation of development and
individual performance plans and probationary performance evaluations.

Determine whether the employee will become permanent. (See Chapter 22 of
the State of lowa Applicant Screening Manual).

Human Resource Manager

Human Resource Manager will:

1.

Provide assistance to the Supervisor consisting of facilitating and supporting the
hiring process through preparation of communications, lists, forms, data entry
into the applicant tracking system, record retention, and finalizing the appropriate
forms to bring the new employee on board.

Receive diversity and/or technical hiring process training as directed by this
policy.

Assure that all required action steps in the Department’s hiring process listed
above are followed properly.

Review the history of the applicant pool and turnover rate of the job class to
determine what level of recruiting is needed in the current situation. Undertake
recruitment actions as defined in the Department’s Recruitment and Retention
Plan.
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Develop and/or review screening devices and scoring methods to be used to
narrow the hiring list, based on the guidance provided in the Department of
Administrative Services — Human Resources Enterprise (DAS-HRE) Applicant
Screening Manual and other resources. Seeks additional DAS-HRE guidance as
needed.

Develop and/or review interview questions and scoring methods to be used to
conduct inferviews.

Conduct interviews by establishing an interview panel that has been
appropriately trained.

Conduct or oversee reference and background checks as described in this
policy.

Develop recommendations regarding the selection of finalists and job offers.

Retain all information, documents and forms listed in the Records Retention
Policy below or provide this information to an identified agency person properly
trained for records retention.

Participate in the benefit orientation process.
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STATE OF IOWA

DIVERSITY PLAN AND REPORT
Affirmative Action/Equal Employment
FY 2010 Progress

FY 2011 Plan

==

Please provide an update of your department’s annual Diversity/Affirmative Action pian
and report and submit to DAS by July 31%%. Wiritten plans should contain action items
(goals) and time specifications.

DAS will submit a report by September 30" on the condition of affirmative action,
diversity, and multicultural programs in state agencies. The information you submit will
be included in this report.

Submitting Agency: I LE@

Division (if applicable):

o ’ L1
Person Submitting Report: [=. ﬂ- ' QQ,L\N_\ U"Jm}f&’ (\

Please Print Name:

Please Sign Name: % Q !
Phone: %[Q»«Q\\Q_“%Q&lq

RECEIVED

SEP 27 2010

- \ADEPT, OF
ADMINISTRATIVE SERVICES
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Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

Please insert any additional statements of policy or commitment to achieving and
maintaining a diverse workforce in your agency:

Administrative Plan

1. How your policy will be implemented. Plan remains the same with cross fraining,
lessons utilizing activities from Making a Difference with Diversity, and annual staff
retreat. .

2. Name, job title, and contact information for the responsible EEO AA official:

Penny Westfall, Director
525-242-5357
Penny.westfall@iowa.gov

3. Describe your agency’s system for auditing and reporting diversity issues: ILEA
provides DAS reporting protocois.

4. Indicate how your diversity plan and related communication materials are
distributed to your employees and/or the public. Please provide any relevant
links to your web site or attach a copy of supporting documentation:

Diversity plan is provided at staff meetings at least once a year.
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List your agency's hiring and promotion practices, outlining any changes to those
practices during the reporting period;

FY 2010 Progress Use Brass Ring and DAS services. One female instructor hired
during FY 2010.

FY 2011 Plans Hiring early retirement replacements. Will strive to find quality minority
candidates.
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Outline all steps taken by the agency to increase diversity in the department;

FY 2010 Progress — Working with DAS and Brass Ring

FY 2011 Plan — Working with DAS and Brass Ring

285




Appendix E

FY 2010-11 Diversity Progress Plan and Report

Outline the steps taken by the agency to train employees on diversity-related issues;

FY 2010 Progress - Making a Difference with Diversity was presented at the annual
staff retreat.

FY 2011 Plan - Diversity as it relates to Emotional Intelligence and Ego were presented
at annual staff retreat.
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QOutline how the agency intends 1o increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce composition;

FY 2010 Progress — Used DAS and Brass Ring. A female instructor was hired.

FY 2011 Plan — Used DAS and Brass Ring. Still in hiring process. No minority
candidates have applied at this time.
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Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in

Section 7.

FY 2010 Progress — Continue to provide Cultural diversity training to basic academy
training officers. :

FY 2011 Plan — Continue to provide Cultural Diversity training to basic academy training
officers.
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Summary

Attachment B
Topic

Summary

Attachment C
Topic

Summary
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E.A. “Penny” Westfall, Director

Agency Head, Name and Title (please print)

?@ “*E DALy i U;

Agency Head Signature

G/ 4 september 23, 2010

Date
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STATE OF IOWA

v DIVERSITY PLAN AND REPORT
Affirmative Action/Egual Employment
FY 2010 Progress
FY 2011 Plan

._HmzN@/imOMO'i‘;QE%

Please provide an update of your department’s annual Diversity/Affirmative Action plan
and report and submit fo DAS by July 31%, Written plans should contain action items
(goals) and time specifications. :

DAS will submit a report by September 30" on the condition of affirmative action,
diversity, and multicuitural programs in state agencies. The information you submit will
be included in this report.

Submitting Agency: lowa Lottery Authority
Division (if applicable}:

Person Submitting Report: Molly Juffernbruch

Please Print Name: Molly Juffernbruch
Please Sign Name: Wv«% %&,W% s
Phone: 515-725-7851

1
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Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

Please insert any additional statements of policy or commitment to achieving and
maintaining a diverse workforce in your agency:

By diversifying our workforce and broadening the dissemination of job postings to a
larger section of the population, we hope to attract qualified, talented individuals with
unique ideas that can assist us in responding to the changing needs of our retailers,
players, and other stakeholders.

Administrative Plan

1. How your policy will be implemented:

With a substantial loss of our workforce due to the State’s early retirement plan, we
are able to hire new employees. We are limited by DAS in the pre-screening of
candidates, which reduces our ability to meet diversity and affirmative action goals.
The hiring for most positions is a blind hiring. In hiring our three latest key
employees, we have hired women, which has helped to diversify our management
staff.

2. Name, job title, and contact information for the responsible EEO AA official:

Moliy Juffernbruch

Vice President, General Counsel for the lowa Lottery
2323 Grand Avenue

Des Moines, IA 50312

mijuffernbruch@ialottery.com

(515) 725-7851

3. Describe your agency’s system for auditing and reporting diversity issues:

We annually review and assess the diversity of our workplace. If other issues
involving diversity are reported we investigate them and attempt to resolve them.
The Lottery also conducts exit interviews upon the departure of employees, in part,

2
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to assess any issues employees might have with diversity issues. In FY 2010, our
annual meeting contains a component to address employee satisfaction and
suggestions for improvement in all areas.

. Indicate how your diversity plan and related communication materials are distributed
to your employees and/or the public. Please provide any relevant links to your web
site or aftach a copy of supporting documentation:

New employees attend diversity training through DAS. We are also planning to have
diversity training at the next annual meeting.
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List your agency’s hiring and promotion practices, outlining any changes to those
practices during the reporting period;

FY 2010 Progress

In hiring new employees, the Lottery follows DAS guidelines, advertises select
positions, and posts positions on our website and EDRN website. We then conduct
interviews of qualified applicants and follow a strict scoring framework so as to treat
each applicant fairly and equally.

Promotions are handled in a similar manner.
FY 2011 Plans

Same as abov_e.
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Outline all steps taken by the agency to increase diversity in the department;

FY 2010 Progress

Consider diversity whenever possible and legal in the hiring and recruiting
process. We hired three female key employees, including two on the management
team. Our CFO was an internal promotion of a female and our VP of security is a
Hispanic male. Our management team is currently comprised of five men {(one of
Hispanic origin) and four women.

FY 2011 Plan

Continue filling any open positions with diverse qualified applicants to the best of
our abilities.
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Outline the steps taken by the agency to train employees on diversity-related issues;

FY 2010 Progress

Send new employees to diversity training through DAS.

FY 2011 Plan

Add an in-house training on diversity at the annual meeting.
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Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce composition;

FY 2010 Progress

Continue to use the screening and scoring procedure required by DAS. Post on
Employer’s Disability Resource Network and Lottery website.

FY 2011 Plan

Same.
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Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in

Section 7.

FY 2010 Progress

We have evaluated the best practices of other agencies.

FY 2011 Plan

Continue to hire qualified diverse people when possible to enhance our
workplace environment.
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e

Attachment A
Topic | )

Summary

Attachment B
Topic

Summary

Attachment C

Topic

Summary
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Terry Rich, CEQ, Iowa Lottery

Agency Head, Name and Title (please print)

—sT ¢/

Agency Head Signature Date

10
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HIRING/PROMOTION STATE OF |OWA
action | PeeUAEweowg  DIVERSITY PLAN AND REPORT
DIVERSITY Affirmative Action/Equal Employment
FY 2010 Progress
FY 2011 Plan

Submitting Agency: lowa Public Employees’
Retirement System (IPERS)

Person Submitting Report: Darla Iverson

Phone: 515-281-0056
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Section 1 Policy Statement and Administrative Plan

Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

Diversity in our workforce has always been a strength of IPERS and we must continue
to proactively manage it to ensure continued diversity.

IPERS has a long-term strategic objective to match people, skills, and positions with
changing priorities and needs. Diversity will be a key component in meeting this
objective as we continue to see the aging of the baby boomer generation and a more
diverse labor force.

Administrative Plan

1. How your policy will be implemented:

IPERS management strives to create an intentional organizational culture that
positively reflects the above policy. This is accomplished through communication
sharing at the management, supervisory, and staff levels. Also, IPERS has
committed to ensure that all current and any newly hired staff are trained and
sensitized concerning diversity. IPERS is careful to accurately reflect the range of
diversity of our membership when designing communication materials.

2. Name, job title, and contact information for the responsible EEO AA official:

Darla Iverson, Chief Financial Officer
515-281-0056

darla.iverson@ipers.orqg

3. Describe your agency’s system for auditing and reporting diversity issues:
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All supervisors are expected to monitor and address any staff activities that may
violate the letter and/or the intent of the diversity policy.

4. Indicate how your diversity plan and related communication materials are distributed
to your employees and/or the public. Please provide any relevant links to your web site
or attach a copy of supporting documentation:

IPERS requires diversity training for all current and newly hired staff. IPERS conducts
all-staff meetings at which many topics, including diversity, are discussed.
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Section 2 Hiring and Promotion

List your agency'’s hiring and promotion practices, outlining any changes to those
practices during the reporting period,;

FY 2010 Progress

IPERS did not materially change the hiring and promotion practices as previously
submitted to DAS.

FY 2011 Plans

IPERS intends to thoroughly analyze and update the hiring and promotions practices
documentation during FY 11.
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Section 3 Actions Taken to Increase Diversity

Outline all steps taken by the agency to increase diversity in the department;

FY 2010 Progress

Supervisors were expected to monitor activities to ensure compliance with the diversity
policy and there were no negative incidents reported. Member and employer
communication materials that needed to be revised in FY10 were examined to ensure
they reflected diversity.

FY 2011 Plan

IPERS, along with all other state agencies, is underutilized in our work force for persons
with disabilities. Better data collection and information management should create a
clearer picture of the issue. We look forward to DAS performing another survey of staff
to identify current employees who may classify themselves as persons with a disability.
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Section 4 Diversity Related Training

Outline the steps taken by the agency to train employees on diversity-related issues;

FY 2010 Progress

The vast majority of employees attended diversity training in FYQ9.

FY 2011 Plan

IPERS will ensure that new employees who have not recently attended diversity training
receive training.
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Section 5 Hiring Opportunities

Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce composition;

FY 2010 Progress

During FY 10 IPERS filled four positions (three new hires and one internal promotion).
We were not underutilized in FY10. Also during FY 10, IPERS had a high employee
retention rate and only lost two employees due to retirement.

FY 2011 Plan

IPERS has been holding several positions vacant for quite some time as we implement
a new benefits administration system. The underlying business processes have been
examined and new technology is being implemented. Both of these factors will lead to
changes in how work is performed at IPERS. The new benefits administration system
will be implemented during FY11 and it will become clear what type of staff need to be
hired to perform the work and support IPERS. Current plans are to fill approximately ten
positions in FY11. IPERS will utilize DAS recruitment to increase the diversity of the
pool of applicants.
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Section 6 Other Efforts to Increase Diversity

Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in
Section 7.

FY 2010 Progress

IPERS is not underutilized in any category other than persons with a disability. IPERS
must proactively manage the work force to ensure such levels are maintained. IPERS
must ensure that the internal labor force represents the diversity of the overall IPERS’
membership.

FY 2011 Plan

IPERS will continue to monitor diversity levels using the reports provided by DAS. We
also encourage DAS to perform another staff survey to collect better and more current
data on staff that may classify themselves as persons with a disability. We will also
encourage diversity through proactively managing the organizational culture,
encouraging communication and supporting activities that result in positive staff
interactions.
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Attachment A
Topic

Summary

Attachment B
Topic

Summary
Attachment C

Topic

Summary
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Section 8 Signature Page

Donna M. Mueller, CEO

Agency Head, Name and Title (please print)

Wm’ 9-15-10

Agency Head Signature Date

10
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STATE OF IOWA

DIVERSITY PLAN AND REPORT
Affirmative Action/Equal Employment
FY 2010 Progress

FY 2011 Plan

=

Please provide an update of your department’s annual Diversity/Affirmative Action plan
and report and submit to DAS by July 31, Written plans should contain action items
(goals) and time specifications.

DAS will submit a report by September 30™ on the condition of affirmative action,
diversity, and multicultural programs in state agencies. The information you submit will

be included in this report.

Submitting Agency: lowa Public Television
Division (if applicable):
Person Submitting Report: Molly M. Phillips

Please Print Name: Molly M. Phillips RECEEVED
’ NOV
Please Sign Name:\W&% WM// 8 2010

IA DEPT. OF
ADMINISTRATIVE SERVICES

Phone: (515)242-3120
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Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
otigin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

Please insert any additional statements of policy or commitment to achieving and
maintaining a diverse workforce in your agency:

Administrative Plan

1. How your policy will be implemented:
A copy of the policy has been given to each employee. Also, copies of the

policy are posted on bulletin boards.

2. Name, job title, and contact information for the responsible EEO AA official:
Molly M. Phillips
Director of Communications and Community Engagement
lowa Public Television
PO Box 6450
Johnston, IA 50131
(515)242-3120
molly@ipty.org

3. Describe your agency's system for auditing and reporting diversity issues:
All hires are approved by the Executive Director before there is an offer given.

The FCC has very specific reporting details that we must complete for every

position.

4. Indicate how your diversity plan and related communication materials are distributed
to your employees and/or the public. Please provide any relevant links to your web
site or attach a copy of supporting documentation:

Our Board has o copy of the policy in their Board Book. All employees have a

copy of the policy. EEO/AAE notice is on our job postings and on our website,
http://www.iptv.org/about_company_employment.cfm.
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List your agency’s hiring and promotion practices, outlining any changes to those
practices during the reporting period;

FY 2010 Progress
No hires,

FY 2011 Plans
No changes in our hiring practices.
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Outline all steps taken by the agency to increase diversity in the department;

FY 2010 Progress
We send all non-merit position openings to over 100 specific targets, such as

minority groups, colleges, college instructors, etc. The FCC requires us to have
very specific recruiting plans so there is a large applicant pool for each job

opening.

FY 2011 Plan
Same as 2010.
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Outline the steps taken by the agency to train employees on diversity-related issues;

FY 2010 Progress
In 2009, all employees participated in the state’s diversity training.

FY 2011 Plan
When there is a position we are hiring for, | talk with the hiring supervisor about

diversity issues. We also talk about specific diversity sources that our job opening
announcement can be sent to.
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Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce composition;

FY 2010 Progress
We had no hirings.

FY 2011 Plan
We are hopeful to make hires for a couple positions. Our team of Directors has

discussed the important need for diversity in our workforce. We will recruit
extensively with minority organizations for our non-merit positions.
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Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in

Section 7.

FY 2010 Progress
None

FY 2011 Plan
None
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Daniel K. Miller | Executive Director and General Manager

Agency Head, Name and Title (please print)

Drmur Mo 11/ /¢
I/
Agency Head Signature Date
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STATE OF IOWA

DIVERSITY PLAN AND REPORT
Affirmative Action/Equal Employment
FY 2010 Progress

FY 2011 Plan

e

Please provide an update of your department’s annual Diversity/Affirmative Action plan
and report and submit to DAS by July 315, Written plans should contain action items
(goals) and time specifications.

DAS will submit a report by September 30™ on the condition of affirmative action,
diversity, and multicultural programs in state agencies. The information you submit will
be included in this report.

Submitting Agency: Department of Management
Division (if applicable):

Person Submitting Report: Richard Oshlo

Please Print Name: Richard Oshlo

Please Sign Name:WﬂﬂzQ/ @Wb‘

Phone: (515)281-5201
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Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

Please insert any additional statements of policy or commitment to achieving and
maintaining a diverse workforce in your agency:

Administrative Plan

1. How your policy will be implemented:
The Department of Management is an equal opportunity, affirmative action
employer. |t is the intent of the DOM to hire persons and promote employees based
on their qualifications for the position, and potential for further growth within the
agency and the State. DOM also encourages and targets the employment and
promotion of persons in Protect Classes; i.e., female, minority and persons with
disabilities, where the job class is underutilized, as determined by the lowa
Department of Administrative Services — Human Resources Enterprise (HRE).

2. Name, job title, and contact information for the responsible EEO AA official:
Linda Leto, Performance Based Results Administrator
(515)281-3853

3. Describe your agency’s system for auditing and reporting diversity issues:
The DOM adheres to the state's Equal Opportunity Affirmative Action and Anti-
Discrimination Policy. In this policy, the complaint procedure is outfined as: Any
person who feels that he or she has been denied an employment opportunity
because of race, creed, color, religion, sex, national origin, age, or physical or
mental disability has the right and is encouraged, to file a complaint with the
person’s department, pursuant to the department’s grievance procedure. A person
may also file a complaint with the lowa Civil Rights Commission or the appropriate
federal enforcement agency. There shall be no discrimination or retaliation against
an individual who files a complaint alleging discriminatory harassment, or who aids

2
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another individual in filing a complaint alleging discriminatory harassment. An
employee who has reason to believe that he or she has been retaliated against
because of participation in an investigation of discriminatory harassment may also
file a charge with the DAS-HRE, the lowa Civil Rights Commission, or the U.S.
Equal Employment Opportunity Commission, whichever is appropriate. Any person
who believes that she or he has been the victim of discrimination under this section,
or who has a concern about potential violations of this section, is directed to bring
the matter to the attention of his or her immediate supervisor, appointing authority, or
their designees, in accordance with the department’s established grievance
procedure. If the concern or complaint involves the employee’s immediate
supervisor, the employee is encouraged to file the concern or complaint with the
next highest supervisor, or, in the alternative, to the Chief Operating Officer of DAS-
HRE. Department directors and agency heads are responsible for the enforcement
of this section. The Chief Operating Officer for the DAS-HRE shall assist
depariments and agencies with this responsibility. When applicable, state officials
and employees shall cooperate fully with all appropriate individuals in the
investigation of violations of this policy in order to create and maintain a workplace
free from discrimination or discriminatory harassment. The appointing authority shall
promptly investigate all complaints. Each agency shall take final agency action in
response to a complaint. The DAS-HRE shalt have the authority to conduct an
investigation of practices prohibited under this policy when the Chief Operating
Officer has determined that the investigation is necessary and consistent with the
intent of this policy. If the complaint involves allegations of systematic
discrimination, the DAS-HRE may investigate the complaint, or supervise the
investigation conducted by the agency implicated. Corrective action shall be taken
immediately to remedy violations of this policy, whenever warranted, up to and
including the discharge of parties whose conduct violates this policy. A manager or
supervisor who fails to properly act upon compiaints or who has personal knowledge
of a violation of this policy and fails to take appropriate action, shall be subject to
disciplinary action up to and including discharge. A copy of any complaint received,
and its resolution shall be forwarded to the Chief Operating Officer of DAS-HRE.

4. Indicate how your diversity plan and related communication materials are
distributed to your employees and/or the public. Please provide any relevant
links to your web site or attach a copy of supporting documentation:

A copy of the Diversity Report will be distributed to employees via e-mail once
completed and approved. It also will be posted on the DOM website at
hitp://www.dom state.ia.us/
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List your agency’s hiring and promotion practices, outlining any changes to those
practices during the reporting period,

FY 2010 Progress

It is the policy of the DOM to provide equal freatment in employment and provision of
services to applicants, employees, and customers without regard to race, color, national
origin, sex, sexual orientation, gender identity, religion, age, disability or veteran status.

The DOM is an equal opportunity, affirmative action employer. It is the intent of the
DOM to hire persons and promote employees based on their qualifications for the
position, and potential for further growth within the agency and the State. The DOM
also encourages and targets the employment and promotion of persons in Protected
Classes; i.e., female, minority and persons with disabilities, where the job class is
underutilized, as determined by the lowa Department of Administrative Services —
Human Resource Enterprise (HRE).

The DOM and Governor’s Office has recently modified the hiring process. Supervisors
must now compiete a hiring justification for DOM. This form is required on all positions
that are funded with any portion of the general fund. This includes full time, part time,
and temporary staff. The completed form will be sent to DAS for approval. Once DAS
has approved the vacancy, it will be sent to DOM for final approval. DOM will review
requests for exceptions once a week.

The DOM applies these rules and regulations to their own depariment as well.

FY 2011 Plans

The DOM will continue to follow the implemented hiring process and strive to improve
the consistency of hires throughout the Department.
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Qutline all steps taken by the agency fo increase diversity in the department;

FY 2010 Progress
The DOM has had a stable and dependable workforce for many years. Executive Order
4 signed in October of 2007 declared Governor Culver and Lt. Governor Judge's
commitment to achieve and maintain a diverse workforce in state government.
Recruiting activities have been initiated including:

e Recruiting by posting on CareerBuilder.com;

e Recruiting by posting on Monster.com;

» Recruiting by posting on DAS BrassRing.

FY 2011 Plan

The DOM recognizes the benefits of a more diverse workforce. In FY 2010, the DOM's
workforce is comprised of 54% female, 46% male and 9% minority employees.
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Outline the steps taken by the agency to train employees on diversity-related issues,

FY 2010 Progress

In 2007, Governor Culver issued Executive Order 4, which created a state Diversity
Council to review policies, procedures, and practices related to diversity in state
government and develop recommendations for improvements. One of the outcomes of
the Diversity Council was a training initiative for all state employees called “Unleashing
the Power of Diversity.” Every DOM employee has attended this training available
through DAS-HRE Performance and Development Solutions.

EY 2011 Plan

The DOM will continue 1o focus on ensuring that new employees and supervisors
adhere to the education guidelines of Executive Order 4 and those implemented by the
Department of Management.
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Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce composition,;

FY 2010 Progress
See Section 3

FY 2011 Plan
See Section 3
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Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in
Section 7.

FY 2010 Progress
See Section 3

FY 2011 Plan
See Section 3
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Richard Oshlo, Director

Agency Head, Name and Title (please print)

Wm@ Q&M {7/ ja-27~10

Agency Head Signature Date
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Qi

STATE OF IOWA
DIVERSITY PLAN AND REPORT
flirmative Aclion/Egual Employment
FY 2010 Progress |

FY 2011 Plan

Please provide an update of your department’s annual Diversity/Affirmative Action plan
and report and submit to DAS by July 31%%. Written plans should contain action items
(goals) and time specifications.

DAS will submit a report by September 30™ on the condition of affirmative action,
diversity, and multicultural programs in state agencies. The information you submit will
be included in this report.

Submitting Agency: Depértment of Natural Resources

Division (if applicable):

Person Submitting Report: Richard A. Leopold

Please Print Name: Richard A. Lec

Phone: 515-281-5385

Please Sign Nam

RECEIVED
AUG 1 8 2919

IADEPT. 0
ADMINISTRATIVE S!;:"HWCES
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Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

Please insert any additional statements of policy or commitment to achieving and
maintaining a diverse workforce in your agency:

Administrative Plan

1. How your policy will be implemented:
The implementation of our policy is a continuation of past practices that support the
diversity efforts of the Department of Natural Resources. The DNR is an equal
opportunity, affirmative action employer. It is the intent of the DNR to hire persons
and promote employees based on their qualifications for the position, and potential
for further growth within the agency and the State. The DNR aiso encourages and
targets the employment and promotion of persons in Protected Classes; i.e., female,
minority and persons with disabilities, where the job class is underutilized, as
determined by the lowa Department of Administrative Services — Human Resources

Enterprise (HRE).

2. Name, job title, and contact information for the responsible EEO AA official:
Jane Mild, EPS
242-6004

3. Describe your agency’s system for auditing and reporting diversity issues:
The DNR adheres to the state’s Equal Opportunity Affirmative Action and Anti-
Discrimination Policy. In this policy, the complaint procedure is outlined as follows:
Any person who feels that he or she has been denied an employment opportunity
because of race, creed, color, religion, sex, national origin, age, or physical or
mental disability has the right and is encouraged, to file a complaint with the
person’s department, pursuant to the department’s grievance procedure. A person
may also file a complaint with the lowa Civil Rights Commission or the appropriate
federal enforcement agency. There shall be no discrimination or retaliation against
an individual who files a complaint alleging discriminatory harassment, or who aids
another individual in filing a complaint alleging discriminatory harassment. An
employee who has reason to believe that he or she has been retaliated against
because of participation in an investigation of discriminatory harassment may also
file a charge with the DAS-HRE, the lowa Civil Rights Commission, or the U.S.
Equal Employment Opportunity Commission, whichever is appropriate. Any person
who believes that she or he has been the victim of discrimination under this section,

331




Appendix E

FY 2010-11 Diversity Progress Plan and Report

or who has a concern about potential violations of this section, is directed to bring
the matter to the attention of his or her immediate supervisor, appointing authority, or
their designees, in accordance with the department’s established grievance
procedure. If the concern or complaint involves the employee’s immediate
supervisor, the employee is encouraged to file the concern or complaint with the
next highest supervisor, or, in the alternative, to the Chief Operating Officer of DAS-
HRE. Department directors and agency heads are responsible for the enforcement
of this section. The Chief Operating Officer for the DAS - HRE shall assist
departments and agencies with this responsibility. When applicable, state officials
and employees shall cooperate fully with all appropriate individuals in the
investigation of violations of this policy in order to create and maintain a workplace
free from discrimination or discriminatory harassment. The appointing authority shall
prompily investigate all complaints. Each agency shall take final agency action in
response to a complaint. The DAS-HRE shall have the authority to conduct an
investigation of practices prohibited under this policy when the Chief Operating
Officer has determined that the investigation is necessary and consistent with the
intent of this policy. If the complaint involves allegations of systematic

~ discrimination, the DAS-HRE may investigate the complaint, or supervise the
investigation conducted by the agency implicated. Corrective action shall be taken
immediately to remedy violations of this policy, whenever warranted, up to and
including the discharge of parties whose conduct violates this policy. A manager or
supervisor who fails to properly act upon complaints or who has personal knowledge
of a violation of this policy and fails to take appropriate action, shall be subject to
disciplinary action up to and including discharge. A copy of any complaint received,
and its resolution shall be forwarded to the Chief Operating Officer of DAS-HRE
within ten working days after receipt of the complaint. Interim reports will be
provided to the Chief Operating Officer of the DAS-HRE, as requested. A person,
other than a state employee, who is the victim of discrimination prohibited under this
policy, shall report the incident immediately to the depariment director of the agency
affected, or the Chief Operating Officer of the DAS-HRE.

. Indicate how your diversity plan and related communication materials are distributed
to your employees and/or the public. Please provide any relevant links to your web
site or attach a copy of supporting documentation:

Diversity information is distributed through several facets. In an effort to celebrate
the DNR's diversity and learn more about different ethnicities and traditions of staff,
the Diversity Action Team has developed a display {on the second floor of the
Wallace Building) for each month of the year.

The DNR website, www.iowadnr.com, contains information regarding vacancies,
employment opportunities, testimonials of current employees. On the bottom of
each page, the saying “Share our similarities, celebrate our differences” is a
hyperlink that brings individuals directly to the employment page:
http:.//www.iowadnr.gov/employment/index. html
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The DNR also provides diversity information and resources to its employees through
the DNR Intranet. Policies and guidelines are provided in the DNR Employee
Handbook and Underutillization information is made avaiiable on the DNR Intranet
home page under hot topics. Furthermore, the Intranet has information regarding
the Diversity Action Team. htips:/fintranet.jowadnr.qov/

E-mail is also utilized to spread the message regarding diversity, including a yearly
e-mail from the Director to DNR Everyone.

From: Leopold, Richard {DNR]

Sent: Tuesday, December 29, 2009 8:28 AM
To: DNR Everyone

Subject: Embracing Diversity

DNR continues to be a leader in Diversity achievements within state government. While we have
long been recognized for having a well-educated, passionate staff dedicated to sustaining and
improving Iowa’s natural resources, we are now being further recognized for our leadership in
diversity efforts as the reciplent of the 2009 Iowa Vocational Rehabilitation Services (Voc Rehab)
Employer of the Year for Polk County! We work on a daily basis to enhance our environment,
understanding that diversity in our surroundings is a sign of strength and sustainability. The same
can be said for the need to ensure diversity within DNR’s workforce. A wide variety of experiences,
education and backgrounds ensures that our Department will continue to be an effective and efficient
organization that is able to serve customers well and meet the challenges ahead.

When people talk about diversity, they are typically referring to gender or ethnicity. Less frequently
are persons with disabilities considered. Toward that end, the DNR began building a partnership with
Voc Rehab this past year. This collaboration with another government agency is a first for Voc
Rehab, and is unique nationwide. The program, called customized training, provides people the
opportunity to learn new skills while helping the Department with some short-term, temporary
assistance. Typically the placements last between three and six months. During this time the
program participants may receive a stipend, paid for by Voc Rehab.

Within the first six months of the program 9 of 11 candidates interviewed were placed. The training
opportunities were varied, including accounting, IT, records management and administrative
support. Throughout the process Voc Rehab provided support to staff members and worked to
ensure the success of each client; and when there have been difficulties, the counselors have been
there to manage the situation.

In April, regional Voc Rehab staff were given information about this program and DNR’s need for help
in state parks, resulting in a very successful placement at Lake Manawa. Additionally, Voc Rehab
contacted the DNR with a client that had a desire and the education to work in a technical position.
This client is now doing customized training in ESD Field Office 5. To date, that placement has also
been very successful.

The DNR would like to continue expanding this program, both geographically and programmatically.
Voc Rehab has the ability to support this program statewide. I'd like to invite those of you who
haven't been involved with this program to consider participating. If your section or bureau has a
need that might be met by this program, talk with your supervisor and encourage him or her to
contact Jane Mild, She can help determine if this program would be a good match for your needs.

The work that DNR has done to date has positive outcomes for all involved. Voc Rehab has learned a
number of things about their clients that the counselors would not have known without a placement
in DNR. The clients have gained valuable work experience and job skills; of those original nine

4
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people, two are now working fulitime as VISTA members and 2 have heen hired as temporary
employees. DNR has received assistance that has allowed us to complete projects and create
efficiencies that would not have been achieved without the additional assistance.

I continue to be proud of the work this agency has done to reach out to females, minorities and
persons with disabilities, but there is more to do. Many of you are engaged in community outreach
activities, recruiting and youth education activities. All of these things will help the DNR become a
stronger, more diverse organization. Thank you for your commitment to the Department and to
Towa's natural resources,

Richard A. Leopold

Director
Pepartment of Natural Resources
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List your agency’s hiring and promotion practices, outlining any changes to those
practices during the reporting period;

FY 2010 Progress

Detailed information regarding the agency’s hiring practices can be found in attachment
A. The Department has a documented, consistent process for recruiting, screening,
interviewing and hiring. It is the policy of the DNR to provide equal treatment in
employment and provision of services to applicants, employees and customers without
regard to race, color, national origin, sex, sexual orientation, gender identity, religion,
age, disability or veteran status.

The DNR is an equal opportunity, affirmative action employer. It is the intent of the

DNR to hire persons and promote employees based on their qualifications for the
position, and potential for further growth within the agency and the State. The DNR also
encourages and targets the employment and promotion of persons in Protected
Classes; i.e., female, minority and persons with disabilities, where the job class is
underutilized, as determined by the lowa Department of Administrative Services —
Human Resources Enterprise (HRE).

The hiring process has been modified with the recent changes addressed by the
Department of Management (DOM) and the Governor's Office. Supervisors must now
complete a Hiring Justification Form for DOM. This form is required on all positions that
are funded with any portion of the general fund. This includes fuli time, part time, and
temporary staff. The completed form will be sent it to DAS for approval. Once DAS
has approved the vacancy, it will be sent to DOM for final approval. DOM will review
requests for exceptions once a week.

In addition to the DOM approval form, Director Leopold has requested that all
supervisors use the Hiring Team to assist with any future hires within the Department.
This includes all pay grades. The DNR Hiring Justification Form is still required as well
as a current, signed PDAQ.

FY 2011 Plans

The DNR will continue follow the implemented hiring process and strive to improve the
consistency of hires throughout the Department.
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Outline all steps taken by the agency to increase diversity in the department;

FY 2010 Progress

The DNR has enjoyed a stable and dependable workforce for the last 20 years;
however, with the recent increase in retirements, this is changing. An increased
demand for high-quality candidates, competition from other natural resources agencies,
and a limited supply of potential recruits calls for the agency to go above and beyond
the basic, traditional recruiting channels that have histerically used (i.e. BrassRing and
sporadic targeted outreach) in order to ensure workforce stability.

To hire the best and the brightest, DNR has to do a better job letting prospective recruits
know that the Department is interested in them. DNR'’s goal is to become an Employer
of Choice for college graduates and job seekers in science and engineering fieids.

Work toward achieving this goal must occur even hefore potential candidates start a job
search and efforts must be made to continue to improve visibility even as they are
searching. As such, DNR is pro-active in its recruiting activities and has both long-term
and short-term initiatives.

On Qctober 26, 2007, Governor Culver and Lt. Governor Judge declared their
commitment to achieve and maintain a diverse workforce in state government through
the issuance of Executive Order 4. Department leadership has stated its unwavering
support and leadership to further develop a dynamic and diverse workforce and have
made their commitment clear by encouraging staff to participate in a variety of recruiting
activities on state-wide basis. In recent years, a survey designed to measure staff
participation in a variety of recruiting activities indicated that more than 14 percent of
DNR staff participated in at least one recruiting activity. Of those responding, 19
percent participated in a recruiting or job fair; 37 percent made a presentation to a class
(any level) on careers in natural resources, and 40 percent hosted an intern, provided
job shadowing or mentored a high school or college student. In addition, more than 81
percent indicated they had recruited someocne they knew for an open position within the
Department.

No specific budget is provided or identified for recruiting activities or programs. A
number of funding sources are used to implement staff training and retention programs.
Many of the activities are done at little or no cost, other than travel and staff time. Cost
related to paid advertisements is covered by the specific job unit in which the vacancy
occurs. Since FY06, the DNR has specifically dedicated a portion of a position to
support recruitment and outreach to encourage more diversity among job applicants.
This commitment of resources has lead to building exciting new partnerships across
lowa that help spread the word that the DNR is a welcoming and supportive place to
work. Since that time numerous recruiting activities have been initiated including:

¢ Recruited to a national audience by posting to CareerBuilder.com;
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o Used unique recruiting tools like Craigslist, Linkedin, MySpace and FaceBook to
reach potential employees;

¢ Created the “Hire and Train” program to provide skill development opportunities
for new hires within the Wildlife Bureau;

e Updated DNR's employment website;

¢ With the assistance an intern from Central College, worked with DOT and DHS to
create a concept for a new website targeted to recruit 15-30 year olds to public-
sector employment.

o Participated in numerous recruiting fairs throughout lowa and surrounding states;

o lowa State — Agriculture Career Fair, both spring and fali

University of lowa — Health, Science and Engineering Career Fair

University of Northern lowa — fall and spring Career Fairs

Northwest Missouri State University — fall and spring Career Fairs

Kirkwood Community College

Dordt College

Coe College

- o Hawkeye Tech Community College

o Developed a division-wide diversity and recruiting plan for Conservation and
Recreation;

e Attended multiple Greater Des Moines Partnership Multicultural Receptions;

¢ Participation in the state-wide Strategic Recruiting team;

o Survey staff to gather information about the variety of DNR resources spent on
recruiting;

¢ Purchased a weekly advertisement in the Bystander directing people to the
agency website;

e Posting job vacancy notices in trade journals or association newsletters;

¢ Partnered with marketing students from Central College to improve recruiting
efforts for the DNR AmeriCorps program; _

« Participated in a variety of community events, including I'll Make Me A World,
Juneteenth, and the Asian Heritage Festival;

¢ Increased the use of DAS BrassRing for temporary, seasconal and AmeriCorps
positions;

o Development and use of “Guidelines for Conducting Interviews” to ensure
agency-wide consistency during interviews.

O 00 C O C

Nurturing new natural resource professionals has been a Department strategic initiative
for a number of years. The DNR recognizes that many of the challenges faced by the
Department in trying to achieve a diverse workforce begins with a lack of females,
minorities and persons with disabilities choosing careers in natural resources. Over the
last four years staff, on all levels, has worked to develop relationships with students,
from elementary to college. A number of tools have been employed to engage
students. As noted in the recruiting survey, 46 percent of staff engaged in recruiting
activities participated in some class activity or discussion about careers in naturai
resources. Grants have been received to assist in creating more opportunities for
students in Protected Classes and urban areas to experience and learn about natural
resources and stewardship. Further, the DNR is active in providing job shadowing,

8
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mentoring and service learning activities and events for all grade levels. As students
enter college and are interested in internships or summer jobs, the DNR has created a
number of opportunities. The Department has the largest number of seasonal and
temporary workers in the executive branch. Many of these positions are held by
students or recent graduates. This experience gives them hands-on skill building, and a
wide variety of learning experiences, ultimately making them better candidates for
vacant positions.

The DNR also uses both formal and informal internships. The Pollution Prevention (P?)
program is a nationally recognized, awarding winning program that matches upper level
engineering students with lowa industries to reduce pollution and energy usage, and
achieve other environmentally beneficial outcomes. The Engineering Bureau also has a
formal program for engineering students that requires a six-month commitment with an -
additional three month option. Many informal internships are also supported within the
agency. The DNR is an active participant in the University of lowa’s Des Moines
Program. Interns are also regularly placed from Central College, Simpson College,
Drake University, lowa State University and Dordt College.

Another program the DNR uses to move students from the classroom to full-time
positions is AmeriCorps. The DNR has the largest program in the state with 275 full
and part time members. The AmeriCorps experience allows members to learn skills,
increase knowledge and demonstrate behaviors that are necessary to be the successful
job applicant. Multiple DNR AmeriCorps members have been successful in finding full-
time employment with the DNR.

The Department of Natural Resources was awarded the 2009 “Employer of the Year”
for Polk County for its work in providing customized training and employment
opportunities to people with disabilities through a partnership with lowa Vocational
Rehabilitation Services (IVRS).

IVRS and DNR have partnered to explore customized training for individuals who had
the potential to become skilled candidates for state employment. As part of the program
IVRS provided DNR hiring managers with pre-screened referrals and also acted as a
consultant in the development of a training plan. The goal of the training was threefold:
to teach the trainee specific skills of a job that would help them obtain employment; to
help DNR develop a potential pool of qualified candidates; and to help IVRS
rehabilitation counselors assess the trainee’s ability to perform certain work. Since
2008, more than 30 clients have worked in various areas of the DNR, including
Accounting, Law Enforcement, IT, Records and Parks, Wildlife Communications, Field
Services, and Wastewater. Many of these clients have gone on to paid temporary
positions or AmeriCorps terms after completing their training.

This partnership has helped the DNR develop a qualified and diverse pool of future

applications. Trainees receive valuable work experience and/or references that will
become a part of their resume and add value to the DNR workforce while learning new
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skills to add to their portfolio. This is another stellar example of how the DNR continues
to proactively address diversity.

Other state agencies continue to view the DNR as a leader in diversity efforts. The
DNR has been called on by the Department of Transportation, the Office of Energy
Independence and the Department of Human Services to assist in the implementation a
similar program in each respective agency

In addition to those above, other activities have been implemented to help the DNR
nurture new natural resource professions. These include:

¢ Increased internship and job shadowing opportunities available to high school
and college aged students;

o Participated in numerous mock interviews, leadership tralnmgs and
discussions about natural resource careers at state colleges and universities,

¢ Developed a network of minority contacts at state universities;

¢ Received a grant to target minority groups for our Outdoor Journey camp for
12-15 year old girls;

¢ Encouraged and provided support for service learning projects for students of
all ages,

» Worked with Des Moines schools fo provide leadership and stewardship
{raining;

e Participation in "Taking the Road Less Traveled - A Career Conference for
Girls" conferences sponsored by lowa State University’s Program for Women
in Science and Engineering;

* Developed a program and ongoing partnership with the Central lowa Boys
and Girls Club to expose participants to natural resources and stewardship
concepts and education;

¢ Developed partnerships with other state agencies to ensure greater outreach
to potential employess;

¢ Created a newsletter targeted to middle school students.

As demonstrated above, the DNR has taken a proactive approach to recruiting and
outreach.

FY 2011 Plan

As an agency, the DNR recognizes the benefits of a more diverse workforce. In fact,
the 2010 DNR Strategic Plan has a strategy related to diversity and hiring (see
Appendix B). Specifically the strategy includes:
o Reconvene the diversity focus groups and compare resuits with previous
outcomes.
o Continue the relationship with Voc Rehab by expanding the areas that use
customized training.
¢ Lead DNR employees in oufreach efforts.

10
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In FY10, the DNR’s workforce was 30 percent female and 5 percent minority. The
Department has struggled with increasing diversity because many of the positions are in
traditionally male-dominated fields. To help combat this, the DNR has implemented
tong-term initiatives targeting middle and high school students.

The Diversity Action Team (DAT) has been asked to take an active role in leading
recruiting efforts. This group has been tasked with leading the Front Line Recruiting
efforts for the DNR. Management has made the commitment that for each DAT
member who recruits a Protected Class candidate, and who is the successful candidate,
will be recognized.

The DNR uses more than 90 different job classifications for its 896 full-time permanent
employees. Of those, supervisors consistently report that the Environmental Engineer
classification is hard to fill. This position is not underutilized for minorities, but is for
women and persons with disabilities (PWD). Survey data from the recent Workforce
Planning survey (sent as part of the DAS/DOM workforce planning initiative) indicates
supervisors believe that salary, limited recruiting efforts and geographic location are the
biggest barriers to hiring qualified staff.

RECRUITING

DNR recruiting efforts have become more visible and are carried out with the help of
many (at all levels) in the agency. Respondents to the recent recruiting survey
indicated that 14 percent of DNR employees have been engaged in at least one
recruiting activity in the last two fiscal years. Of those who have been active, 45
percentage report they will continue fo be engaged in recruiting activities. New
recruiting activities that are currently being planned include:

e Create an “Indication of Interest” card to be used at recruiting events, enabling
the DNR to track and retain information about people interested in working for the
Department;

¢ Determine where additional bi-lingual employees would be beneficial;

¢ Improve the coordination of Depariment recruiting resources;

Conduct statewide recruiting and inclusion events in cooperation with

Department of Transportation and Depariment of Human Services;

Include DAT in recruiting efforts;

Place regular advertisements in African American and Latino newspapers;

Implement recruiting efforts at the lowa State Fair;

Update the standardized group of websites, targeting Protected Classes, to post

vacancy anhouncements;

¢ Develop a relationship with other programs for persons with disabilities looking to
improve job skills.

A survey has been developed as a way to engage supervisors in recruiting and
reaching out to underutilized candidates, specifically in professional organizations
pertaining to the position. Supervisors now have the opportunity to e-mail Jennifer
StJohn directly with any contacts they may have at an association or professional group

i1
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that could be utilized for the advertising of vacancies. With this survey, supervisors
learn about underutilization and are encouraged to look at new ways to recruit. Please
see Attachment C.

New activities that will be implemented to help the DNR nurture new natural resource
professions include:

Develop a new series of outreach efforts and opportunities to provide
Department contact with and opportunities for students from middle school
through college;

Create and implement an annual DNR AmeriCorps recruiting program for high
school students:

Participate in the development of a state-wide internship program (an outcome of
the recent recruiting Kaizen);

Increase service learning activities for middle school, high school and college
students;

Provide job shadowing/service learning opportunities;

Create of a process to manage job shadowing.

These long and short term activities, which are currently being employed, are planned
to continue:

Participate in university leadership programs,;

Participate in mock interviews at state colleges and universities;

Participate in a variety of career and job fairs; -
Use unique recruiting tools like Craigslist, LinkedIn, MySpace and FaceBook to
reach potential employees;

Update DNR’s employment website;

Continue partnership with DOT and DHS to host a new website targeted to
recruit 15-30 year olds to public-sector employment;

Implement the division-wide diversity and recruiting plan for Conservation and
Recreation;

Attend a variety of community events;

Participate in the state-wide Strategic Recruiting team;

Gather information about the variety of DNR resources spent on recruiting;
Post job vacancy notices in trade journals or association newsletters;

Increase the use of DAS BrassRing for temporary, seasonal and AmeriCorps
positions;

DNR feadership continues to support and monitor recruiting and outreach activities.
Recruiting a diverse workforce is a high-profile effort within the DNR.

12
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Outline the steps taken by the agency to train employees on diversity-related issues;

FY 2010 Progress

In 2007, Governor Culver issued Executive Order 4, which created a state Diversity
Council to review policies, procedures, and practices related to diversity in state
government and develop recommendations for improvements. One of the outcomes of
the Diversity Council was a training initiative for all state employees called “Unleashing
the Power of Diversity.” Every DNR employee has attended this training available
through DAS-HRE Performance and Development Solutions. Along with “Unleashing
the Power of Diversity” the DNR requires that every new employee take a diversity class
titled “Valuing Diversity” within 60 days of their hire. This class is offered via classroom
or web applications.

All Managers and Supervisors are also required to attend “Diversity Training for
Managers and Supervisors.” An activities guide for the State of lowa workplace titled
“Making a Difference With Diversity” was made available through this training and is
available on the DNR Intranet at:
hitp:/Mlearnatpds.iowa.gov/images/pds/pdf/Making%20a%20Difference%20Guide. pdf

FY 2011 Pian

The DNR will continue to focus iis attention on ensuring that new employees,
managers, supervisors and hiring personnel adhere to the education guidelines of
Executive Order 4 and those implemented by the Depariment of Natural Resources. As
more educational opportunities are made available through DAS, the DNR will take an
active role in participating. '

13
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Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce composition;

FY 2010 Progress
Please refer to Section 3.

FY 2011 Plan
Please refer to Section 3.

14
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Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in
Section 7.

FY 2010 Progress
Please refer to Section 3.

FY 2011 Plan
Please refer to Section 3.

15
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Attachment A
Topic - DNR Hiring Practices
Summary

Attachment B
Topic - DNR Strategic Pian FY 2010 - 2011
Summary

Attachment C
Topic - Supervisor Recruitment Strategy Survey
Summary

16
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Richard A. Leopold, Director
Agency Head, Name and Title {please print)

M%/ 5= -y0

Agency Head Signature” Date
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Appendix E

Iowa Department of Natural Resources
Hiring Assistance Process

Hiring Need Identified:
A vacancy occurs and the Supervisor determines the position should be filled.

OR
The Supervisor determines the need and funding for an additional position.
The Supervisor meets with the Hiring Coordinator (HC) to discuss position.

. Approval to Fill:

The Supervisor prepares the Hiring Justification Form for approval by the
appropriate Bureau Chief, Division Administrator, and the B&F Chief (see
attachment 1).

If the DA approves, the form will be given to the Deputy Director to be
Approved, Rejected, or Modified.

The Deputy Director returns the form to the Hiring Coordinator.

Where applicable, DOM must approve prior to assignment.

Once approved, the Hiring Coordinator assigns the position to a Hiring
Facilitator. ( The clock starts here.)

Preliminary Work (PDQ/Competencies):
The HC:
o Enters all necessary data into the hiring database.
o Assigns a Facilitator.
» Electronically transmits the Hiring Justification Form to the:
¢ Budget and Finance Bureau Chief
o DAS Personnel Officer
o Facilitator _
In the initial meeting, the Hiring Facilitator and the Supervisor (and if
necessary, the DAS Personnel Officer) need to discuss:
¢ Competency needs assessment
e Selective(s)
L]
®

Screening Criteria

Recruitment Plan
e Interview Team
The Hiring Facilitator drafts the PDQ and forwards to the Supervisor and DAS
Personnel Officer (within five working days of the initial meeting).
The Supervisor has up to five days to return the PDQ draft to the Facilitator.
The Facilitator and Supervisor finalize and sign the PDQ (within five working
days after receipt from the Supervisor) and forward the finalized PDQ to the
Human Resource Associate (HRA).
The Human Resource Associate forwards the PDQ to the DAS Personnel
Officer (who has 10 working days to respond), sends copies to the HC and
the Supervisor (within one day of the PDQ being signed).
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Contract Posting Adherence:
After DAS approves PDQ (if requested), the Facilitator drafts the Internal

Posting document (within one day) (see attachment 2).

The Facilitator ensures that the steps in the DAS hiring process for contract
and non-contract covered positions are followed (see attachment 3).

The HRA (the HC will be the backup) posts the Vacancy Announcement within
24 hours of receipt of the document from the Facilitator.

The HRA (the HC will be the backup) will review letters on file to determine if
anyone is eligible for inter-department transfer.

The Facilitator sends the Outside Posting to the HRA within one day of the
identification of a “clean vacancy” (see attachment 4).

Recruitment: :

The Qutside Posting is advertised on the DAS website and other
predetermined diversity sites. Additional recruitment is utilized, if
appropriate. '

Screening Process:

Cover letters and resumes are sent to the HC and the HC prepares the
applicant spreadsheet.

The HC completes the initial screening for applicant requirements (submitted
cover letter and resume and inclusion on Register), drafts a letter for non-
compliant applicants (attachment 5) and forwards the compliant materials to
the Facilitator and Supervisor for screening. This step should take no longer
than two working days.

The Facilitator develops a draft of interview questions.

The HF schedules a meeting with the Supervisor to apply screening criteria,
determine applicants to interview, and review competency-based interview
questions. When appilicable, the Supervisor will provide technical questions
within three working days.

Candidates who meet the screening criteria, have interviewed previously, and
have demonstrated behaviors inconsistent with the DNR core competencies
will be excluded from further consideration. (This is the supervisor’s decision.)
A justification memo will be drafted by the Facilitator and approved by the
Deputy Director.

. Interviews:

The HC:

¢ Reserves rooms

e Schedules candidates for interviews
¢ Prepares the interview packet

o Prepares the applicant packet
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The HC prepares notification letters for candidates who were not selected for
an interview (see attachment 6).

Interviews are conducted.

Candidates are selected for reference checks.

The HC, Facilitator or the Supervisor conducts the reference check
(attachment 7). '

The Facilitator assists the Supervisor, in conjunction with the interview team,
in selecting the successful candidate.

. Job Offer:

If warranted, the Facilitator assists the Supervisor in obtaining approval to
negotiate any of the following:

o Advanced appointment rate

e Recruitment bonus

e Moving expense reimbursement

¢ Educational assistance

The Supervisor makes the verbal offer to the successful candidate.

The HC or Facilitator prepares the offer letter.

Acceptance:
The Supervisor receives the written acceptance from the successful

candidate.

The HC prepares the letters for candidates who were interviewed but not
hired (see attachment 8).

The HC completes the DNR Hiring Memo for underutilization compliance and
the Facilitator signs off.

The HC codes the register and returns completed documents o the Personnel
Tech.

e All resumes

All screening materiais

All interview materials

Offer Letter

Acceptance Letter

Eligibility Certificate

Hiring Memo

The HC completes the hiring database entry for this position.

. Process Evaluation:

After a successful hire, the HC sends the Expedited Hiring Process Evaluation
Form to the Supervisor, to be returned to the HC within five working days.
The HC enters and maintains evaluation data.

Source: Jennifer Stlohn
Aprit 7, 2009
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Congratulations on the approval to fill your vacancy! The DNR Hiring Team is committed to finding the right person, with
the right skills at the right time fo fit your needs, but it requires your assistancel!

Please take a moment to reflect on the best way to approach the recruitment strategy for your vacancy.

In order to complete this survey you witl need to know whether your current vacancy is underutilizied. if you are unsure the link to most recent
underutitization report can tocated on the front page of the DNR Intranet page under "Hot Topics”. In order to access this information you must
flrst be fogged into the Intranet. For quick access, open open another webpage, log onto the DNR [ntranet, and then click here Job Class
Underutilization LIst

* |s this position underutilized?

O Yes
O o

* if yes, for what protected classes is this position underutilized? Please check all that
apply.
[ Femtes
[ ] Minorities

I:I Persons with Disabilities

D Not underutiiized

* Increasing the diversity of the DNR is the responsibility of all supervisors, particularly
for underutilized positions. The Hiring Team regularly sends postings to the groups
within the Department of Human Rights (African American, Asian, Pacific Islanders,
Native American Indian, and Latino) and the lowa Vocational Rehabilitation Services.

Beyond these groups, what other methods could we employ to recruit a diverse
candidate pool for your current job vacancy?

Currently, over 120 colleges, universities, institutions, corporations, schools, individuals, organizations and associations
have agreed to accept and post, or pass along, DNR vacancy announcements at ne cost.

**If you have any stakeholder or user groups that would like to receive job vacancy announcements, please contact
Jennifer StJohn.**
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Are you aware of any groups, associations or listservs specifically related to your
vacancy's technical competency or competencies that accept job announcements? If
so, please list below and indicate any applicable fees.

e
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if you are willing to pay for additional recruiting, or have paid for recruiting in the past,

what are your thoughts on the following options? Please select all that apply.

Career Bullders -
Monster

Dice.com

Des Molnes Register
Cralgslist.com S

Collegefuniversity

Associalion/professional -

group

Otkher lowa newspapers
Out-of-s'téte né\;}spapers
Other Internet job boards
Qther -/ . ' .

Please indleate "other.”

Have used

OO00 0000000

OO00 0000000

Would like o use Worth the money

1 o
D000 0000000

Recelved good
candidates

T
A

o o

Difficult to use

‘Would like to
explore using

0 o o
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FY 2010-11 Diversity Progress Plan and Report

STATE OF IOWA

acnon | [eauatewriowin  DIVERSITY PLAN AND REPORT
DIVERSITY Affirmative Action/Equal Employment
FY 2010 Progress

FY 2011 Plan

Please provide an update of your department’s annual Diversity/Affirmative Action plan
and report and submit to DAS by July 31%'. Written plans should contain action items
(goals) and time specifications.

DAS will submit a report by September 30™ on the condition of affirmative action,
diversity, and multicultural programs in state agencies. The information you submit will
be included in this report.

Submitting Agency: Governor’s Office of Drug Control Policy (ODCP)
Division (if applicable): NA
Person Submitting Report: Dale Woolery

Please Print Name: Dale R. Woolery

Please Sign Name:

Phone: 515-725-0310
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FY 2010-11 Diversity Progress Plan and Report

Section 1 Policy Statement and Administrative Plan

Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

Please insert any additional statements of policy or commitment to achieving and
maintaining a diverse workforce in your agency:

Administrative Plan

1.

How your policy will be implemented: ODCP remains committed to, and complies
with, State and Federal Equal Employment Opportunity/Affirmative Action laws and
the Governor’s Executive Order Four to hire a diverse and competent workforce to
serve the people of lowa. Additionally, ODCP is in the process of updating written
policy—in conjunction with the Office of Civil Rights, U.S. Department of Justice—to
specify steps for addressing internal and external discrimination complaints against
ODCP and/or its agents (e.g., grant recipients).

Name, job title, and contact information for the responsible EEO AA official: Dale
Woolery, associate director, 515-725-0310 or dale.woolery@iowa.gov.

Describe your agency’s system for auditing and reporting diversity issues: ODCP
monitors DAS EEO/AA compliance reports: ODCP also refers discrimination
complaints and reports of noncompliance to the lowa Civil Rights Commission and,
as appropriate, the Office of Civil Rights, U.S. Department of Justice.

Indicate how your diversity plan and related communication materials are distributed
to your employees and/or the public. Please provide any relevant links to your web
site or attach a copy of supporting documentation: ODCP will update its website—
by October 1, 2010—to include the agency EEO/AA Plan and Progress Reports, and
will include a new written policy re: discrimination complaints by July 1, 2011.
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FY 2010-11 Diversity Progress Plan and Report

Section 2 Hiring and Promotion

List your agency’s hiring and promotion practices, outlining any changes to those
practices during the reporting period;

FY 2010 Progress: NC (no new hires or promotions in FY 2010).

FY 2011 Plans: Continued compliance by ODCP with all applicable laws and policies, in
consultation with DAS/HRE.
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FY 2010-11 Diversity Progress Plan and Report

Section 3 Actions Taken to Increase Diversity

Outline all steps taken by the agency to increase diversity in the department;

FY 2010 Progress: NC (no new hires or promotions in FY 2010).

FY 2011 Plan: Continued compliance by ODCP with all applicable laws and policies, in
consultation with DAS/HRE.
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FY 2010-11 Diversity Progress Plan and Report

Section 4 Diversity Related Training

Outline the steps taken by the agency to train employees on diversity-related issues;

FY 2010 Progress: All ODCP personnel completed DAS diversity training during the
past 24 months.

FY 2011 Plan: ODCP management will provide internal refresher information/training on
applicable laws and policies to all agency personnel. Additionally, ODCP management
will seek external training opportunities (e.g., DAS/PDS) for staff.
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FY 2010-11 Diversity Progress Plan and Report

Section 5 Hiring Opportunities

Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce composition;

FY 2010 Progress: NC (no new hires or promotions in FY 2010).

FY 2011 Plan: ODCP will continue to comply with all applicable laws and policies, in
consultation with DAS/HRE. ODCP management will provide internal refresher
information/training on applicable laws and policies to all agency personnel.
Additionally, ODCP management will seek external training opportunities (e.g.,
DAS/PDS) for staff.
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FY 2010-11 Diversity Progress Plan and Report

Section 6

Other Efforts to Increase Diversity

Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in

Section 7.

FY 2010 Progress: NC (no new hires or promotions in FY 2010).

FY 2011 Plan: ODCP will continue to comply with all applicable laws and policies, in
consultation with DAS/HRE. ODCP will implement and disseminate updated policies,
as warranted. ODCP management will provide internal refresher information/training on
applicable laws and policies to all agency personnel. Additionally, ODCP management
will seek external training opportunities (e.g., DAS/PDS) for staff.
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FY 2010-11 Diversity Progress Plan and Report

Attachment A
Topic

Summary

Attachment B
Topic

Summary
Attachment C

Topic

Summary
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FY 2010-11 Diversity Progress Plan and Report

Section 8 Signature Page

Gary W. Kendell, Director

Agency Head, Name and Title (please print)

9-20-10

Agency Head Signature Date
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FY 2010-11 Diversity Progress Plan and Report

STATE OF [OWA

DIVERSITY PLAN AND REPORT
Affirmative Action/Equal Employment
FY 2010 Progress

FY 2011 Plan

Please provide an update of your depariment’s annual Diversity/Affirmative Action plan
and report and submit to DAS by July 315, Written plans should contain action items
(goals) and time specifications.

DAS will submit a report by September 30" on the condition of affirmative action,
diversity, and muiticultural programs in state agencies. The information you submit will
be included in this report.

Submitting Agency:
Office of Energy Independence (OEl)
Division (if applicable):

Person Submitting Report:
Bruce Greiner
Please Print Name:

RECEIVED

pi Sien Name:
ease Sign Name SEP 9 8 2010

' : IA DEPT,
Phone: ADMINISTRATNE%ERVICES
515-725-2085
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FY 2010-11 Diversity Progress Plan and Report

Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer. -

Please insert any additional statements of policy or commitment to achieving and
maintaining a diverse workforce in your agency:

Administrative Plan
1. How your policy will be implemented:

+ All employees will attend the PDS Diversity Training sessions.
¢ All supervisors will attend the annual diversity sessions.

2. Name, job title, and contact information for the responsible EEO AA official:
Bruce Greiner, OEl Deputy Director’

515-725-2085

Bruce.greiner@iowa.gov

3. Describe your agency's system for auditing and reporting diversity issues:

* Continued awareness of diversity issues when working with employees.

4. Indicate how your diversity plan and related communication materials are
distributed to your employees and/or the public. Please provide any relevant links to
your web site or attach a copy of sup’porting documentation: :

o (Al émplbyees will attend the PDS Diversity Training sessions.
o All supervisors will attend the annual diversity sessions.
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FY 2010-11 Diversity Progress Plan and Report

List your agency’s hiring and promotion practices, outlining any changes to those
practices during the reporting period;

FY 2010 Progress

¢ FY10 Office of Energy Independence (OEIl) did not have any underutilization
for any of the classifications within the agency.

o With each hiring opporiunity OEl reviewed all applicants’ resumes,
applications etc. and based hiring decisions on the most qualified for the
position. Many OEI! positions are specific to the Energy selective that has
been created for the department by DAS/HRE/Employment/Classification

area.

FY 2011 Plans

o All positions are posted on the BrassRing system utilized by
DAS/HRE/Employment for posting of state job opportunities. All positions are
posted on the State’s website and applicants are qualified by
DAS/HRE/Employment area.

* With each hiring opportunity managers will review all applicants and make hiring
decisions based on qualifications and diversity.

o OEl positions are Energy related and staff networking for recruitment of positions
within the department for individuals with an Energy related background and
experience.

* Intern opportunities are being placed on college websites. Through the use of
Interns more awareness of the Energy related field is being utilized as a career

development area.
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FY 2010-11 Diversity Progress Plan and Report

Outline all steps taken by the agency to increase diversity in the department;

FY 2010 Progress

* All employees attend the PDS diveréity training sessions.

+ All managers attend the PDQ diversity training sessions and updated sessions
as they become available.

* Current employee’s train and mentor new staff.
FY 2011 Plan

¢ Department will make accommodations for staff as needed.
e Continue with all offered diversity training opportunities.
* Current employees will continue with training and mentoring new staff.
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FY 2010-11 Diveréity Progress Plan and Report

Outline the steps taken by the agency to train employees on diversity-related issues;

FY 2010 Progress

* All employees attend the PDS diversity training sessions.

¢ All managers attend the PDQ diversity training sessions and updated sessions
as they become available.

+ Current employee’s train and mentor new staff.
FY 2011 Plan

¢ Department will make accommodations for staff as needed.
» Continue with all offered diversity training opportunities.
» Current employees will continue with training and mentoring new staff.
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FY 2010-11 Diversity Progress Plan and Report

T

Hiring Opport

Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce composition;

FY 2010 Progress

s All employees attend the PDS diversity training sessions.

¢ All managers attend the PDQ diversity training sessions and updated sessions
as they become available.

e Current employee’s train and mentor new staff.

FY 2011 Plan

OEI did not have any employees participate in the SERIP program.
New FTE's are being added to the department and some resignations are

enabling additional hiring opportunities in FY11.

¢ Department will make accommodations for staff as needed.

o Continue with all offered diversity training opportunities.

¢ Current employees will continue with training and mentoring new staff.

» All positions are posted on the BrassRing system utilized by
DAS/HRE/Employment for posting of state job opportunities. All positions are
posted on the State’'s website and applicants are qualified by
DAS/HRE/Employment area.

+ With each hiring opportunity managers will review all applicants and make hiring
decisions based on qualifications and diversity.

« OEl positions are Energy related and staff networking for recruitment of positions
within the department for individuals with an Energy related background and
experience.

¢ Intern opportunities are being placed on college websites. Through the use of
Interns more awareness of the Energy related field is being utilized as a career
development area.
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FY 2010-11 Diversity Progress Plan and Report

— GtherEffortsto

Ermme e L

Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in

Section 7.

FY 2010 Progress

FY 2011 Plan
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Attachment A
Topic

Summary

Attachment B
Topic

Summary

Attachment C
Topic

Summary

Appendix E

FY 2010-11 Diversity Progress Plan and Report
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FY 2010-11 Diversity Progress Plan and Report

Kb @QMM%M

Agency Head, Name and Title (please print)

Roya Stanley, Director

Agency Head Signature Date
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FY 2010-11 Diversity Progress Plan and Report

STATE OF IOWA

DIVERSITY PLAN AND REPORT
| Affirmative Action/Equal Employment
| FY 2010 Progress

FY 2011 Plan

Please provide an update of your department's annual Diversity/Affirmative Action plan
and report and submit to DAS by July 31, Written plans should contain action items
(goals) and time specifications.

DAS will submit a report by September 30" on the condition of affirmative action,
diversity, and multicultural programs in state agencies. The information you submit will
be included in this report.

Submitting Agency: lowa Board of Parole
Division (if applicable):
Person Submitting Report: Clarence Key, Jr., Executive Director

Please Print Name: Clagence Kﬁ?, Jo, Exe. Din,

Please Sign Name:

ey !5:«;‘ Je. Exe. bia.
Phone: 515-725-5757 RECEIVED

SEP 2 4 2010

IA DEPT, OF
ADMINISTRATIVE SERVICES
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FY 2010-11 Diversity Progress Plan and Report

Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

Please insert any additional statements of policy or commitment to achieving and
maintaining a diverse workforce in your agency:

Administrative Plan

1. How your policy will be implemented:
The lowa Board of Parole adheres to the State of lowa's
Policy Statement that prohibits discrimination.

2. Name, job title, and contact information for the responsible EEO AA official:

Clarence Key, Jr., Executive Director

3. Describe your agency’s system for auditing and reporting diversity issues:
The Chair, Elizabeth Robinson and the Executive Director, Clarence
Key, Jr. regularly monitors and reviews any diversity matters that may
arise.
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FY 2010-11 Diversity Progress Plan and Report

4. Indicate how your diversity plan and related communication materials are
distributed to your employees and/or the public. Please provide any relevant links to
your web site or attach a copy of supporting documentation:

Presently, the lowa Board of Parole has in the past provided staff and Board members
with copies of Executive Order Eighteen, issued by then former Governor Tom Vilsack
on March 28, 2001-Workforce Diversity.
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FY 2010-11 Diversity Progress Plan and Report

List your agency's hiring and promotion practices, outlining any changes to those
practices during the reporting period;

FY 2010 Progress: Due to budgetary restraints, resulting in loss of personnel which also
included the state’s one- early retirement program IBOP was not able to hire any
additional staff.

FY 2011 Plans: IBOP will continue to follow the State of lowa’s employment-hiring
practices when considering any new hires and/or promotions within the agency.

408




Appendix E

FY 2010-11 Diversity Progress Plan and Report

Outline all steps taken by the agency to increase diversity in the department;

FY 2010 Progress: Due to budgetary restraints, resulting in loss of personnel which also
included the state’s one- early retirement program IBOP was not able to hire any
additional staff.

FY 2011 Plan: IBOP will continue to follow the State of lowa’s employment-hiring
practices when considering any new hires and/or promotions within the agency.
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FY 2010-11 Diversity Progress Plan and Report

Outline the steps taken by the agency to train employees on diversity-related issues;

FY 2010 Progress: IBOP presently has 12 persons within the agency, 5 of which are
Board members. Of the 12, 7 are women, 4 are men one of which is a person of color.
In FY 2010 due to budgetary constraints,

[BOP was unable to provide any diversity

FY 2011 Plan: Should any state sponsored diversity workshops, sessions or programs
are offered, to state employees,| BOP will when appropriate have staff and Board
members attend these events.
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FY 2010-11 Diversity Progress Plan and Report

Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce composition;

FY 2010 Progress: IBOP presently has 12 persons within the agency 5 of which are
Board members. Of the 12, 7 are women, 4 are men one of which is a person of color.

FY 2011 Plan: IBOP will continue to follow the State of lowa’s employment-hiring
practices when considering any new hires and/or promotions within the agency
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FY 2010-11 Diversity Progress Plan and Report

Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in

Section 7.

FY 2010 Progress: N/A

FY 2011 Plan: N/A
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Attachment A
Topic

Summary

Attachment B
Topic

Summary

Attachment C
Topic

Summary

Appendix E

FY 2010-11 Diversity Progress Plan and Report
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FY 2010-11 Diversity Progress Plan and Report
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p . STATE OF IOWA

Fields of

CHESTER J. CULVER PUBLIC EMPLOYMENT RELATIONS BOARD
GOVERNOR JAMES R. RIORDAN, CHAIR

PATTY JUDGE
LT. GOVERNOR

October 22, 2010

Bill West

Iowa Department of Administrative Services
Human Resources Enterprise

Hoover Building, Level A

Des Moines 1A 50319-0150

RE: Public Employment Relations Board Diversity/Affirmative Action Plan and Report —
FY 2010-11

Dear Mr, West:

At this time, PERB has a total of seven employees; two board members appointed by the
governor for four year terms, three administrative law judges, and two clerical staff. Our
agency employs three males and four females and all are caucasian. Because of PERB’s
size, we will not be submitting a specific plan and report. However, PERB is committed
to equal employment opportunity, creating a welcoming work environment for its
employees regardless of race, ethnicity, or disability and seeks opportunities for
increasing the diversity of its workforce. When positions are available we will seck to
hire the most qualified applicant regardless of age, sex, religion, ethnic background or
race.

If you have any questions, please do not hesitate to contact me.
Sincerely,

. {

%4 JM/&/Z/?‘M

James R, Riordan
Chair

RECEIVED
0CT 28 201)

1A DEPT, OF
ADMINISTRATIVE SERVICES

S10 EAST 12TH STREET, SUITE 1B / DES MOINES, loWA BO318-0203 / Bi5281-4414 / Fax 242-6511
E-MAIL: IAPERB@IOWA.GOV 415 HTTP./ /1OWAPERB.IOWA.GOV
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FY 2010-11 Diversity Progress Plan and Report

STATE OF IOWA
DIVERSITY PLAN AND REPORT

FY 2010 Progress
FY 2011 Plan

Please provide an update of your department’s annual Diversity/Affirmative Action plan
and report and submit to DAS by July 31*, Written plans should contain action items
{goals) and time specifications.

DAS will submit a report by September 30™ on the condition of affirmative action,
diversity, and multicultural programs in state agencies. The information you submit will
be included in this report.

Submitting Agency: Public Defense

Division (if applicable): Military Division

Person Submitting Report: Colonel Michael Staebler
Please Print Name:

Please Sign Name: /QM/(%@WE&

Phone: 515-252-4279

416



Appendix E

FY 2010-11 Diversity Progress Plan and Report

Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

The Department of Public Defense is committed to affording a discrimination-free
environment for all employees and applicants for employment. We share in the right to
receive fair consideration, access and opportunity and an avenue of redress in the
event of discrimination. Additionally, we share the responsibility to conduct ourselves in
a manner which precludes discrimination ensuring a more inclusive workplace and
contributes to a culture of equity. It is the Departments belief that a Diversity pian by
itself will never be successful. Rather an organization must have a solid Equal
Opportunity Culture and a Human Relations Climate which will allow Diversity to
become successful.

Administrative Plan

1. How your policy will be implemented: Through email distribution, Supervisor training
and town hall style meetings.

2. Name, job title, and contact information for the responsible EEQ AA official:
Michael Staebler, HRO, 515-252-4279

Margaret Seals, SEEM, 515-252-4539

3. Describe your agency's system for auditing and reporting diversity issues:
Individuals are able to visit with the State Equal Employment Manager, Ms. Margaret
Seals. In addition we use the Survey Gizmo to audit the employ attitude towards current
policies.

4. Indicate how your diversity plan and related communication materials are
distributed to your employees and/or the public. Please provide any relevant links to
your web site or attach a copy of supporting documentation:
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FY 2010-11 Diversity Progress Plan and Report

We provide information through email to all supervisors and post relevant documents in
all work areas for employees to read at their leisure.
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FY 2010-11 Diversity Progress Plan and Report

List your agency's hiring and promotion practices, outlining any changes to those
practices during the reporting period:;

The Department of Public Defense practices a variety of human resource acquisition
methods. We have two divisions in the department. The Military Division is primarily
funded through the Department of Defense allocations and selections are based on
positions authorized by military funding. The second division is the Homeland Security
and Emergency Management Division. These positions are funded primarily through
grants by the Federal Emergency Management Agency and the Federal Department of
Homeland Security. While the department understands the prescribed hiring practices
of the state we utilize these in conjunction with the diversity planning and goals based
upon the strategies of the military services. The training in Diversity for the “State
Employees” is augmented through the Federal programs already in existence.

FY 2010 Progress: While the Department understands the prescribed hiring practices of
the State the Department will select the best candidate for vacant positions. Every effort
will be made so that all hire boards will have board members who represent the
diversity of employees making application. The Adjutant General, a State Employee
delegates responsibility of Appointing Authority to the Human Resource Officer, a
Federal Employee of the lowa National Guard who has final approval authority for State
positions. The HRO office facilitates the identification of positions, prepares the vacancy
announcement, executes the hiring process, and provides follow up once a selection is
made to ensure compliance with EEQ/AA goals. The Hiring manager/supervisor is
responsible for the adherence to prescribed hiring processes.

Promotional opportunities have been accomplished in a variety of ways. One method
utilized in both divisions is a reclassification of a position. Often, position reviews identify
tasks of greater complexity and more responsibility warranting reclassification and a
promotion. Additionally the promotional Intra-Agency method outlined in the CBA and
the DAS ruies has been utilized.

FY 2011 Plans: Continue building the success achieved in 2010
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FY 2010-11 Diversity Progress Plan and Report

Outline all steps taken by the agency to increase diversity in the department;

As mentioned before it is our belief and our intent to create a culture of equal
opportunity which we believe will lead to a diverse work force.

FY 2010 Progress: The hiring authority determines whether the requisite competencies
and skill sets can be acquired within our current Department employees, within State
government, or externally. Known, potential candidates, skill sets, persons holding
related job titles, and similar factors are all considered in this assessment. Whenever
possible, the Department will balance external hires with internal hires so that the
workforce is comprised of a mix of new and experienced employees, who will represent
a diverse blend of work experience and backgrounds. When vacancies occur in
underutilized job classes, before posting is limited to internal candidates only, strong
consideration must be given to whether there is an adequate potential internal
candidate pool. Otherwise, external candidates will not only be considered but
encouraged to apply through recruitment efforts.

FY 2011 Plan: Continuation of what has been started in 2010
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FY 2010-11 Diversity Progress Plan and Report

Outline the steps taken by the agency to train employees on diversity-related issues;

FY 2010 Progress: In addition to the training provided by the State of lowa. The
Department of Public Defense continues to use Federal Resources, specifically the
State Equal Employment Manager and the Diversity Coordinator for the National Guard.
These individuals provide training to the different agencies within the Department.
Examples of this training are Generational Diversity, Consideration of Others, and
Human Relations Culture. This training is conducted throughout the year and is
repeated as necessary and as time allows.

FY 2011 Plan: Intent is to continue with the same training. All training has received
favorable feedback and the intent is to provide this for additional employees.
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FY 2010-11 Diversity Progress Plan and Report

Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce composition;

FY 2010 Progress: Traditionally the Department of Public Defense has focused their
recruit pool to that as one of retired military. Over the past year we have changed this
focus towards one of encouraging others to make application for positions within the
Department. We will continue to address numerical underutilization through normal
quantitative affirmative action processes as we have done in the past.

FY 2011 Plan: Continue with processes that were used in 2010
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FY 2010-11 Diversity Progress Plan and Report

Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in
Section 7.

FY 2010 Progress: The Department of Public Defense is committed to the Readiness of
the lowa National Guard and fo its mission accomplishment. Reflecting the community
we serve will help us attain this benchmark. Our goal is to create that environment of
equal opportunity and culture throughout our workforce. Our supervisors are committed
to and accountable for creating and maintaining an environment that fosters this type of
opportunity. The next step is for these supervisors to provide mentoring and career
guidance to the individuals they supervise.

FY 2011 Plan: Continue developments from 2010. In addition we will continue to pursue
opportunities to work with various minority leaders in coordination with the National
Guard Equal Opportunity and Diversity Team.
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Timothy E Orr, BG, Adjutant General

Agency Head, Name and Title (please print)

> 7’%// jm 6 Aug 2010

e Agency Head Signature Date

10
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FY 2010-11 Diversity Progress Plan and Report

STATE OF [IOWA

1 DIVERSITY PLAN AND REPORT
- | Affirmative Action/Equal Employment
FY 2010 Progress

FY 2011 Plan

Please provide an update of your department’s annual Diversity/Affirmative Action plan
and report and submit to DAS by July 31%, Written plans should contain action items
(goals) and time specifications.

DAS will submit a report by September 30" on the condition of affirmative action,
diversity, and multicultural programs in state agencies. The information you submit wiil
be included in this report.

Submitting Agency: lowa Department of Public Health
Division (if applicable):

Person Submitting Report: Tom Newton

Please Print Name: Tom Newton

Please Sign Name: Signed copy on file at IDPH

Phone: 515-281-8474
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FY 2010-11 Diversity Progress Plan and Report

Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

Please insert any additional statements of policy or commitment to achieving and
maintaining a diverse workforce in your agency:

Administrative Plan

1. How your policy will be implemented: The Department of Public Health is working
on a Hiring Manual for supervisors and this document contains guidance and a
commitment statement from Director Newton regarding achieving and maintaining a
diverse workforce. The manual is scheduled to be released in Fall 2010. Director
Newton’s commitment statement to achieving and maintaining a diverse workforce
will be accessible to employees and the public on the IDPH website Employment

page.

2. Name, job title, and contact information for the responsible EEO AA official:
¢ Mary Jones, Deputy Director, lowa Department of Public Health

3. Describe your agency’s system for auditing and reporting diversity issues:

» IDPH developed a Workforce Team for the 2009 Workforce Plan; this
group continues to meet quarterly to review progress of both diversity and
overall workforce activities.

+ |DPH Education Coordinator reports progress to supervisor and [DPH
Deputy Director, Bureau Chief Team and Executive Team at least
quarterly.

4. Indicate how your diversity plan and related communication materiais are
distributed to your employees and/or the public. Please provide any relevant links to
your web site or attach a copy of supporting documentation:

» Progress of the diversity plan is communicated to the IDPH Executive
Team and Bureau Chief Team by the Bureau Chief of the Communication
and Planning bureau and the IDPH Education Coordinator.
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¢ |DPH has a Workforce Development Team. The Education Coordinator
reports updates regarding the diversity plan and training to the Workforce

Team.
¢ In-House training related to diversity is promoted on the All-Staff section of

the IDPH intranet, as well as on the IDPH intranet calendar of in-house
training opportunities.

List your agency’s hiring and promotion practices, outlining any changes to those
practices during the reporting period:

FY 2010 Progress

¢ IDPH human resources team reviewed the DAS Audit Report

¢ DAS Audit Report shared with IDPH supervisors

o Supervisor Hiring Manual is being prepared to train supervisors on hiring
practices and employees who will participate on interview teams.

FY 2011 Plans

o Hiring Manual training for supervisors released
o Hiring Manual training for IDPH employees who serve on interview teams

released

Outline all steps taken by the agency to increase diversity in the department;

FY 2010 Progress

» Promoted the department’s internship program through partnerships with
academia to recruit candidates for internships, including persons from diverse
backgrounds. Established consistent internal procedures.

¢ Used public health partners to help recruit diverse employees.
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Attended career and recruitment fairs to make contacts and recruit diverse
workers.

Attended ethnic festivals in the Des Moines area, in particular As_ianr-and Latino
festivals, Juneteenth.

Used the department’s websité to prombte public health careers, internships and
job openings. Linked to DAS website for job openings.

Involved the department’s Office of Minority and Multicultural Health in identifying
recruitment strategies. '

All new employees attended state sponsored diversity training.

Provided orientation and mentoring/leadership development opportunities for
interns.

Conducted survey to determine the level of usage of the DAS Diversity Activity
Guide, "Making a Difference with Diversity: An Activity Guide for State of lowa
Workplace”.

FY 2011 Plan

Promote the department’s internship program through partnerships with
academia to recruit candidates for internships, including persons from diverse
backgrounds. Promote internships on IDPH website and communication with
academic institufions.

Use public health partners to help recruit diverse employees. Promote available
positions through the lowa Public Health Association, the Office of Minority and
Multicultural Heaith, lowa Vocational Rehabilitation Services and the Department
of Human Rights including:

- lowa Commission on the Status of African Americans

- Commission of the Status of lowans of Asian and Pacific Islander Heritage

- Division of Latino Affairs

- Division of Persons with Disabilities

- lowa Commission on the Status of Women

- Division of Deaf Services

- Division of Native American Affairs

Attend career and recruitment fairs to make contacts and recruit diverse workers.

Attend ethnic festivals in the Des Moines aréa, in particular Asian and Latino
festivails, Juneteenth.
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Use the department’s website to promote public health careers, internships and
job openings. Link to DAS website for job openings.

¢ Involve the department's Office of Minority and Multicultural Health in identifying
recruitment strategies.

¢ All new employees, including new supervisors attend state sponsored diversity
{fraining.

* Provide orientation and mentoring/leadership development opportunities for
interns. New employee orientation will include a presentation by the Office of
Minority and Multicultural Healith.

» Conduct a one year follow-up survey to determine the level of usage of the DAS
Diversity Activity Guide, “Making a Difference with Diversity: An Activity Guide
for Sate of lowa Workplace”.

» Education Coordinator will attend annual diversity conference in Ames to obtain
training information and potential topics for in-house training.

¢ Education Coordinator will participate in DAS recruitment meetings.

¢ Education Coordinator will meet with the Manager of the Office of Minority and
Multicuitural Health to discuss efforts to encourage and celebrate diversity.

» Office of Minority and Multicultural Health will develop training, Diversity in Health
Messaging.

Outline the steps taken by the agency to train employees on diversity-related issues;

FY 2010 Progress

¢ Employees attended DAS diversity training

e February 4, 2010 — Conducted diversity survey to determine level of usage of
DAS Diversity Activity Guide “Making a Difference with Diversity: An Activity
Guide for State of lowa Workplace”. (see results in Section 7)

¢« May 11, 2010 and September 22, 2010 — Diversity/Disability Panel (In-house
training opportunity, see attached calendar of training in Section 7). The panel
members, who are living with a disability or a family member with a disability, are
open to questions and respond with honestly and humor. Panel Members:
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Peer Specialist, Magellan Health Services
IDPH employee, parent of a child with a disability
Representative from Deaf Services Commission of lowa
Former IDPH employee who has been blind since childhood
o October 20, 2010 - Diversity In-House training opportunity — see attached
calendar of training in Section 7). Building Community Through Cultural
Conversalions: Sharing our Stories: To understand others it helps to understand
ourselves. Each of us comes from a unique cultural background. This training will
include a panel discussion of cultural diversity and sharing personal stories of
cultural background, traditions and experiences, followed by group discussion
and questions and answers.
o December 14, 2010 — In-House training opportunity — see attached calendar of

training in Section 7). What is a fifth-grade reading level? Why should | care?
Low health literacy is a stronger predictor of a person’s health than age, income,
employment status, education level or race. (American Medical Association)
Reach more peopie and improve health outcomes by making sure your
communication is health literacy friendly. In this session, you'll learn why health
literacy matters, how to easily determine and improve the “grade level” of your
written documents, and strategies for making sure your communication is
culturally appropriate.

FY 2011 Plan

+ New employees and new supervisors will attend DAS diversity training

o Follow-up diversity survey with department supervisors to determine level of
usage of DAS Diversity Activity Guide “Making a Difference with Diversity: An
Activity Guide for State of lowa Workplace”. (see 2010 resuits in Section 7)

¢ Date to be determined — Diversity/Disability Panel (In-house training opportunity)
See class description in previous section.

o Date to be determined — Diversity In-House training opportunity.

Building Community Through Cultural Conversations: Sharing our Stories.
See class description in previous section.
¢ Date to be determined — In-House training opportunity.
What is a fifth-grade reading level? Why should | care?
See class description in previous section.

* Date to be determined — In-House training: Diversity in Health Messaging
facilitated by the Executive Director of the IDPH Office of Minority and
Muiticultural Health and IDPH Communication and Planning bureau staff
member.
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Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce compasition;

FY 2010 Progress

+ Hire staff to replace SERIP vacancies {as approved), to include diverse
populations

e Internship opportunities with the Office of Minority and Multicultural Health and
other internship positions within IDPH.

FY 2011 Plan

o Hire staff to replace SERIP vacancies (as approved), to include diverse
populations

* Internship opportunities with the Office of Minority and Multicultural Health and
other internship positions within IDPH.

¢ Representative from lowa Vocational Rehabilitation Services (IVRS) give
presentation to supervisors to review services available through [VRS.

seEfforts to Inerease Diversity

Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in
Section 7.

FY 2010 Progress

¢ Promotion of Martin Luther King Day Celebration to IDPH staff to participate in All
State Choir. Manager of Office of Minority and Multicultural Health and
Education Coordinator participated in the event.
FY 2011 Plan

+ A collaboration between the IDPH Education Coordinator and the Office of
Minority and Multicultural Health to increase promotion to employees on IDPH Al
Staff page to participate in the Martin Luther King Day Celebration All State
Choir.
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Attachment A

Topic: Diversity Survey Results Summary, February 4, 2010

Summary: The purpose of the Diversity Survey was to determine the level of usage of
the DAS Diversity Activity Guide, provided to bureau chiefs during DAS Diversity
training. This survey will be repeated in 2011, '

Attachment B

Topic: IDPH In-House Training Calendar 2010

Summary: 2010 Training Calendar of in-House training for IDPH empioyees with
descriptions of training related to diversity.

Tom Newton, lowa Department of Public Health Director

Agency Head, Name and Title (please print)

Original copy signed and kept on file at IDPH 09/20/10

Agency Head Signature Date
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The purpose of the Diversity Survey was to determine the level of usage of thé DAS Diversity
Activity Guide, provided to bureau chiefs during DAS Diversity training. In addition the Office of
Multi-Cultural Health requested feedback on diversity or cuitural awareness training or
activities on the program level. Survey Monkey was used and sent to department bureau
chiefs. Twenty-three employees responded.

1. Is your bureau using the DAS “Making a Difference with Diversity: An Activity Guide for State
of lowa Workplace” for discussion within your bureau? {A total of 23 responses)

2. If answered “Yes” to question 1, which modules have you completed?
(Of 23 total survey respondents, 10 answered the question, 13 skipped the question)

Gender Diversity 9 90%
People with Disability 9 90%
Generational Diversity 9 90%
Racial Diversity 7 70%
Ethnic Diversity 6 60%
Socio-Economic Diversity 5 50%
Sexual Orientation 4 40%
Religious Diversity 4 40%
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3. In your bureau are there grant programs or projects that are including diversity or culturai
awareness training or activities? (Of 23 survey respondents 10 gave a descriptive response)

Health Care Access

Collaborative project with Multi-cultural Health using
an Intern from the University of lowa College of Public
Health to do an environmental scan of cultural
competency programs.

Chronic Disease Prevention & Management

Breast and Cervical Cancer Program - cultural
sensitivity through a developing PPT — based offering.

Nutrition and Health Promotion

We include diversity in our state plan. WIC training for
alt locals we have invited a Civil Rights speaker from
USDA Mountain Plains Regional Office. She has
accepted.

HIV, STD, Hepatitis

HIV prevention sponsored a training for our
contractors entitled “Somewhere over the Rainbow:
Gay Culture, MSM & Cultural Competency” in
September 2009. At our biannual HIV and STD
conference, we aiso have several cuitural competency
sessions. In 2008, we had sessions on cultural
competency for health care providers, the Lating HIV
epidemic, AIDS and the Black Church, and Promoting
Health Community among Gay Men. The next
conference will be in 2010,

Professional Licensure

Request for an intern who is familiar with Asian
languages and customs

Environmental Health Services

We are not doing activities, but our Health Homes
project has targeted the elderly and Hispanic
population for outreach. '

Division of Tobacco Use Prevention & Conirol

We have contracted five organization to address
tobacco-related health disparities in these
populations: African American, Asian/Pacific Islander,
Native American, Hispanic/Latino{a), GLBT.

Lead Poisoning Prevention

We have a very diverse staff — African American,
white, male, female, Latino, and persons with
disabilities. Working in our bureau is an experience in
diversity.

CDOR

Preparedness, assuring cultural diversity and meeting
the needs of special populations in planning efforts,
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i Substance Abuse Prevention & Treatment l Culturally Competent Grant

4. Bureau name and name of person completing the survey: (23 total responses)

Admin., Regulation and Licensure Dean Austin

CADE ' Pam Deichmann
CAP Martha Gelhaus
CDOR Rebecca Curtiss
Chronic Disease Prevention & Management Jill Myers-Geadelmann
EMS Kirk Schmitt
Environmental Health Services Carmily Stone
Family Health Kim Brown

Finance Cheryi Christie
Health Care Access Doreen Chamberlin
Health Statistics Jill France

HIV, STD, Hepatitis Randy Mayer
Immunization and TB Don Callaghan
Information Management Dale Anthony

Lead Poisoning Prevention Rita Gergely

Local Public Health Services Judy Naber
Nutrition and Health Promotion Judy Solberg
Professional Licensure Eileen Gloor

Oral Health Shaela Meister
Radiological Health Melanie Rasmusson
State Medical Examiner’s Office Julia Goodin
Substance Abuse Prevention and Treatment Julie Jones
Tobacco Use Prevention and Treatment Division Sieglinde Prior

e Al IDPH bureaus responded to the survey.

e Approximately half have used the DAS Diversity activity guide and the other fifty percent
plan to use the guide for bureau discussion.

¢ Of the bureaus using the diversity activity guide the topics that were most frequently
completed were gender, disability and generational diversity. The least covered topics
were sexual orientation and religious diversity.

Next Steps: Repeat survey in one year and include results in the 2012 Workforce Plan.

Summary report compiled by Marilyn Alger, Education Coordinator, 2/4/10
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Date of

-

Bureau of Finance

RFP, RFA, RFB, review of the template documents,
what to plan for during the selection process. Class size
limited to 15.

session Time Name of Presenter Topic of Session Location
2010 2010 2010 2010 2010
January 1 HOLIDAY HOLIDAY I A Eu% HOLIDAY
i W
New Year’s Day e J\mx,
January 6 12:10 - 12:50 Joelle Stolte, “Yoga for Health” — Noon Hour Practice Class 517-518
January 27 Certified Yoga 4 session class.
February 3 Trainer This session includes: January 6, January 27, February 3
February 24 and February 24.
If you're interested in reducing stress and strengthening
‘your body, this noon-hour class is for you.
Yoga increases flexibility, builds strength, improves
posture and increases mind-body balance. Wear
comfortable clothes. Class size limited to 10.
To sign up for this class, go to the “S™ drive
Look for the folder titled: “Yoga for Health” and add
your name and bureau.
After registering on the “S” drive add the class to your
QOutlook calendar.
January 7 1:30-4:30 Stacey Hewitt & Competitive Selection: Finance Bureau training Part 1: 517
John McMullen, Requirements when purchasing services for the state,
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February 4 9:30- 11:00 Cheryl Christie, Reimbursement Process Simplified: Electronic Payment | 517-518
Shanna Wyllie System Demonstration
Rose Anthony Target Audience: 1DPH program staff that work with
Andrew Connet contracts with local agencies.
Amy Janssen HUwE ﬁ: be implementing a new reimbursement system
Kari Catron beginning July 2010. During the last year, several IDPH
. programs and local partners have been involved in a new
Carol Ritter initiative to simplify and expedite the reimbursement
processes for contractors through an Electronic
Reimbursement System (ERS). Based on the successful pilot
of the system, IDPH will be implementing ERS for all
programs beginning July 2010. IDPH has recently purchased
SharePoint, a document library system which will support
multiple functions for document posting and sharing for IDPH
programs. This training will include a demonstration of the
SharePoint capabilities and provide an overview of the ERS.
Prepare Iowa Learning Management System (LMS
Enter your log-in ID and password
Click on Course Catalog
Under “Search Text” type in 1230
Under “Search Type” click on “Exact phrase” and it will
take you to the course.
February 8 1:30-3:00 Cheryl Christie, Reimbursement Process Simplified: Electronic Payment 517-518
Shanna Wyllie System Demonstration
Rose Anthony Target Audience: IDPH program staff that work with
Andrew Connet contracts with local agencies.
Amy Janssen IDPH will be implementing a new reimbursement system
Kari Catron beginning July 2010. During the last year, several IDPH
Carol Ritter programs and local partners have been involved in a new

initiative to simplify and expedite the reimbursement
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February 22

8:30—4:30

John Warming

Introduction to ArcGIS (Geographical Information
Systems). All day training. Basic information about
what GIS does and what they can do, introduce the use of
ArcGIS software to produce thematic maps, how to
create GIS datasets from Excel spreadsheets. Course
prerequisites: Good working knowledge of Windows
and Excel. There is an annual user fee to use ArcGIS.
Contact John Warming for more information about the
course and the user fee at 281-7993.

Prepare Iowa Learning Management System (LMS
Enter your log-in ID and password

Click on Course Catalog

Under “Search Text” type in 1166

Under “Search Type” click on “Exact phrase” and it will
take you to the course.

After registering on the LMS add the class to your
Outlook calendar.

6" floor
Computer
training
T00m

February 24

10:00 - 12:00

Martha Gelhaus,
Communication &
Planning Bureau,

Judy Naber,

Bureau of Local Public
Health,

Joy Harris, CAP
Bureau

“What is Public Health?” Overview (Martha Gelhaus)
Structure of Governmental Public Health in lowa (Judy
Naber) and Public Health Modernization (Joy Harris).
This session is for new employees but if you haven’t
taken it before you are welcome.

Prepare Jowa Learning Management System (LMS)
Enter your log-in ID and password

Click on Course Catalog

Under “Search Text” type in 1172

Under “Search Type” click on “Exact phrase™ and it will

517-518
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your body, this noon-hour class is for you.

Yoga increases flexibility, builds strength, improves
posture and increases mind-body balance. Wear
comfortable clothes.  Class size limited to 10.

To sign up for this class, go to the “S” drive
Look for the folder titled: “Yoga for Health 2 and add
your name and bureau.

After registering on the “S™ drive add the class to your
QOutlook calendar.

March 9

9:00 - 12:00

Stacey Hewitt &
John McMullen

Service Contracts: Finance Bureau training Part 2:

The session will provide an overview of the contracting
process within the department, review the Special
Conditions template, and provide technical assistance for
developing performance measures. Class size limited to
9. Ttis recommended you take Competitive Selection
before taking this class.

Prepare Jowa Learning Management System (LMS)
Enter your log-in ID and password

Click on Course Catalog

Under “Search Text” type in 1164

Under “Search Type™ click on “Exact phrase™ and it will
take you to the course.

After registering on the LMS add the class to your
Outlook calendar.

517
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need to pay $5.00.

Check made out to “Iowa Health System Community
Training Center” and deliver to Marilyn Alger, 5
floor, SW corner after you’ve registered for the class.

Prepare Towa Learning Management System (LMS)
Enter your log-in ID and password

Click on Course Catalog

Under “Search Text” type in 1182

Under “Search Type” click on “Exact phrase™ and it will
take you to the course.

After registering on the LMS add the class to your
Qutlook calendar.

April 6 & 7 33" Annual Governor’s Conference on Substance Polk County
Abuse, sponsored by IDPH. For registration information { Convention
call Training Resources, 515/309-3315. Complex in

Des Moines

April 8 9:00--11:00 Dale Anthony, Computer Literacy: A good training for new employees | 517-518

Information or those who haven’t attended before. Learn about

Management Bureau
Chief

websites, help desk requests, policies related to computer
use at work, record retention, LAN space and more.
Come with your questions about outlook or other
computer related questions.

Prepare lowa Learning Management System (LMS)
Enter your log-in ID and password

Click on Course Catalog

Under “Search Text” type in 1174

Under “Search Type” click on “Exact phrase”
After registering on the LMS add the class to your
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This is the only time this training will be offered this
year.

Prepare Jowa [ .earning Management System (LMS)
Log-in to your LMS account

Click on course catalog

Under “Search Text” type in 1184

Under “Search Type” click on “Exact phrase”

After registering on the LMS add the class to your
Outlook calendar.

May 3 10:00 — 12:00 Various instructors New and Improved Service Contracting Process 517-518
from the Contract
Transformer Team The rumors are TRUE! Come learn about the new
efficiencies, as well as your role and responsibility
related to service contracts. The training will provide an
overview of the new service-contracting process that will
go into effect on July 1, 2010 at IDPH. The new process
is a result of a Kaizen lean event conducted by
representatives from each division, as well as local
partners.
Course # 1246
May 5 12:10-12:50 | Joelle Stolte, “Yoga for Health” — Noon Hour Practice Class 517-518
May 26 Certified Yoga 4 session class.
June 2 Trainer This 3" session includes: May 5, May 26, June 2 and
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Prepare Jowa Learning Management System (LMS)
Enter your log-in ID and password

Click on Course Catalog

Under “Search Text” type in 1248

Under “Search Type” click on “Exact phrase” and it will
take vou to the course.

Once you’ve signed up for the class remember to put it
on your Outlook calendar as a reminder.

If you have questions about the LMS contact Sandra
Lyles, LMS Coordinator.

May 13

10:00 ~ 11:30

Patti Hawxby,
President, Hawkeye
Chapter JAAP and
Administrative
Assistant at Principal
Financial Group

Conquer your Mess! It’s Time for Spring Cleaning
Representatives from the International Association of
Administrative Professionals would like to share ideas
for organizing your office. Does paper account for a lot
of your clutter? Is your email box out of control? Tips
and tricks will be shared on how to manage office papers
and workspace. The 30-day daily filing system will be

presented as well as other electronic filing tricks and tips.

This is the first time this class has been offered!

Prepare lowa Learning Management System (L. MS)
Enter your log-in ID and password

Click on Course Catalog

Under “Search Text” type in 1236

Under “Search Type” click on “Exact phrase” and it will
take you to the course.

After registering on the LMS add the class to your
Qutlook calendar.

517-518
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After registering on the LMS add the class to your
Qutlook calendar.

May 19 9:30-11:30 Various instructors New and Improved Service Contracting Process 517-518
from the Contract ,
Transformer Team The rumors are TRUE! Come learn about the new
efficiencies, as well as your role and responsibility
related to service contracts. The training will provide an
overview of the new service-contracting process that will
go into effect on July 1, 2010 at IDPH. The new process
is a result of a Kaizen lean event conducted by
representatives from each division, as well as local
partners.
Course # 1246
May 27 1:00 - 3:00 Various instructors New and Improved Service Contracting Process Jessie
from the Contract Parker
Transformer Team The rumors are TRUE! Come learn about the new Building,
efficiencies, as well as your role and responsibility Grant Room

related to service contracts. The training will provide an
overview of the new service-contracting process that will
go into effect on July 1, 2010 at IDPH. The new process
is a result of a Kaizen lean event conducted by
representatives from each division, as well as local
partners.

Course # 1246
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Click on Course Catalog

Under “Search Text” type in 1190

Under “Search Type” click on “Exact phrase” and it will
take you to the course.

After registering on the LMS add the class to your
Outlook calendar.

June 7

1:00 - 3:00

Various instructors
from the Contract
Transformer Team

New and Improved Service Contracting Process

The rumors are TRUE! Come learn about the new
efficiencies, as well as your role and responsibility
related to service contracts. The training will provide an
overview of the new service-contracting process that will
g0 into effect on July 1, 2010 at IDPH. The new process
is a result of a Kaizen lean event conducted by
representatives from each division, as well as local
partners.

Course # 1246

517-518

June 8

10:30 - 12:00

Barb Nervig, Agency
Rules Administrator

ABCs of Administrative Rules

Part 1: Rule Making Process

An mntroduction to Administrative Rules, with a
review of department policy and the steps involved in
rule making.

Part 2: Rule Writing Style will be offered June 22.
Part 2 is for employees who write administrative rules.

Prepare Iowa Learning Management System (LMS)

518
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partners.

Course # 1246

June 29

1:30 - 3:00

Joy Harris, IDPH
Modernization
Coordinator

Core Functions & 10 Essential Services of Public
Health. This training is recommended for all new
employees and staff who have not taken it before.
Class size limit:12

Prepare Jowa Learning Management System (LMS
Enter your log-in ID and password

Click on Course Catalog

Under “Search Text” type in 1168

Under “Search Type™ click on “Exact phrase™ and it will
take you to the course.

After registering on the LMS add the class to your
QOutlook calendar.

517-518

July 5

HOLIDAY

HOLIDAY

Independence Day

HOLIDAY

July 7

10:30 - 12:00

Room set up
10:00

Barb Nervig, Agency
Rules Administrator

ABCs of Administrative Rules

Part 2: Rule Writing Style

Specific guidance for writing Administrative Rules
including style, format and the technical document
preparation.

6" floor
computer
ining

room
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Enter your log-in ID and password

Click on Course Catalog

Under “Search Text” type in 1186

Under “Search Type” click on “Exact phrase” and it will
take you to the course.

After registering on the LMS add the class to your
QOutlook calendar.

July 22 9:15-11:30 Ken Sharp, Division | New Employee WELCOME 517-518
Director New employees will receive an invitation for orientation
Marilyn Alger, and will register with Marilyn Alger.
Education Coordinator

August 10 9:00-11:00 Stacey Hewitt & Competitive Selection Documents — This session 517
John McMullen provides specifics on the requirements when purchasing

services for the state. A detailed look at how to prepare
the Request for Proposal (RFP), Request for Application
(RFA), Request for Bid (RFB) documents, including a
review of the template documents and what to plan for
during the selection and evaluation process.

Employees whose job responsibilities include
participation in a service contract process are responsible
for attending the IDPH trainings on Service Contract
Process, Competitive Selection Documents and Service
Contractual Agreements on an annual basis.

Prepare Towa ] earning Management System (LMS
Enter your log-in ID and password
Click on Course Catalog
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August 23

8:30-4:30

John Warming

Introduction to ArcGIS (Geographical Information
Systems). Basic information about what GIS does and
what they can do, introduce the use of ArcGIS software
to produce thematic maps, how to create GIS datasets
from Excel spreadsheets. Course prerequisites: Good
working knowledge of Windows and Excel. There is an
annual user fee to use ArcGIS. Contact John Warming
for more information about the course and the user fee at
281-7993.

Prepare Jowa Learning Management Svstem (LMS)
Enter your log-in ID and password

Click on Course Catalog

Under “Search Text” type in 1166

Under “Search Type™ click on “Exact phrase” and it will
take you to the course.

After registering on the LMS add the class to your
Outlook calendar.

6™ floor
Computer
training
room

September 6

HOLIDAY

HOLIDAY

Labor Day &

HOLIDAY

September
14

9:00~11:00

Stacey Hewitt &
John McMullen

Service Contractual Agreements

This session will provide specifics on the service contract
documents used in the department. A detailed review of
the Special Conditions contract template and provide
technical assistance for developing performance

517
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This is the only time this class will be offered this year,
S0 sign up today.’

Prepare lowa Learning Management System (I MS)
Enter your log-in ID and password

Click on Course Catalog

Under “Search Text” type in 1240

Under “Search Type” click on “Exact phrase™
Remember to add the training to your Qutlook calendar.
After registering on the LMS add the class to your
Qutlook calendar.

To sign up on the LMS, click on the link below:

Prepare Jowa Learning Management System (LMS)
Enter your log-in ID and password

Click on Course Catalog

Under “Search Text” type in 1248

Under “Search Type” click on “Exact phrase” and it will
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Click on Course Catalog

Under “Search Text” type in 1212

Under “Search Type” click on “Exact phrase” and it will
take you to the course.

After registering on the LMS add the class to your
Outlook calendar.

Prepare Jowa Learning Management System (LMS)

Enter your log-in ID and password

Click on Course Catalog

Under “Search Text” type in 1252

Under “Search Type” click on “Exact phrase™ and it will
take you to the course.

After registering on the LMS add the class to your
QOutlook calendar.

October 21

9:15~-11:30

Mary Jones, Deputy
Director

Marilyn Alger,
Education Coordinator

New Employee WELCOME
New employees will receive an invitation for orientation
and will register with Marilyn Alger.

517-518
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HOLIDAY

November HOLIDAY HOLIDAY
11 .
Veteran’s Day [l
November 1:00-3:00 Stacey Hewitt, IDPH Service Contract Process 517
16 Set up, 12:30 John McMullen This training will provide a general overview of the

Room reserved
until 3:30

service-contracting process from start to finish, including
a detailed review of the four phases and the employee’s
roles and responsibilities. The four phases are:
e Development of competitive selection and
contractual agreement
* Proposal submission in response to a competitive
selection document
¢ Evaluation process
» Contractual agreement negotiation and execution
Employees whose job responsibilities include
participation in a service contract process are responsible
to attend the IDPH trainings on Service Contract Process,
Competitive Selection Documents and Service
Contractual Agreements on an annual basis.

To register for this class, go to:

Prepare Towa Learning Management System (LMS)
Enter your log-in ID and password

Click on Course Catalog

Under “Search Text” type in 1282

Under “Search Type” click on “Exact phrase” and it will
take you to the course.

After registering on the LMS add the class to your
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This class is offered once each year.

Prepare Iowa Learning Management System (LMS
Enter your log-in ID and password

Click on Course Catalog

Under “Search Text” type in 1204

Under “Search Type” click on “Exact phrase™ and it will
take you to the course.

After registering on the LMS add the class to your
Outlook calendar.

Enter your log-in ID and password

Click on Course Catalog

Under “Search Text” type in 1176

Under “Search Type” click on “Exact phrase” and it will
take you to the course.

After registering on the LMS add the class to your
Outlook calendar.

517-518
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FY 2010-11 Diversity Progress Plan and Report

rf“?t\gif”:\’{}fﬁ‘}¥‘3*‘§ STATE QF EQWA
« DIVERSITY PLAN AND REPORT
 Affirmative Action/Equal Employment
FY 2010 Progress
FY 2011 Plan

Please provide an update of your department’s annual Diversity/Affirmative Action plan
and report and submit to DAS by July 31%'. Written plans should contain action items
(goals) and time specifications.

DAS will submit a report by September 30'" on the condition of affirmative action,

diversity, and multicultural programs in state agencies. The information you submit will
be included in this report.

Submitting Agency: lowa Department of Public Safety
Division (if applicable):

Person Submitting Report: Tracy Hunt

RECEIVED

SEP 1 7 2010

Please Print Name: Tracy Hunt
Please Sign Name: DEPT. OF
° ADM\N!&?RATNE SERVICES

Phone: (515)725-6250
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FY 2010-11 Diversity Progress Plan and Report

Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual orientation, age, or mental and physical disability in its
employment policies and practices and is an equal employment opportunity and
affirmative action employer.

Please insert any additional statements of policy or commitment to achieving and
maintaining a diverse workforce in your agency:

Administrative Plan

1. How your policy will be implemented:

Supervisor (Hiring Authority) will:

1. Assure that all required action steps in the Department’s hiring process are
followed properly.

2. Receive diversity training and technical hiring process training as deemed
necessary by the Commissioner of Public Safety.

3. Assure that the Position Description Questionnaire accurately reflects the duties
and responsibilities assigned to the vacant position.

4. Develop and/or review interview questions and scoring methods to be used to
conduct interviews.

5. Conduct interviews by establishing an interview panel that has been
appropriately trained.

6. Conduct or oversee reference and background checks as described in policy. (A
background check policy currently exists in non-written form for non-sworn
positions.)

7. Develop recommendations regarding the selection of finalists and job offers.

8. Negotiate provisions of job offer with finalists as directed.

9. Provide the necessary information to departmental HR personnel to code the
Brass Ring applicant tracking system, to process any special pay requests and
hire the employee once background check is complete.

10.Provide interview and hiring documentation listed in records retention policy to
HR for proper retention period.

11. Participate in orientation process by developing and formulating individual
performance plans.
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FY 2010-11 Diversity Progress Plan and Report

12. Perform probationary evaluations on new employees. By six months or earlier (if
need arises.)
13.Determine whether the employee will become permanent or not.

Human Resources Personnel will:
1. Receive diversity and/or technical hiring process training as directed.

2. Provide assistance to Division Directors and Supervisors in order to
facilitate and support the hiring process. This might include:

creation of a new position on HRIS budget permitting

processing the modification of an existing PDQ

upgrading or downgrading an existing position

preparation of communications, lists and forms

data entry into the applicant tracking system

monitoring and handling the contract-driven hiring processes, records
retention

orientation of new employees

¢ advising all employees (at every level) of what is expected of them
throughout the hiring process.

2. Name, job title, and contact information for the responsible EEQ AA official:
Tracy Hunt, Executive Officer 1, (515)725-6250, hunt@dps.state.ia.us

3. Describe your agency’s system for auditing and reporting diversity issues:

When an employee has knowledge of another employee acting in a way that may
violate a citizen's rights, they are to use a system called Blue Team fo report a
complaint. Blue Team is a web-based software application created by CI Technologies
for DPS employees to generate the following reports: use of force/injury; vehicle pursuit;
complaints against DPS employees. The application went on-line for use by DPS
employees effective July 1, 2009.

This policy for Blue Team is attached as Attachment A to this report.

If an employee has a suggestion or an idea for training, they can go to their direct
supervisor or the Plans, Research and Training Bureau to present their thoughts.

4. Indicate how your diversity plan and related communication materials are
distributed to your employees and/or the public. Please provide any relevant links to
your web site or attach a copy of supporting documentation:

3
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FY 2010-11 Diversity Progress Plan and Report

For employees:

The DPS Diversity Progress Plan and Report is posted on Power DMS, an electronic
policy monitoring system. The selection placement policy for sworn employees and non
sworn employees is posted on Power DMS. Both policies are attached.

The public website for DPS jobs is: http://www.dps.state.ia.us/jobs/
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FY 2010-11 Diversity Progress Plan and Report

List your agency’s hiring and promotion practices, outlining any changes to those
practices during the reporting period;

The selection and placement policies for sworn employees and non sworn employees
have been attached to this document. The non sworn placement policy went into effect
on 10/6/09 and the sworn placement policy went into effect on 2/12/09.

FY 2010 Progress:
Human resources personnel have performed duties listed above during fiscal year
2010.

DPS had to eliminate the Recruitment Coordinator’s position due to budget cuts.
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FY 2010-11 Diversity Progress Plan and Report

FY 2011 Plans
(For sworn)

Commissioner of Public Safety:

The Commissioner of Public Safety will review every hire made in which a protected
class applicant was not chosen. The review will ensure the justification behind the hire
is satisfactory.

Bureau Chief-Plans, Research & Training Bureau:

The Bureau Chief is responsible for the overall coordination and execution of the
recruitment and application process. The Bureau Chief is responsible for policy
development and is the direct link from the Peace Officer Application Coordinator to the
Commissioner’s office. The Bureau Chief also serves as a laison to the Division
Directors.

Peace Officer Application Coordinator:

The Peace Officer Application Coordinator (POAC) is responsible for the application
process from job posting/applicant inquiry through hiring or elimination from
consideration. The POAC is the primary contact for individuals applying for a peace
officer position. The POAC administers the testing phases and provides the
Commissioner and Division Directors with ail qualified candidates for review.

(For non-sworn)

Commissioner of Public Safety:

The Commissioner of Public Safety will review every hire made in which a protected
class applicant was not chosen. The review will ensure the justification behind the hire

is satisfactory.
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Outline all steps taken by the agency to increase diversity in the department;

FY 2010 Progress:

In 2010, DPS- Governor's Traffic Safety Bureau (GTSB) contracted with
Creative Visions STEP (Safety Teens Erasing Pain) Youth traffic safety
group to help promote traffic safety. The group performs step routines and
travels within the state and across the nation (at traffic safety conferences)
to reinforce the message about wearing seat belts and not texting while
driving.

In 2010, GTSB set up a booth at /il Make Me A World In lowa, lowa’s
largest African-American cultural celebration, which highlights African-
American arts, culture and contributions through education, awareness
and preservation during an annual enrichment celebration and with
continual educational outreach. Kids visiting the booth created buttons
with bike/rollerblade and traffic safety messages.

GTSB conducted child passenger safety seat checks at the Capitol Park
Family Learning Center in Des Moines, which serves clients from diverse
backgrounds.

GTSB continues to provide child passenger safety seat and safety belt
materials in English and Spanish.

The lowa Department of Public Safety is represented on the State of lowa
Black History Month committee. The Department is actively invalved with
the Governor's office and African-American legislators in theme selection,
entertainment and awards recipients.

In 2010, The lowa Department of Public Safety held a bone-marrow
donation drive and partnered with the Des Moines Chapter of The Links,
Incorporated, an African-American women’s service organization. The
Links, Inc. National Trends and Services facet of Linkages to Life focuses
on the need for African-American donors in organ and tissue transplants

In 2010, Sisters for Success, an African-American group of high school
aged girls, toured the DPS building and a member of DPS PIB provided

7
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FY 2010-11 Diversity Progress Plan and Report

them with recruitment information and discussed the roles of
minorities/women in law enforcement,

FY 2011 Plan:

In 2011, the Des Moines Chapter of The Links, Incorporated- Arts Trend will
partner with the lowa Department of Public Safety in promoting the department’s
poster contests. The DCI’'s Missing Children’s Poster Contest and the State Fire
Marshal Division /lowa Firemen’s Association Fire Prevention Poster Contest.
This partnership with the students from the Edmond’s Academy of Fine Arts, will
allow lowa minority children the opportunity to showcase their art skills, earn
state and national recognition and become exposed to careers in law
enforcement.

Establish teams of DPS employees, including the Commissioner, EO, lowa State
Patrol SEOs, criminalists, fingerprint technicians, members of franscription team,
directors, bureau chiefs, bomb technicians, electrical inspectors, PIB, etc., to go
to targeted elementary and middle schools with minority enrollment of at least
35% and give a job demonstration and talk about the importance of education
and staying out of trouble. This will not yield immediate results, but will get kids
thinking about careers in law enforcement.

Diversity and cuitural training continues to be part of the curriculum for new
employees attending the Academy

First-line supervisors and management receive cultural/diversity training through
leadership classes every two years.

Select employees attended Women Police Training;

Projected training: Jihad and Muslim Culture, Survival Spanish for Law
Enforcement Phase |, 2011 lowa Association of Women Police Training
Conference, Bias-based Policing/Civil Rights training.
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Outline the steps taken by the agency to train employees on diversity-related issues;
FY 2010 Progress:

Diversity Training Completed:

443 employees prior 07-01-2009

520 employees from 7-1-2009 — 12-31-2009

1%t Line Leadership Seminar was held during FY 2010. These are held every 2 years.
This contained Affirmative Action training and 15 Leaders were trained.

Diversity Training and Cultural Sensitivity Courses:

Survival Spanish for Law Enforcement Phase |
Survival Spanish for Law Enforcement Phase |l
Irshad Manji’s Lecture on Islamic Radicals

Mental lliness/ Interaction — PowerDMS (Sworn)
Bias-based Policing — DPS Policy 07-02.08 (Sworn)
Civil Rights Training

Cultural Competence

Understanding Arab Americans

Understanding the Special Needs for the Special Population
Gender Speaks

Hate and Bias Crimes Training

L.atino Crimes and Community Culture

Spanish for Cops Level 1 and Level 2

The AL-Qaeda 20 — Year Plan

Women in the Police Workforce
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2010 lowa Association of Women Police Training Conference

FY 2011 Plan

¢ Diversity and cultural training continues to be part of the curriculum for new
employees attending the Academy

e First-line supervisors and management receive cuitural/diversity training through
leadership classes every two years;

o Select employees attended Women Police Training;

e Projected training: Jihad and Muslim Culture, Survival Spanish for Law
Enforcement Phase |, 2011 lowa Association of Women Police Training
Conference, Bias-based Policing/Civil Rights training.

10
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FY 2010-11 Diversity Progress Plan and Report

Outline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce composition;

FY 2010 Progress:

Division Administrators have reviewed the Applicant Screening Manual and Manager’s
and Supervisor's manual as job opportunities have arisen. During FY 2010, the number
of non sworn job vacancies filled dropped significantly due to budget concerns. As
these vacancies occurred, Division Administrators reviewed the proposals to fill
positions with the Director of Administrative Services. This was especially true in FY
2010 due to the Department of Management approval process for open vacancies to be
filled. Every opening was scrutinized by the Division Administrator and the Director of
Administrative Services to make sure the position was essential to the operation of our
department and to make sure the funding was available and sustainable.

Division Administrators also identified lower level management to develop, modify and
approve PDQ’s as openings or reclassification requests happened, to develop and
approve screening and selection devices, to develop questions for interviews, to utilize
appropriate screening devices and to participate in the interview process.

FY 2011 Plan

For Sworn: The base recruiting strategy remains with innovative programs
implemented for FY 2011. A broader approach to networking throughout the state
will be accomplished with a speaker's program to target professional, civic, military
and other organizations. The FY 2011 recruiting strategy includes pentrating the
high school and middle school market for recruiting and informational purposes. The
addition of "Women in Policing" testimonials on the web site will assist in penetrating
the female market. Recruitment will gradually focus more in Internet social sites such
as MySpace, Facebook, LinkedIn, etc. A pre-application orientation briefing program
has been initiated to reduce no-shows and enhance applicant performance in all
phases of testing. The briefings will be scheduled for key locations in the state with
the most diverse markets.

11
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For Non-Sworn: When the lack of qualified applicants is detrimental to the hiring
process, departmental personnel will work with the DAS-HRE recruiter and other
resources as appropriate in order to fill these positions.

12
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Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in
Section 7.

FY 2010 Progress
e Department has a member on the State Diversity Council;

e The department had a member attend the diversity conference coordinated by
Mosaic (additionally had recruiting booth);

¢ Continuous attendance/observation of state Diversity Council;

FY 2011 Plan

o Developing a cultural celebration library of posters and flyers for use within the
Department and visitors to the DPS building;

e Employees are made aware of diversity and cultural celebrations through the
Department'’s internal newsletter, “The Communicator”:

¢ DPS employees are notified via mass email of projected cultural and diverse
activities throughout central lowa and the state;

e A diversity section is planned for the departmental website.

13
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Attachment A
Topic: Complaints Against Employees; DPS Operating Manual 29-01.01

Summary: Establishes procedure for employees receiving and investigating complaints
against DPS personnel.

Attachment B
Topic: Selection Process — Sworn Officers; DPS Operating Manual 18-01.01

Summary. This policy presents the guidelines for the selection process of sworn
officers in DPS.

Attachment C

Topic: Selection and Placement Process — Non-sworn Personnel; DPS Operating
Manual 18-01.03.

Summary: This policy presents the guidelines for the selection and placement process
of non-sworn personnel in DPS.

14
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Steve E. Bogle, Executive Officer fo the Commissioner, lowa Department of Public Safety

Agency Head, Name and Title (please print)

///ijj/@/é{ jéﬁ}z /"5:“ Ao/

Agency Head Signature Date
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Towa Department of Public Safety

TITLE/SUBJECT: IDENTIFIER: 29-01.02
Complaints Against Employees
TO: A DPS Personnel CC:

RELATED DIRECTIVES/FORMS: DOM 15-01.01, Grievance Procedures;
DOM 29-01.01, Personnel Investigations; DOM 29-01.04, Supervisors® Handling
of Complaints; Rule 3-3, Harassment, Peace Officer Rules

APPLICABLE CALEA STANDARD(S): 52.1.1

General Order
3 Division Order

L} Bureau Order FFEECTIVE DATE: 4-9-2010 REVISION # 1
[} Speciat Order

INSTRUCTIONS: Rescinds and replaces GO 08-120, same Identifier number,
Order No.: 10-40 dated 11-7-2008, and eliminates requirement to report DPS vehicle accidents in

“i,mcc dure Biue Team.

1 Plan APPROVELYBY: .. DATE:
0 Ruefe ;;8” %
Steve E;Bogle, Exécu"t?y tficer to the Commissioner March 21, 2010

L Purpose

The purpose of this policy is to establish procedures for all employees receiving and
investigating complaints against DPS personnel.

1L, Policy

It is the policy of this Department to accept and investigate all complaints of misconduct
promptly and fairly.

III. Definitions

A. Blue Team —a web-based software application created by CI Technologies for DPS
employecs to generate the following reports: use of force/injury; vehicle pursuit; complaints
against DPS employees. The application went on-line for use by DPS employees effective
July 1, 2009,

B. Complaint - An allegation against a Department employee by a fellow employee or a third
party of misconduct with a nexus to their employment,

IV.  Procedure
A. When to initiate a complaint

Employees are required to immediately contact the Professional Standards Burcau (PSB) in
any of the following situations:

I. When an employee has knowledge of another employee acting in a way that may involve
a criminal offense, misconduct, or any violations of departmental rules or orders.

2. When an employee has knowledge of another employee acting in a way that may violate
a citizen's rights.

3. When an employee has knowledge of another employee using unnecessary or excessive
force or misuse of a firearm or other weapon.

DPS Operating Manual
29-01.02 (Revision 1)
Page 1 of 2
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B. Accepting a Complaint

A complaint may be accepted by the Professional Standards Bureau or by any employee. The
following procedures apply when an employee accepts a complaint from a citizen about
another employce:

1.

An employee will immediately record as much information about the complaint as
possible. Do not dispose of this information until a supervisor gives you approval to do
$0.

If the complaint is about a law the Department must enforce or is a matter the Department
has no jurisdiction over or cannot change, the employee may explain this and refer the
complainant fo a person or agency that can respond to the complaint.

3. An employee must never discourage a person {rom lodging a complaint.

Anonymous complaints are to be accepted and investigated in the same way as all other
complaints.

5. Anemployee may tell the complainant that the complaint will be investigated.

6. Immediately after receiving the complaint, complete a report on a Blue Team

COMPLAINT screen. If there are original documents, the Blue Teamn COMPLAINT is
to be completed and all original correspondence mailed directly to:

Professional Standards Bureau
Department of Public Safety
215 B, 7™ Street

Des Moines, Towa 50319

All complaints other than complaints against employees will be recorded and forwarded
to the Division Director or other appropriate authority in a manner as directed by
supetrvision.

DPS Operating Manual
29-01.02 (Revision 1)
Page 2 of 2
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General Order

] Division Order County and Municipal Employees (AFSCME) Collective Bargaining Agreement,
£] Bureau Order Article VH; Iowa United Professionals (1UP) Science Unit Collective Bargaining

1 Special Order

ondernes 09111 APPLICABLE CALEA STANDARD(S): 32.1.1, 32.13, 32.1.4, 32,15, 32.1.6, 32.1.7
B Pt EFFECTIVE DATE: 10-6-2009 REVISION # NEW

an
1 Rute INSTRUCTIONS:

Iowa Department of Public Safety
TITLE/SUBJECT: Selection and Placement IDENTIFIER: 18-01.03
Process - Non-sworn Personnel
TO: AH DPS Personnel CC:

RELATED DIRECTIVES/FORMS: Iowa Code, Chapter 8A; 11 Towa
Administrative Code, Chapters 54, 55, 56 and 57; American Federation of State,

Agreement, Article VII

AP%??W | DATE:

Steve E, Bogle, Exécutive Officer to the Commissioner | Octobet 6, 2009

I1,

11T,

Purpose

The purpose of this policy is to establish guidelines for the selection and placement of non-sworn
personnel in the Department.

Policy

It is the policy of this Department to select and place qualified applicants in vacant non-sworn
positions in the Department in accordance with applicable federal and state law, administrative
law, collective bargaining agreements, and recognized employment standards.

General

A.

The Human Resources Enterprise of the Towa Department of Administrative Services (DAS-
HRE) is authorized to administer the affirmative action and equal employment opportunity
(AA/EEQ) programs for the Executive Branch of Towa state government, including the lowa
Depattment of Public Safety for non-sworn positions. [t is the policy of this state to provide
equal opportunity in state employment to all persons. An individual shall not be denied equal
access to state employment opportunities because of race, creed, color, religion, national
origin, sex, age, or physical or mental disability.

All applicants for vacant positions in the Department shall be considered in a fair and
consistent manner in accordance with established policy. An applicant shall not be disqualified
from a hiring process during initial screening unless it is established and documented that the
applicant does not meet the minimum employment criteria for the Department or the particular
position.

The selection process for fitling vacancies for non-sworn personnel in this Department is based
on the listing of eligible candidates, known as the Requisition. This is generated by DAS-HRE,

1. The Requisition contains a listing of candidates who have been certified as qualifying and
eligible for the vacancy to be filled. An applicant for an open position must appear on the
Requisition before he/she can be considered for employment.

2. The Requisition may contain applicants who are current permanent non-swoin Depatriment
employees (aka intra-agency promotional applicant eligible fist), current permanent state

DPS Operating Manual
18-01.03
Page 1 of 7
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employees (aka interagency promotional applicant eligible list), not currently employed in a
non-sworn position in state government (aka external or all applicant eligible list), and
combinations thereof.

3. If it has been determined that the position to be filled is underutilized for certain protected job
classes (race, sex or disability), then applicants who meet the criteria for an underutilized
class will be identified on the Requisition.

4. Race, sex, or disability is to be included as one factor to be considered in the hiring process
where the Department is underutilized and has applicable affirmative action hiring goals.

D. All vacant positions that are to be filled shall be posted for application for specified time
periods. The posting shall include any special requirements, known as selectives, and shall
contain a notice indicating that a final offer of employment will not be made until an applicant
has successfully undergone a background investigation appropriate for that position. Selectives
must be pre-approved by DAS HRE before their use in a job posting as they become part of the
initial screening tool used by DAS HRE to determine initial eligibility,

E. Candidates must meet the Minimum Employment Qualifications For Non-Sworn Positions as
published in DPS Form 84.

F. A conditional offer of employment is required of applicants who are not already employed by
the Department. The condition to be satisfied is the successful completion of a background
investigation at the level designated in the background investigation policy.

G. All application materials containing individually identifiable personal information shall be
stored in a secure area when not being used.

1V.  Procedure

RESPONSIBLE PARTY REQUIRED ACTION NOTE/COMMENT
Supervisor of vacant 1. When a vacancy occurs, contact division
position director requesting approval to fill vacant

position.

Division Director/Designee | 2. Review proposal to fill vacancy to assure

that the organizational needs of the
Department would be met in terms of job
design, reporting relationship, and funding
authority. Meet with Director of
Administrative Services Division to
secure approval from Department of
Management and DAS HRE and to
determine available funding,

3. Notify supervisor of vacant position to
proceed or not proceed with filling the

vacancy.
Supervisor of vacant 4. Determine the type of posting to be done | See DAS STEPS IN THE
position (intra-agency, interagency, open). HIRING PROCESS

Document all actions. CEN 552-0492 (hyperlink)

5. If a current position description
questionnaire (PDQ) is not on file for the
position, complete a new PDQ for the

DPS Operating Manual
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position.

Contact HR — ASD to provide summary
of the job duties of the position for use in
the job posting. Include all selectives.

HR - ASD

Provide all of the applicable services
listed below:
» create a new position on HR system,
if applicable
= submit new/modified PDQ to DAS —
HRE, if applicable
« reclassify an existing position, if
applicable
« prepare job posting
» request requisition from the applicant
tracking system _
= monitor and ensure compliance with
the contract-driven hiring processes,
records retention
» advise supervisors (at every level) of
what is expected of them throughout
the hiring process.
« provide requisition to supervisor of
vacant position

Supervisor of vacant
position

Review requisition with HR — ASD to
determine next actions. Document alf
actions,

Develop scoring methods/criteria for the

initial screening of applicants to determine
interview pool, Using this criteria, identify
the applicants who will be interviewed for

‘the position.

10.

Notify and schedule the applicants to be
interviewed. Include elements in the
selection process and the estimated time
frame(s) of the selection process.

Notification may be made by
e-mail (if address available) or
by mail. Interview scheduling
may be facilitated by phone.

11

Notify applicants not offered an interview
that they may reapply for future job
postings.

Notification by e-mail can be
facilitated through the DAS
application system
administered by the DPS
Human Resources Office.
Mailing addresses will be
provided for those not having
e-mail addresses, Use language
from not chosen to interview

letter (ASD Form 6).

DPS Operating Manual
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12,

Develop and/or review interview
questions and scoring methods to be used
to conduct interviews,

A scoring form for non-sworn
applicants (TASD Form 9) is
available on PowerDMS if one
is not available in the hiring
division,

13.

Identify at least two other interviewers to
work on the oral interview team.

A minimum of three
interviewers with knowledge
of the position to be filled
should sit on each team. For
consistency, it is best for team
members to conduct all
applicant interviews.

14, Conduct interviews. Use an interview See Applicant Screening
score sheet (ASD Form 9) as one of the Manua! (hyperlink) for proper
evaluation tools. interview protocol including

the use of standardized
questions, inappropriate
questions, etc,

A score sheet different from
ASD Form 9 may be used.

[5. Based on the scores of the interviewers,
determine the rank order of those
interviewed.

16. Consult with Division Director/Designee

to determine if further interviews are
needed (return to Step 10) or proceed to
next step.

17.

If selected applicant is a current
Deparimental employee and all selectives
have been met and there will be no further
background investigation, then proceed to
Step 27.b).

Determine date that new job
begins, shared duties during
the interim, and new rate of
pay. Provide for necessary
reasonable accommodations.

18.

if selected applicant is a current
Departmental employee and there are
selectives to be verified and/or the
background investigation is to be updated,
execute a conditional offer depending on
additional qualifications letter (ASD Form
2) to the applicant, Proceed to Step 21.

19. If selected applicant is not a current Steps 18 and 19 may be
Departmental employee, execute a combined if that provides a
conditional offer letter (ASD Form 3) to more timely method to collect
the applicant. all materials.

20. If selected applicant(s) is(are) not a Instruct the applicant to return

current Depattmental employee, send DPS

all completed materials to the

DPS Operating Manual
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application (DPS Form 80) and pre-
employment questionnaire (DPS Form 81)
to each applicant to whom a conditional
offer of employment was tendered.

office of the supervisor of the
vacant position,

21,

Assemble applicant materials into packet
that will be basis for the background
investigation. Forward to the Training and
Recruitment Bureau for background
investigation assignment/processing.

If a specific background officer
has already been identified,
advise the Training and
Recruitment Bureau at this
step.

Training and Rectruitment
Bureau

22,

Initiate the background investigation as
per DPS policy DOM 18-02.01. Send
packet to the assigned background
investigation officer.

Assigned background
investigation officer

23,

Conduct background investigation.
Coordinate all elements of the
investigation as per DPS Policy DOM 18-
02.01,

24,

Return all elements of the completed
background investigation to the Training
and Recruitment Bureau.

Training and Recruitment
Bureau

23,

Review the completed background
investigation as per DPS Policy DOM 18-
02.01. Resolve any issues/questions with
the investigator.

26.

Return the completed background
investigation to the supervisor of the
vacant position.

Supervisor of vacant
position

27.

a) Review completed background
investigation verifying that all criteria for
the vacant position have been met,

b) Consuit with Division Director/
Designee to make final decision.

Division Director/Designee

28.

If the applicant is acceptable, direct a final
offer of employment to be made.

29,

If the applicant is not acceptable, direct
the rejection of the applicant.

30.

Direct the supervisor of the vacant
position fo return to Step 16,

Supervisor of vacant
position

3L

Confer with ASD — HR to determine the
elements for the job offer (start date, rate
of pay, reasonable accommodations, etc.)

32,

Write final offer letter (ASD Form 4).

Include provisions of job offer
(start date, rate of pay,
reasonable accommodations,

DPS Operating Manual
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etc.).

33. Tender final offer of employment.

34, Accept signed offer of employment.
Notify Division Director/Designee.

35. Notify unsuccessful applicants that they
have not been selected using the failed the
background letter (ASD Form 5), if
applicable, or the interviewed but not
hived letter (ASD Form 7).

Generally done in writing,
Provide encouragement to
those who showed promise.
Notify those who are
interviewed but not hired that
they may reapply for future job
postings.

36. Provide the following documentation to
HR - ASD:

1} signed final offer of employment,

2} all interview materials (question lists,
score sheets, efc.),

3) coded DAS — GSE requisition,

4) hiring decision justification {ASD
Form 8),

5) special pay requests (if applicable),

6) Employee Personnel Action
Authorization (DPS Form 49) and other
documentation pertinent to the
application process with the exception
of background investigations, medical
and psychological repotts.

Documentation of interviews
will be retained by HR — ASD
for three years,

This includes selected and non-
selected candidate
documentation.

37. Forward background investigations and, if
applicable, medical and psychological
reports of applicants to the Training and
Recruitment Bureau.

This includes selected and non-
selected candidate records.

HR - ASD

38. Determine if this was a hire in which a
protected class applicant was not selected.
If yes, forward information to the
Commissionei/Designee.

39. Code Brass Ring system.

« Brass Ring is an applicant
tracking system used by the

State of lowa, administered by
the Towa Department of
Administrative Services.

» This includes selected and
non-selected candidate
documentation.

40. Assemble and file appropriate
documentation in the hiring process.
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41.

Maintain application hiring process
information received from the supervisor
of the vacant position on file for the
remainder of the year of occurrence plus
three years, then destroy.

Documents to be destroyed
shall be shredded.

This includes selected and
non-selected candidate
materials,

Training and Recruitment
Bureau

42,

For applicants who are hired:

» maintain background investigations
indefinitely.

» maintain medical and psychological
reports for the remainder of the year of
hire plus one year, then destroy.

Documents to be destroyed
shall be shredded.

43,

For applicants who are not hired:

» maintain background investigations for
the remainder of the year of application
plus three years.

« destroy medical and psychological
reports when it has been determined that
the applicant is not being hired.

Commissioner/Designee

44,

Review every hire made in which an
identified protected class applicant was
not chosen.

The review will ensure that
the hiring decision
Jjustification is satisfactory.
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Iowa Department of Public Safety
TITLE/SUBJECT: IDENTIFIER: 18-01.01
Selection Process - Sworn Officers
TO: AllDPS Personnel CC:
RELATED DIRECTIVES/FORMS: 501 fowa Administrative Code
General Order APPLICABLE CALEA STANDARD(S):
8 gl‘]‘::“::’gﬂffr 32.1.1,32,1.2,32.1.3,32.1.4, 32.1.5, 32.2.1, 32.2.2, 32.2.4, 32.2.5, 32.2.6, 32.2.7,
1 Speeial Order 32.2.8
09-16 EFFECTIVE DATE: 2-12-2009 REVISION #: NEW
OrderNo« D27 INSTRUCTIONS:
B Procedure . N
L Mo APPROVED BY: , Zﬂ v DATE:
Steve L. Bogle, Executive Officer to the Commissioner | February 9, 2009
I, Purpose

The purpose of this policy is to establish guidelines for the selection process of sworn officers of
the department. This directive will describe the elements and activities of the sworn selection
process, including rating criteria and minimum qualifications.

I1. Policy

It is the policy of this Department to adhere to a selection process which identifies the most
qualified individuals for hire into sworn officer positions. The department will administer,
evaluate, score and interpret the selection process in a uniform manner for all applicants.

II1.Procedure

A. Minimum Employment Qualifications to Be Considered for Employment as a Peace Officer
for the Towa Department of Public Safety.

There shall be strict adherence to the following minimum qualifications. No exceptions will be
made. Applicants not meeting or maintaining these minimum standards throughout the entire
selection process will not be considered for employment as a peace officer with the Iowa
Depattment of Public Safety.

1. Anapplicant must be a citizen of the United States.

2. An applicant does NOT have to be a resident of lowa to apply. Residence is required at
time of employment.

3. For the position of State Patrol Officer (Capitol Complex), an applicant must be at least
cighteen (18) years of age af time of hire.

4, For the position of Trooper, Fire Inspector, Gaming Enforcement Officer and Special
Agent, applicants must be at least twenty-two (22) years of age upon graduation from the
Iowa Department of Public Safety Academy.

5. Applicants for the position of State Patrol Officer, Trooper, Fire Inspector, and Gaming
Enforcement Officer must possess a high school diploma or a GED.

6. Applicants for a position as a Special Agent with the Division of Criminal Investigation or
Division of Narcotics Enforcement must possess a Bachelor of Arts/Science degree from
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an accredited college or university, preferably in criminal justice, political science,
business, social science, accounting or other related fields; or have three (3) years of law
enforcement experience as a sworn federal, state, or local police officer and at least sixty
(60) semester hours (or equivalent quarter hours), or hold an Associate in Arts degree from
an accredited college or university; or have five (5) years of law enforcement experience as
a sworn federal, state, or local peace officer.

Applicants for a position as a Special Agent (Arson Investigator) with the State Fire
Marshal Division must possess a Bachelor of Arts/Science degree from an accredited
college or university, preferably in fire science, criminal justice, political science, business,
social science, or other related fields; or have three (3) years of law enforcement
experience as a sworn federal, state, or local peace officer or three (3) years experience as a
full-time, paid, professional firefighter with an organized federal, state, local or military
fire department or seven (7) years fire-fighting experience with an organized volunteer fire
department and at least sixty (60) semester hours or equivalent quarter hours at an
accredited college or university; or have five (5) years of law enforcement experience as a
sworn federal, state, or local peace officer, or five (5) years experience as a full-time, paid,
professional firefighter or fire officer with an organized federal, state, local or military fire
department.

An applicant who will become an officer is required to be in acceptable physical and
mental condition in order to perform his/her duties under physically demanding conditions.
An applicant cannot be appointed as a peace officer until the applicant has passed a
satisfactory physical and mental examination. The following specific requirements must be
met and maintained throughout the entire selection process:

a) Uncorrected vision is no worse than 20/100 in each eye, corrected to 20/20 in each eye.
b) Normal color vision.

¢) Normal hearing in each ear. Hearing aids are acceptable if a candidate can demonstrate
sufficient hearing proficiency to perform all necessary duties of a law enforcement
officer. Hearing is considered normal when hearing sensitivity thresholds are within 25
decibels measured at 1000 Hz, 2000 Hz, and 3000 Hz averaged together.

Applicants must possess a valid driver’s license. All information contained in an
applicant’s driving record will be evaluated. An applicant will not _be considered for
employment if: '

a) Driving privileges have been suspended, canceled or revoked in the three (3) years
prior to the receipt of their application due to a moving traffic violation(s). These
violations include, but are not limited to, driving while intoxicated, suspended, revoked
or barred. Other suspensions, cancellations or revocations will be evaluated.

b) Convicted of five (5) moving violations in the three (3) years prior to the receipt of
their application.

An applicant must be of good moral character, which means that he or she can be trusted
and is considered by those who know him/her to be a person of good reputation and good
standing in the community. When conduct is of a nature that, if known, would tend to
discredit the applicant as a peace officer, the applicant will not be employed. The character
of a person is determined by many factors are relevant in this assessment, The Department
seeks applicants whose histories show good judgment, maturity, a sense of responsibility,
and the respect of others. Factors will be considered include but are not limited to:

DPS Operating Manual
18-01.01
Page 2 0f 5

496




Appendix E

a) Conviction or commission of a felony (as defined by lowa law) will disqualify an
applicant.

b) Conviction or commission of an aggravated misdemeanor (as defined by lowa law),
less than 5 years ago will disqualify an applicant. Conviction or commission of an
aggravated misdemeanor more than 5 years ago will be evaluated.

¢) Conviction or commission of a serious misdemeanor (as defined by Towa law), less
than 2 years ago will disqualify an applicant. Conviction or commission of a serious
misdemeanor more than 2 years ago will be evaluated.

d) Conviction of domestic assault, child abuse, or other conviction resulting from
domestic or child abuse will disqualify an applicant.

¢) A consistent pattern of unexplained failures to meet debt obligations will be evaluated.

f) An applicant who gives false or misleading information to the Department at any time
during the application process may be disqualified.

g) History of excessive use of alcohol will be evaluated.
h) Unlawful sale of ANY controlied substance will disqualify an applicant.

i} An applicant who has used any illegal drug while employed in any law enforcement or
prosecutorial position, or while employed in a position which carries with it a high level
of responsibility or public frust, will be found unsuitable for employment.

j) An applicant who is discovered to have misrepresented his/her drug history in
completing the application will be found unsuitable for employment.

k) An applicant who has used any illegal drug (including anabolic steroids after February
27, 1991), other than marijuana, within the last ten years or more than five times in
one’s life will be found unsuitable for employment.

1) An applicant who has used marijuana within the past two years, or used marijuana more
than a total of 15 times in one’s life will be found unsuitable for employment.

11. Other conduct not specified will be evaluated.

Minimum Qualification Screening: Applicants who believe they meet the Department minimum
qualifications are required to provide their name, DOB, address, driver’s license and social security
information. The Peace Officer Applicant Coordinator then verifies eligibility for employment by
coordinating a computerized record search (driver’s license and criminal history) for each applicant. All
applicants meeting the minimum qualifications screening will be invited to complete the physical fitness
assessment, Applicants are provided with the formal application materials following the minimum
qualifications screening. The completed application material along with citizenship verification and
educational transcripts are required when the applicant appears in person to complete the physical
fitness assessment. Applicants are instructed to view the Department’s sclection process, anticipated
hiring date and our policy concerning reapplication on the Departmental website: www.dps.state.ia.us.

Physical Fitness Assessment: The physical fithess assessment consists of sit-ups, push-ups, a stretch &
reach test (flexibility), and a 1.5 mile tun. The physical fitness assessment is required in accordance
with the Iowa Law Enforcement Academy under Chapter 501 IAC. Applicants passing the physical
fitness assessment will be permitted to advance to the written exam.

Each applicant must pass the Police Officer Selection Test (POST). The POST is a timed police
aptitude test divided into four sections. The specific sections are: basic arithmetic, reading
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comprehension, grammat/spelling/punctuation, and writing skills. Applicants cannot score less than
70% on any of the four sections of the test and the overall average must be 80% or greater, The POST
is required in accordance with the Towa Law Enforcement Academy under Chapter 561 TIAC.

After successfully completing the physical fitness assessment and the written exam, applicants will
receive a total score at the conclusion of the physical assessment and POST exam. The total score is
based upon the physical fitness assessment total points, written test average and veteran’s points if
applicable. Applicants are required to have a minimum of 85 total points in order to advance to the oral
board interview.

Example # 1- Applicant J. Smith
Physical Assessment = 6 points
Written Exam Average 85 % = 85 points

Veteran’s Points = S points
Total Points = 96 points

Applicant J. Smith advances.

Example # 2 — Applicant J. Doe
Physical Assessment = 4 points
Written Exam Average 80% = 80 points

Veteran’s Points = 0 points
Total Points = 84 points

Applicant J. Doe does not advance.

Veteran’s points are awarded in accordance with Towa law. Five points will be awarded to applicants
for active service during specific dates set forth in the Code of lowa. Ten points will be awarded to
applicants with a service related disability which occurred during the same dates set forth in the
guidelines.  Additional information about veteran’s points can be found on on-line at URL:
http://www.dps.state.ia.us/jobs/Veterans_Points.pdf.

Oral Board Interview: Each applicant advancing to the oral board interview phase will be interviewed
and evaluated by a panel of three sworn officers from the Department. Officers selected as interviewers
must first complete training provided by the Peace Officer Applicant Coordinator. The training
curticulum is approved by the Department of Administrative Services-Human Resource Enterprise. A
standard list of questions is used for every applicant. The questions have also been reviewed and
approved by the Department of Administrative Services-Human Resource Enterprise. Applicants are
scored individually by cach of the interviewers. The average of the combined scores becomes the
applicant’s final interview score. The scoring range for the oral interview is zero to four, All applicants
with a score of 2.0 or higher are offered a Conditional Offer of Employment and advance to the
polygraph evaluation.

Polygraph Evaluation: Applicants accepting the conditional offer of employment are scheduled for a
polygraph evaluation. Prior to the examination, each applicant is provided a questionnaire. The
questionnaire must be completed prior to the polygraph evaluation by each applicant and provided to the
polygraph evaluator, The questions asked during the polygraph evaluation are consistent for each
applicant and taken directly from the pre-examination questionnaire. During the polygraph evaluation,
information on all applicant materials and oral board responses will be verified. Emphasis is placed on
illegal drug use/abuse, detected and undetected criminal conduct, and misrepresentation of information
given during the previous test phases. Applicants are not eliminated during the polygraph evaluation
phase based upon any response or omissions unless the applicant willingly acknowledges a violation of
the Department’s Minimum Qualifications. All applicants meeting the minimum qualifications
following the polygraph evaluation are scheduled for the next test phases.

Psychological Fitness Examination & Medical Examinations: In accordance with the Iowa Law
Enforcement Academy and Chapter 501 IAC. Applicants are required to complete the Minnesota
Multi-Phasic Personality Inventory, (MMPI), mental examination and medical examination. Applicants
are scheduled with a psychologist chosen by the Department where the MMPI is scored and other
information evaluated. The psychologist will make a hiring recommendation based on the results of the
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MMPI and the interview/examination. A medical examination is scheduled with a medical doctor at the
direction of the Department, The physician will determine if the applicant is physically able to perform
the duties of a law enforcement officer as described in the peace officer job descriptions and minimum
qualifications. Applicants meeting the minimum qualifications of the psychological and medical
examinations advance in the selection process.

Divisional Review/Background Investigation: Once an applicant has completed all test/evaluation
requirements described previously in this directive, the applicant’s entire application packet is delivered
to the Division Director/designee of the applicant’s choice for review and background investigation.
The Division Director/designee is responsible for the review of all interested applicants and the
subsequent background investigation. When a Division Director/designee eliminates an applicant from
consideration, a written justification is provided to the Peace Officer Applicant Coordinator, The
written justification remains with the Applicant’s employment materials. In the event Applicants are
interested in more than one Division within the Department, they are routed to additional Division
Directors/designees until the Applicant’s preferences are satisfied. All sworn officers of the Department
use a standardized background investigation form to ensure a complete and uniform investigation. All
sworn officers in the department receive standardized basic training in the completion of background
investigations,

Final Offer of Employment: An offer of employment as a peace officer candidate is made at the
direction of the Commissioner of the Department of Public Safety. The selection process is completed
for all applicants prior to the selection of peace officer candidates. Selected applicants are notified in
writing of their selection as a peace officer candidate.

Applicants not selected for employment as a peace officer candidate are notified in writing at the
conclusion of the seclection process. Additionally, after each pre-employment test phase, those
applicants failing to meet the required standard are notified in writing. All unsuccessful applicants are
encoutaged to re-apply if they meet the minimum qualifications of a peace officer candidate.
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FY 2010-11 Diversity Progress Plan and Report

| Hllmwc;,fpaomou'é _ STATE OF IOWA

DIVERSITY PLAN AND REPORT
Affirmative Action/Equal Employment
FY 2010 Progress

FY 2011 Plan

pori

Please provide an update of your department's annual Diversity/Affirmative Action plan
and report and submit to DAS by July 31%t, Wiritten plans should contain action items
(goals) and time specifications.

DAS wili submit a report by September 30™ on the condition of affirmative action,
diversity, and multicultural programs in state agencies. The information you submit wili
be included in this report.

Submitting Agency: Revenue

Division (if applicable):

Person Submitting Report: Karen Cram
Please Print Name: Karen Cram

Please Sign Name;

Phone: 515 281-5045
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Policy Statement

The State prohibits discrimination on the basis of race, creed, color, religion, national
origin, sex and sexual arientation, age, or mental and physical disability in its
employment policies and practices and is an equal empioyment opportunity and
affirmative action employer.

Please insert any additional statements of policy or commitment to achieving and
maintaining a diverse workforce in your agency:

The Department is committed to fostering a welcoming, safe environment inclusive in its understanding
and integration across multiple dimensions of diversity to allow employees to maximize their potential,
productivity and job satisfaction. This includes but is not limited to: providing Diversity training to
employees and supervisors; continuing to ensure ADA accommodations and interpretation services are
provided to our applicants, employees and customers when requested; continuing to have hiring
supervisors work with Internal Services to expand affirmative recruiting strategies depending on the
nature, level and location of the vacancy and reviewing selection decisions prior to hiring offers;
continuing use of an annual employee satisfaction survey and addressing problem areas identified;
continuing use of a workforce planning survey allowing employees to voluntarily identify projected
retirement dates; revising the exit interview forms to identify if any employees are leaving due to
perceived insensitivity to diversity issues and continuing involvement with the State Strategic
Recruitment Committee.

Administrative Plan

1. How your policy will be implemented:
Revenue managers and supervisors are responsible for ensuring their personnel practices and
workplace are harassment and discrimination free. The Employee Resource team advises and
assists the managers and supervisors. The Internal Service’s Division Administrator is accountable to
the Director for the overall development and implementation of the diversity program.

2. Name, job title, and contact information for the responsible EEO AA official:
Karen Cram, Executive Offlcer 1, 281-5045 and Roger Stirler, Public Service Executive 5, 281-4908

3. Describe your agency'’s system for auditing and reporting diversity issues:
All hiring supervisors must review their hiring decisions with the Internal Services Administrator
prior to extending an offer for employment. The discussion surrounds the applicant pool,
underutilization for the class, and other factors. All departing employees are given an exit interview
questionnaire that they are encouraged to complete and return. They are also afforded the
opportunity to have an exit interview with the Internal Services Administrator.
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4. Indicate how your diversity plan and related communication materials are
distributed to your employees and/for the public. Please provide any relevant links to
your web site or attach a copy of supporting documentation:

The diversity plan is on the DAS website as are annual reports contained within the Diversity and
Affirmative Action in lowa Report that is also on the DAS website. Recruitment materials and job
postings all contain the EOE Employer statement. The Employee Handbook contains the State of jowa
Equal Opportunity, Affirmative )\ction, and Anti-Discrimination policy and is addressed in al! new
employee orientations. All Revenue work locations contain the “Equal Employment Opportunity is THE
LAW’ and the “Federal Equal Employment Opportunity Law” posters.
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List your agency’s hiring and promotion practices, outlining any changes to those
practices during the reporting period;

The hiring and promotional practices of the Department of Revenue follow the
guidelines outlined in the DAS “Applicant Screening Manual.”

FY 2010 Progress

The Department developed and received approval for a SERIP Vacancy plan to be implemented
in FY11.

The Department worked with our DAS-HRE personnel officer to develop resume screening
criteria for two Info Tech Support Worker 1 vacancies filled this year.

A new sample hiring offer/acceptance form was developed for department use. A new
“Checklist for Hiring File Content” was developed to ensure proper documentation is available
in the fites for all department hires.

FY 2011 Plans

The Department plans to continue seeking guidance from our personnel officer on
development of resume screening criteria when filling positions.

As noted in Section 5, the Department plans to resume some recruitment activities particularly
if the job class is underutilized to increase the opportunities for a diverse workplace.
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Outline all steps taken by the agency to increase diversity in the department;

FY 2010 Progress

Due to budgetary issues, mandatory unpaid days off, no hiring, and no temporary
staff, most employees were temporarily assigned to process income tax returns,
so the diversity program was primarily limited to providing the DAS-HRE diversity
class to the remaining 75 employees who had not attended class the prior fiscal
year and a few other items outlined in other sections of this report,

Primarily due to the early retirement program, 81 employees left the Department
in  FY 10. Only 3 new hires and 1 promotion occurred in FY10. Of the 3 new
hires, one minority employee was hired into a job class underutilized for
minorities and 1 person with a disability was hired.,

FY 2011 Plan

The Department plans to resume some recruitment activities to ensure that a
diverse candidate pool is available. The Internal Services Administrator will
discuss each position with the hiring supervisor to talk about diversity,
underutilization, and to review screening criteria and interview questions for
applicability to the job class.
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Outline the steps taken by the agency to train employees on diversity-related issues;

FY 2010 Progress

77 employees who had not taken the class in FY2009 attended the “Unleashing
the Power of Diversity” class. Two of the three new hires attended the class,
while the most recent new hire in June (2010} is enrolled in an upcoming session.
Diversity issues were discussed with all managers and supervisors at their semi-
annual meeting in November 2009. This was a follow-up to monthly meetings on
a variety of topics that were held in the previous year.

FY 2011 Plan

New employees will continue to be enrolled in the “Unleashing the Power of
Diversity” class.

If additional diversity training is offered by DAS for supervisors and managers, all
will be enrolled.
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Qutline how the agency intends to increase diversity among its staff in the next year,
based upon the number of anticipated hiring opportunities, SERIP replacements and
current workforce composition;

FY 2010 Progress

Due primarily to the early retirement programs, eighty-one employees left the
Department this fiscal year, Budgetary constraints reduced the number of new
hires to three and one employee was promoted. Of the three new hires, one
minority employee was hired into an underutilized job class and one person with
a disability was hired. We also contacted Vocational Rehabilitation when we
were searching for temporary employees to the tax season and had them refer
potential temporary workers.

FY 2011 Pian

The Department plans to resume recruitment efforts that were suspended in
FY10 due to no hiring opportunities.

While the Department has no preferential underutilization for females or
minorities, the Department is underutilized for persons with disabilities. The
Department will notify additional organizations serving clients with disabilities of
hiring opportunities with Revenue as specific positions are open for application.
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Describe any other efforts undertaken by the agency during the reporting period to
encourage workplace diversity. If you would like to provide any additional information
as an attachment, please identify the topic of the document and a brief summary in
Section 7.

FY 2010 Progress

Employees are invited to submit articles about their cultural
heritage/background/travels for our bimonthly newsletter.

Employees participated in the State of lowa booth at the CelebrAsian Festival.

FY 2011 Plan

Employees will continue to be encouraged to participate in community cultural
events,

To promote diversity awareness, we also encourage staff to submit diversity
related articles and ideas for our employee newsletter and for our lobby display
case,
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Attachment A
Topic

Summary

Attachment B
Topic

Summary

Attachment C

Topic

Summary
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Mark A, Sahut\‘nﬂ, Director

Agency Head, Name and Title (please print)

//%/wam g”//d

Age cy Head Signature Date

10
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MicHAEL A. MAURO
SECRETARY OF STATE

Lucas BuiLping, 18T FLooR
DEs Moinks, IA 50319

OFFICE OF THE IoWA SECRETARY OF STATE

November 22, 2010

Bill West

DAS ~ HRE

Lucas State Office Building
Des Moines lowa 50319
RE: Diversity

Dear Bill:

It is the policy of the Secretary of State’s Office to adhere to the State of lowa Equal Opportunity,
Affirmative Action, and Anti-Discrimination Policy for Executive Branch Employees.

The Secretary of State’s Office recruits broadly when possible and employees are encouraged to attend
training and events to gain cultural awareness to promote respect and inclusiveness for co-workers and
customers.

Please let me know if you need additional information.

Sincerely,

Ann Clary
Personnel Assistant

Phone 515-281-5204 Fax 515-242-5953 www.sos.state.ia.us sos@sos.state.ia.us
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e ‘8{,\ lowa Department of Transportation
g®’ Policies and Procedures Manual

Title Policy No.
Equal Employment Opportunity and Affirmative Action 230.03
Responsible Office Related Policies and Procedures

Director's Staff Division 230.02, 230.08, 230.09, 230.10
Effective/Revision Dates Approval(s)

9-1-76/ 12-5-05 Mary Christy

Authority: Director of the Director's Staff Division.

Contents: This policy prohibits unlawful discrimination, discriminatory harassment and sexual
harassment and establishes employee responsibilities for equal employment opportunity and
affirmative action.

Affected Offices: All

Who to Contact for Policy Questions: Affirmative Action Officer in the Director's Staff Division;
telephone 515-239-1102.

Definitions:

Affirmative action - Positive action appropriate to overcome the documented effects of past or
present practices, policies or other barriers to equal employment opportunity.

Affirmative action appointment - Selection of a protected class applicant when:
» The position is in a job class that has been documented as underutilized for a protected
class, and
» The applicant possesses the skills and abilities identified in the essential functions for the
position.

Affirmative Action Officer - The position in the Department, organizationally placed in the
Director's Staff Division, that oversees the DOT's equal employment opportunity and
affirmative action programs, efforts and progress.

Alternative dispute resolution process - An informal procedure to assist parties with fashioning
an agreement that mitigates areas of conflict.

Discriminatory harassment - Adverse treatment of an employee or a group of employees,
whether intentional or unintentional, based on such characteristics as race, religion, national
origin, sex, color, creed, mental or physical disability, or age.

EEO/AA complaint - Any oral or written report or observation alleging a violation of this policy.
Equal employment opportunity - Prohibition against unlawful discrimination in employment
policies and practices on the basis of race, religion, national origin, sex, color, creed, mental
or physical disability, or age.
Protected classes -
» Ethnic minorities. Persons having origins in any of the following--African racial groups
(Blacks); Spanish cultural groups (Hispanic); original North American racial groups

(American Indian or Alaskan native); or Far Eastern, Southeast Asian, Indian, or Pacific
Island groups (Asian or Pacific Islander).
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« Women.

» Persons with disabilities. Persons who a) have a physical or mental impairment that
substantially limits one or more major life activities, b) have a record of such an
impairment, or c) are regarded as having such an impairment.

» Persons age 18 or older.

Reasonable accommodation: A modification or adjustment to a job, an employment practice, or
work environment that makes it possible for an individual with a disability to enjoy the
benefits and privileges of employment equal to those enjoyed by individuals without
disabilities, as long as such accommodation does not cause an undue hardship for the
Department.

Sexual harassment - Any act that uses sexual submission or rejection as a condition of
employment, or conduct of a sexual nature that interferes with an employee's work
performance by creating an intimidating, hostile or offensive work environment.

Underutilized class - Comparison of the composition of the Department's workforce to the
availability of females, minorities, and persons with disabilities within the relevant labor
market. When employment of specific groups in the workforce is below the percentage of
those groups in the relevant labor market, the workforce is considered underutilized.

Undue hardship - An action that rises to the level of being significantly difficult or expensive to
implement.

Unlawful discrimination - The act of making an unlawful distinction or decision concerning
applicants or employees on the basis of race, religion, national origin, sex, color, creed,
mental or physical disability, or age, when such act affects those persons' employment
situations in any way.

References: Applicable statutes and regulations relating to civil rights, equal employment
opportunity and affirmative action include, but are not limited to, the following:

42 USC Section 2000e et. seq. {Title VII of the Civil Rights Act of 1964}

42 USC Chapter 126 {Americans with Disabilities Act of 1990}

29 USC Section 794 {Section 504 of the Rehabilitation Act of 1973}

29 USC Section 206(d) {Equal Pay Act of 1963}

29 USC Section 621 et. seq. {Age Discrimination in Employment Act of 1967}

29 CFR Parts 1600-1699 {Equal Employment Opportunity Commission}

U.S. Executive Order 11246 {Equal Opportunity in Federal Employment}

lowa Code Chapter 19B {Equal Opportunity and Affirmative Action}

lowa Code Chapter 216 {lowa Civil Rights Act of 1965}

State of lowa Executive Orders 15(4-2-73), 34(7-22-88), 44(4-30-92), and 18(3-28-2001)

State of lowa Equal Opportunity, Affirmative Action and Anti-discrimination Policy (11-1-
2001) {Section 2.40 of the Managers and Supervisors Manual}

lowa Department of Administrative Services rules 11 IAC Chapter 68

Managers and Supervisors Manual, Chapters 2 and 4

Forms:

1400009 - Hiring Decision Justification/Applicant Interview Report {available on DOTNET}
140039 - Internal Complaint of Discrimination {available on DOTNET}
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CFN 552-0674 - Individual Performance Plan and Evaluation (IPPE) {available on DOTNET}
P-1 - Report of Personnel Action {mainframe program}

Policy and Procedure:

I. Policy

A

The Department is an equal employment opportunity and affirmative action employer.
All employees shall receive affirmative action training.

. Managers and supervisors shall appoint, promote, assign, train and evaluate the

performance of employees on the basis of individual qualification and merit and shall not
unlawfully discriminate against applicants and employees. Unlawful discrimination is a
violation of this policy and is prohibited.

Reasonable accommodations for employees with disabilities shall be made unless these
accommodations would create undue hardship for the Department.

Hiring goals for underutilized job classes shall be established when vacancies are
anticipated and hiring opportunities exist.

All employees shall have access to training and career development information. Training
and career development opportunities shall not be withheld from any employee for any
reason that is considered unlawful discrimination.

Sexual harassment and discriminatory harassment of employees and individuals who are
doing business with the Department are violations of this policy and are prohibited.
Examples of prohibited conduct include, but are not limited to:

* Inappropriate or offensive touching, hugging or kissing; requests for sexual favors;
sexual advances; or comments or actions that are sexually suggestive or are sexual in
nature.

»  Comments or actions that are offensive or discriminatory based on membership in a
protected class, gender, religious beliefs, or ancestry.

Forms of sexual or discriminatory harassment include, but are not limited to, jokes,
pictures, drawings or objects such as calendars, magazine centerfolds, cartoons, posters, t-
shirts or caps.

Any employee who alleges an act of unlawful discrimination, discriminatory harassment
or sexual harassment has the right to seek resolution of the situation without jeopardizing
employment or future career opportunities.

The Department will not tolerate any attempt at retaliation, punishment, reprisal, or
adverse treatment against a person who reports conduct prohibited by this policy. Any
employee who engages in or attempts to engage in such retaliatory behavior is subject to
disciplinary action up to and including discharge.
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1. Responsibilities of Employees, Managers and Supervisors

A. Employees. All employees of the Department, including managers and supervisors, are
responsible for maintaining a work environment free of unlawful discrimination,
discriminatory harassment and sexual harassment. Employees shall:

Be a positive role model for co-workers.
Tell a person who is acting in violation of this policy to stop.

Report, in detail, acts of unlawful discrimination, discriminatory harassment or sexual
harassment that the employee has experienced or witnessed to a supervisor, the
Affirmative Action Officer in the Director's Staff Division or the Office of Employee
Services.

Cooperate with any investigation by offering detailed information and responding
openly, truthfully and completely to all questions.

B. Managers and Supervisors. In addition to the responsibilities listed above, managers
and supervisors shall:

1.

Assure compliance with this policy and assist employees in understanding the
concept of affirmative action and its application at the Department of Transportation.
The Affirmative Action Officer in the Director's Staff Division is available to help
managers and supervisors educate employees.

In the hiring process, implement the affirmative action requirements of this policy as
follows:

 Initiate recruitment activities when necessary to meet affirmative action goals.
Managers and supervisors shall contact the Recruitment Coordinator in the Office
of Employee Services for guidance on recruitment activities. The Recruitment
Officer will work with the Department of Administrative Services as needed.

» Consider protected class applicants for all hires and make affirmative action
appointments when feasible (see Definitions on page 1).

* (Selecting authority) Complete Form 140009, Hiring Decision Justification/
Applicant Interview Report, after the candidates have been interviewed but prior
to extending a job offer, and forward the form to the Affirmative Action Officer
in the Director's Staff Division. This form is required for the following
permanent full-time appointments: new hires, promotions, reinstatements,
demotions, outplacements and non-contract transfers.

» (Selecting authority) As an attachment to Form 140009 or in an E-mail to the
Affirmative Action Officer, provide justification that addresses the essential
functions of the position, the screening criteria used, and a comparison of
applicants to the essential functions and screening criteria. The justification shall
also indicate that reference checks are complete. The Affirmative Action Officer
will advise the selecting authority whether or not the justification is sufficient.

Provide fair and equitable access to appropriate training opportunities and work
assignments.
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Include training plans in the performance plans of the employees they supervise, as
appropriate.

Make reasonable accommodations for individuals with disabilities unless the
accommodation would create an undue hardship. See Policy No. 230.10, Restricted
Duty and Reasonable Accommodation. The manager or supervisor must contact the
Affirmative Action Officer if a reasonable accommodation under Policy No. 230.10
IS requested or is being made.

Take steps to prevent unlawful discrimination, discriminatory harassment and sexual
harassment by making a reasonable effort to:

* Be aware of and sensitive to all employees' behavior.

» Establish and maintain an environment that makes it comfortable for employees
to report acts of unlawful discrimination, discriminatory harassment and sexual
harassment.

o Act promptly to stop observed acts of unlawful discrimination, discriminatory
harassment, sexual harassment or retaliation without waiting for a written
EEO/AA complaint.

Investigate and resolve acts that violate this policy, as follows:

* Notify the Office of Employee Services if they have observed, intervened in, or
received a report of an act that violates this policy.

* When notified by the Office of Employee Services of an EEO/AA complaint,
work with the Office of Employee Services and the Affirmative Action Officer in
the Director's Staff Division to investigate the complaint promptly, thoroughly
and sincerely. All investigations must be conducted in accordance with Policy
No. 230.09, Investigations.

» Implement and support any discipline or other corrective action to be taken
following an investigation. See Policy No. 230.02, Discipline and Other
Corrective Action.

» Periodically, verify with the work unit or employee that no retaliatory behavior
has occurred following the close of an investigation. If such behavior has
occurred, follow the complaint procedure in this policy.

I11. EEO/AA Complaint Process

A. Filing complaints within the DOT.

1.

To file an EEO/AA complaint, the employee shall report the incident in writing,
including all pertinent details, to an Employment Relations Officer in the Office of
Employee Services. Form 140039 may be used.

The Employment Relations Officer shall inform the Affirmative Action Officer of the

complaint. The Employment Relations Officer and the Affirmative Action Officer
shall meet with the complainant to determine if an alternative dispute resolution
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V.

process, such as mediation, is a viable option for resolution of the issue.

3. If the employee is willing to attempt an alternative dispute resolution process, the
Employment Relations Officer and the Affirmative Action Officer shall coordinate
the process with the appropriate staff.

4. If an investigation is necessary, the Employment Relations Officer and the
Affirmative Action Officer shall work with the appropriate division director to
determine who will conduct the investigation. The investigation shall be conducted
in accordance with Policy 230.09, Investigations.

5.  The Employment Relations Officer and the Affirmative Action Officer shall keep the
division director or the division director’s designee and the employee informed of the
status of the investigation.

6. After the investigation is complete, the person conducting the investigation shall so
notify the Employment Relations Officer. The Employment Relations Officer shall
provide to the Affirmative Action Officer and the division director a copy of the
completed investigation report and schedule a meeting with the person conducting the
investigation, other appropriate management staff and the Affirmative Action Officer
to review the results of the investigation.

7. If the results of the investigation indicate that a violation of this policy has occurred, a
determination shall be made as to if and what level of discipline or other corrective
action is warranted. See Policy No. 230.02, Discipline and Other Corrective Action,
for details of this process.

B. Filing complaints with external compliance agencies. Nothing in this or any other
DOT policy is intended to restrict the rights of an employee to pursue any other remedies
that may be authorized by law. The lowa Civil Rights Commission and the U.S. Equal
Employment Opportunity Commission are two agencies that may be consulted for further
advice and procedures, including applicable time limits.

C. Grievance. Do not use the grievance policy in lieu of this policy for filing or resolving a
complaint alleging discrimination, unlawful discrimination or sexual harassment.

Disciplinary Matters

To ensure that all employees are treated fairly in matters of discipline, managers and
supervisors shall work with the Employment Relations Officer in the Office of Employee
Services on disciplinary matters in accordance with Policy No. 230.02. The Employment

Relations Officer shall keep the Affirmative Action Officer informed of the status of
discipline involving members of protected classes.

Other Equal Employment Opportunity and Affirmative Action Activities
The Affirmative Action Officer in the Director's Staff Division shall:
A. Coordinate the preparation of the agency's affirmative action plan and required reports,

distribute the plan and reports, advise employees regarding implementation of the plan,
and maintain records required by law.
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B. Each year, establish hiring goals for underutilized job classes in consultation with DOT
senior management.

C. Review exit interviews and summaries of grievances and disciplinary actions provided by
the Office of Employee Services to determine if patterns of discrimination exist. Notify
appropriate staff of situations that appear to violate this policy.

D. Maintain files of EEO/AA complaint investigations.

E. Receive formal notice of complaints filed with external compliance agencies. Notify the
affected division director and appropriate staff of a complaint, assist in drafting a reply,
and ensure that the reply is complete and filed in a timely manner. Notify the division
director and appropriate staff of actions taken or decisions made by external compliance
agencies.

Policy Violations

A. Managers and supervisors are subject to potential disciplinary action if they fail to take
appropriate action when:
*  They are aware of acts of unlawful discrimination, discriminatory harassment or
sexual harassment and
*  These acts have occurred within their areas of responsibility.

B. Any employee is subject to potential disciplinary action:
»  For the employee's own acts of unlawful discrimination, discriminatory harassment,
sexual harassment or retaliatory behavior in, or reasonably related to, the workplace.
»  For failing to cooperate with an investigation of acts prohibited by this policy.
»  For failing to mitigate or report acts prohibited by this policy.

Conflict

If any provision of this policy conflicts with a collective bargaining agreement or lowa
Department of Administrative Services administrative rule, the agreement or rule, as
applicable, shall prevail in all issues except for those in conflict with state and federal laws
regarding civil rights.

Required Posting

Supervisors shall post this policy on bulletin boards within their respective work areas. This
policy is also on DOTNET.
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Title Policy No.
Recruitment/Selection/Hiring Process 210.02
Responsible Office Related Policies and Procedures

Office of Employee Services 120.09, 210.06, 230.03, 230.10
Effective/Revision Dates Approval(s)

12-5-05/1-28-10 Lee A Wilhinson

Authority: Director of the Operations and Finance Division.

Contents: This policy describes the recruitment/selection/hiring process as well as the DOT's
commitment regarding these processes.

Affected Offices: All
Who to Contact for Policy Questions: Office of Employee Services, telephone 515-239-1921.
Definitions:

All-applicant list — A list provided by the Department of Administrative Services — Human
Resources Enterprise of all applicants who have met the minimum qualifications for the job
class in which the vacancy exists.

Chain of command — Any position within the oversight or responsibility of a manager/supervisor
(i.e., division directors have oversight or responsibility for all positions within their division;
district engineers have oversight or responsibility for all positions within their district; office
directors have oversight or responsibility for all positions within their office).

Immediate family — The employee’s spouse, children, grandchildren, foster children,
stepchildren, legal wards, parents, grandparents, foster parents, stepparents, brothers, foster
brothers, stepbrothers, sons-in-law, brothers-in-law, sisters, foster sisters, stepsisters,
daughters-in-law, sisters-in-law, aunts, uncles, nieces, nephews, first cousins, corresponding
relatives of the employee’s spouse, and other persons who are members of the employee’s
household.

Pay grade transfer — The movement of an employee from a position in a job class to a vacant
position for which the employee qualifies in the same or different job class in the same pay
grade. A transfer may include a change in duties, work location, days of work or hours of
work. A transfer may be voluntary at the request of the employee, or involuntary at the
discretion of the selecting authority.

Promotion — The acceptance by a permanent employee of an offer by a selecting authority to
move to a position in a class with a higher pay grade.

Seasonal appointment — A temporary appointment to any position made between the pay period,
which includes April 15, and the pay period which includes October 15, of each year. This
temporary appointment expires no later than the last day of the pay period that includes
October 15. See 11 IAC 57.7(8A) for details.

Selecting authority — The supervisor making the hiring recommendation or decision; usually the
immediate supervisor of the vacant position being filled.
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Temporary appointment — Non-permanent employment for a limited period of time. See 11
IAC 57.4(8A) for additional information.

References:

Supervisor’s Tool Box on DOTNET, which can be found on the front page of DOTNET. The
following information is located in the Supervisor’s Tool Box:

lowa Department of Administrative Services’ administrative rules 11 IAC Chapters 54-59
AFSCME and IUP collective bargaining agreements, Article VII

lowa Department of Administrative Services-Human Resources Enterprise's Applicant
Screening Manual

lowa Department of Administrative Services-Human Resources Enterprise's Managers and
Supervisors Manual, Chapter 4

lowa Department of Administrative Services-Human Resources Enterprise's Steps in the Hiring
Process Chart

Forms:

131042 — Request for Reasonable Accommodation (Department of Administrative Services)
131047 — Special Pay/Appointment Action (also called M-40)

131049 — Reference Check

140009 — Hiring Decision Justification (HDJ)/Applicant Interview Report

CFN552-0072 — Application for State Employment

P-1, Report of Personnel Action

P-5, Hiring Authority

Policy and Procedure:

It is the policy of the DOT that all recruitment, selection and hiring processes shall conform to all
applicable federal and state laws, administrative rules and provisions of the collective bargaining
agreements; and enhance the opportunities to create and sustain a diverse work force.

Either federal or state law prohibits employment and/or public accommodation discrimination on
the basis of age, color, creed, disability, gender identity, national origin, pregnancy, race, religion,
sex, sexual orientation or veteran’s status. If an employee believes he or she has been discriminated
against, the employee should contact the DOT's Affirmative Action Officer at 515-239-1693. The
employee may also contact the lowa Civil Rights Commission at 800-457-4416. If the employee
needs accommodation due to a disability, the employee should contact the DOT's Affirmative
Action Officer.

In addition, the DOT is committed to the following policies:

. Coordination of recruitment for underutilized and hard-to-fill classifications.
. Prohibition of nepotism.
. Consideration of internal applicants for promotion, demotion and pay
grade transfers to fill vacancies in permanent positions.
. Competition for temporary appointments when appropriate.
20f 13
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I. Preparing to Fill a VVacancy

A. Review of Position Description Questionnaire (PDQ)

1.

All positions must have a current PDQ in the PDQ system (located in the Operations
and Finance Applications Menu) prior to posting the vacancy.

When a vacancy occurs, the selecting authority should review the job duties of the
position to ensure the duties meet the current needs of the DOT.

If the PDQ is accurate, the selecting authority shall proceed and complete the P-5. If
the PDQ is inaccurate, the selecting authority shall submit an updated PDQ and/or
request reclassification (see Policy No. 210.06, Classification).

If the selecting authority determines that, based on the duties of the position, a
selective certification is needed, the selecting authority should contact the Office of
Employee Services' classification team.

Use of a selective certification on a job posting must appear on the class
specifications for the position. A selective certification must have a nexus to the job
as demonstrated by the PDQ. A request for a new selective certification must be sent
to the Office of Employee Services' classification team.

B. Completion of P-5, Hiring Authority

1.

The selecting authority or designee shall enter the P-5 into the P-5/HDJ system.
(Instructions are in the Supervisor's Toolbox on DOTNET and in the help menu of
the application.) The language used in the P-5 should reflect the posting language the
selecting authority wishes to have placed on the Department of Administrative
Services' Web site. (The DOT's Recruitment Officer is available to assist selecting
authorities in constructing this language.)

For contract-covered positions, the P-5 must be submitted to the personnel assistant
in the Office of Employee Services no later than noon on Thursday for the vacancy to
be posted the next week.

Once the P-5 has been approved at the personnel assistant level, if the position is
contract covered, the vacancy will be posted for contract transfer in accordance with
the applicable collective bargaining agreement prior to posting to the Department of
Administrative Services' Web site and the DOT's Web site. If the position is a
noncontract-covered position, it will be posted directly to the Department of
Administrative Services' Web site and the DOT's Web site. The Office of Employee
Services shall also publish an internal weekly posting containing a list of the contract
transfer postings and a list of current available vacancies that have been posted on the
Department of Administrative Services' Web site.

An all-applicant list shall be specified on the P-5. Division directors may, with
written justification, request approval from the Office of Employee Services to waive
the use of an all-applicant list.

C. Coordination of Recruitment

1.

When filling a position within a job classification that has been designated as
underutilized for either minority or female on the P-5, the selecting authority shall
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consult with the Recruitment Officer and establish an enhanced recruitment action
plan. Any additional recruitment effort will be determined by the Recruitment
Officer and the selecting authority. All efforts and resources expended shall be
documented by the selecting authority and placed as an attachment in the P-5/HDJ
system.

The Office of Employee Services shall notify the lowa Vocational Rehabilitation
Services and the Department of the Blind of positions designated as underutilized for
disability. The Office of Employee Services will add additional agencies and Web
sites as opportunity provides.

For all other positions, the Recruitment Officer is available for consultation at the
discretion of the selecting authority.

Recruitment services offered include, but are not limited to:

a. Researching specialized, technical, and diversity-related associations or Web sites
for potential advertising opportunities.

b. Coordinating and/or placing ads or postings. All costs will be paid by the
selecting authority's cost center or as determined by the DOT's Management
Team.

c. Assisting with the development of text for vacancy announcements.

All recruitment materials shall state that the DOT is an equal opportunity employer
and encourage women, minorities and persons with disabilities to apply.

Offices receiving requests for DOT participation in a recruitment event such as a job
fair shall provide notice of the event to the Recruitment Officer. This will allow the
Recruitment Officer to track outreach efforts, provide recommendations on other
resources and possibly participate in the effort if need be.

D. Receipt of List of Eligible Applicants

Upon completion of the posting period and after the Department of Administrative
Services — Human Resources Enterprise has determined the applicants meet the minimum
requirements, a list of eligible applicants will be issued and sent to the assigned personnel
assistant. The personnel assistant shall in turn place the list in the P-5/HDJ system, create
the hiring decision justification in the P-5/HDJ system and send the selecting authority the
E-link to the applicants that have been placed on the list.

Il. Screening and Interviewing Applicants

A. Procedures

The selecting authority shall ensure all of the following steps are completed:

1.

Review information in the Supervisor’s Tool Box on DOTNET, including the Steps
in the Hiring Process chart, Applicant Screening Manual and Chapter 4 of the
Managers and Supervisors Manual.

Provide applicants with the following information before they are asked to respond
during the screening or interview phase:
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a. A PDQ. This document must include a purpose of position, essential functions,
competencies and any special requirements that appear on the classification.

b. A copy of the class specification.
c. The salary range for the position being filled.

Establish pre-interview screening criteria, as needed, to determine which applicants
will be considered further. All screening criteria shall be job related, consistently
applied and veteran’s preference points taken into consideration. Depending on the
number of applicants, multiple screening steps may be used.

When a vacant position is underutilized in more than one category, submit the pre-
interview screening criteria, applicant scores, and the proposed list of interview
questions to the Affirmative Action Officer for approval, prior to interviewing.

Use a selection team in the hiring process. The selecting authority should participate
as a member of the selection team and must participate in the final selection of the
candidate. At least one of the team members must have attended the Department of
Administrative Services' PDS course, From Interview to Hire.

Ask the following questions of each applicant as part of the interview process:
a. "Areyou legally able to accept permanent employment in the United States?"

Note: If the applicant responds yes to this question, and the applicant cannot
accept permanent employment based on his/her 1-9 status, the applicant cannot be
hired.

b. "Can you perform the essential functions of the position with or without
reasonable accommodation?"

Note: If the applicant responds yes to this question, but states that he or she needs
a reasonable accommaodation, the selecting authority should provide the applicant
with a copy of Form 131042. The selecting authority shall not make further
inquiry into the applicant’s disability. This form should be sent by the applicant
directly to the DOT's Affirmative Action Officer. If this applicant is selected, the
selecting authority should contact the Affirmative Action Officer. The
Affirmative Action Officer shall then review the request for reasonable
accommodation, if one has been submitted.

c. "How specifically did you become aware of this opportunity?"

Notify applicants of the state's nonsmoking laws.

B. Consideration of Internal Applicants

1.

Qualified permanent and temporary DOT employees, who apply for vacancies in
permanent positions and meet screening criteria, shall be interviewed for promotion,
demotion or pay grade transfers.

Qualified DOT employees, both permanent and temporary, who apply, shall not be
screened out solely on the basis of current work location, home location or salary.
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3.

If a selecting authority becomes aware that an applicant is an employee within his or
her immediate supervision or area of responsibility, the selecting authority shall use a
team that includes the selecting authority or his/her designee and at least one current
employee who is outside the section/unit, office, division or area of responsibility.

C. Prohibiting Nepotism

1.

A member of the immediate family of any current employee shall not be given
preferential treatment in hiring for any position. The selecting authority shall
determine if an applicant is a member of the immediate family of a current employee
during the screening process.

If a selecting authority becomes aware that an applicant is an immediate family
member of anyone in the chain of command above or below the position, that
selecting authority shall immediately notify the selecting authority’s next higher level
supervisor/manager and the Office of Employee Services. The selecting authority
shall ensure that the applicant is disqualified from further consideration for
employment for this position under this policy.

No employee shall serve on the selection team when an applicant is a member of
his/her immediate family.

An employee in a supervisory position shall not directly supervise a member of
his/her immediate family.

Employees assigned as lead workers, while not supervisors, shall not serve as a
leadworker for an immediate family member.

D. Time Off for Job Interviews

1.

DOT employees shall be granted a reasonable amount of time, up to a maximum of 4
hours in pay status, during regularly scheduled work hours, including travel time, to
interview for a vacant position within the DOT.

a. Time shall be recorded as "other leave" on the time sheet with "interview" in the
remarks column.

b. Time off in excess of 4 hours must be recorded as vacation, compensatory time or
leave without pay.

For job interviews outside the DOT, employees shall use accrued vacation,
compensatory time or leave without pay.

Employees shall not use a state vehicle or receive mileage, meal or lodging expenses
reimbursement for attending interviews.

E. Temporary/Seasonal Appointments

1.

Organizational units that routinely plan to make temporary appointments or seasonal
appointments shall develop a consistent and documented selection process. The
Office of Employee Services is available to provide assistance.

Persons placed in noncontract temporary appointments shall not be allowed to work
more than a total of 780 hours in a fiscal year.
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3. Persons placed in contract-covered temporary appointments shall not be allowed to
work more than a total of 700 hours in a fiscal year.

Hiring Decision Justification

A. A hiring decision justification (HDJ) must be submitted for all proposed hires with the

exception of positions filled by contract transfers or temporary positions.

. The selecting authority shall enter all information into the P-5/HDJ system for review by

the Affirmative Action Officer. If the HDJ is approved by the Affirmative Action Officer,
an event notice will be sent to the selecting authority.

. When a selection decision is made, the selecting authority shall submit Form 140009,

Hiring Decision Justification/Applicant Interview Report, and a written narrative
addressing the essential functions of the position, screening criteria utilized, a comparison
of applicants interviewed to the essential functions, screening criteria based on the
answers provided during the interview, and justification for the recommended hire to the
Affirmative Action Officer in the Office of Employee Services, for approval as required
under Policy No. 230.03, Equal Employment Opportunity and Affirmative Action. In
addition, a copy of the following documents shall also be submitted: (1) BrassRing
certificate list, (2) pre-interview screening criteria and scores, if applicable, (3) interview
questions, (4) interview scores/matrix, (5) PDQ/essential functions, (6) reference check(s),
and (7) E-mail approval for the hire from the appropriate authority in the division (e.qg.,
district engineer, division director).

. The selecting authority must ensure all of the following steps are completed:

1. Document all interview questions and answer criteria consistently to each applicant.

2. Include two completed reference checks. When possible, submit two supervisory
references. If the applicant is self-employed, submit two business references. For
internal applicants, one supervisory reference check is sufficient. If any of the final
applicants are current state employees, the selecting authority shall contact the
current state agency to request review of the applicant’s personnel file. Reference
checks must be completed for every hire, except contract transfers.

3. Verify and document possession of all required licenses and/or certifications,
including dates of expiration, of the final applicants for the vacant position that is
being filled. See Policy No. 210.05, Loss of License or Certificate.

4. Maintain the following documentation for a period of 3 years: all cover letters,
resumes, applications, applicant lists, reference checks, selection criteria, scoring
matrix, interview questions, interview notes, correspondence with applicants, and
HDJ materials.

5. Provide notice to all applicants after the selected applicant has accepted the job offer.

IV. Background Checks Required by the REAL ID Act of 2005

A. Positions Affected

1. Applicants for positions that are involved in the manufacture or production of driver's
licenses and nonoperator's identification cards or that have the ability to affect
identity information that appears on a driver's license or nonoperator's identification
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card (covered positions), shall be subject to a background check as required by 6
CFR 37.45. The background check shall include the validation of references from
prior employment, a name-based and fingerprint-based criminal history records
check, and employment eligibility verification otherwise required by law.

Covered positions include: accounting clerk 1, 2 and 3, administrative assistant 1 and
2, clerk advanced, clerk specialist, compliance officer 1 and 2, driver's license clerk,
driver's license clerk senior, driver's license examiner, driver’s license hearing
officer, executive officer 1, 2 and 3, information technology administrator 2,
information technology specialists 1 through 5, information technology support
worker 3, management analyst 2, 3 and 4, Office of Driver Services director, program
planner 3, secretary 1 and 2, statistical research analyst 2, supervisor,
telecommunication design specialist, training specialist 1 and 2, transportation
division director, and typist advanced.

B. Validation of References from Prior Employment

If not already completed as part of the reference check required by Section 111.D.2 of this
policy, the selecting authority shall contact any prior employers identified by the
applicant to confirm employment in the identified capacity and for the indentified period
of time, and to inquire into any other matters relevant to the employment decision, such as
why the applicant left the previous employment. The Department recognizes that some
employers will only verify employment and the dates of employment, but encourages
diligent and respectful inquiry.

C. Criminal History Records Check

1.

The criminal history records check is a name-based and fingerprint-based criminal
history records check using the FBI's National Crime Information Center (NCIC) and
the Integrated Automated Fingerprint Identification (IAFIS) database and state
repository records on each applicant for a covered position to determine if the
applicant has been convicted of any of the following disqualifying crimes:

a. Permanent disqualifying criminal offenses. An applicant has a permanent
disqualifying offense if convicted, or found not guilty by reason of insanity, in a
civilian or military jurisdiction, of any of the felonies set forth in 49 CFR
1572.103(a). These felonies are:

(1) Espionage or conspiracy to commit espionage.
(2) Sedition or conspiracy to commit sedition.
(3) Treason or conspiracy to commit treason.

(4) A federal crime of terrorism as defined in 18 U.S.C. 2332b(g), or comparable
state law, or conspiracy to commit such crime.

(5) A crime involving a transportation security incident. A transportation
security incident is a security incident resulting in a significant loss of life,
environmental damage, transportation system disruption, or economic
disruption in a particular area, as defined in 46 U.S.C. 70101. The term
"economic disruption” does not include a work stoppage or other employee-
related action not related to terrorism and resulting from an employer-
employee dispute.
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(6) Improper transportation of a hazardous material under 49 U.S.C. 5124 or a
state law that is comparable.

(7) Unlawful possession, use, sale, distribution, manufacture, purchase, receipt,
transfer, shipping, transporting, import, export, storage of, or dealing in an
explosive or explosive device. An explosive or explosive device includes,
but is not limited to, an explosive or explosive material as defined in 18
U.S.C. 232(5), 841(c) through 841(f), and 844(j); and a destructive device, as
defined in 18 U.S.C. 921(a)(4) and 26 U.S.C. 5845(f).

(8) Murder.

(9) Making any threat, or maliciously conveying false information knowing the
same to be false, concerning the deliverance, placement, or detonation of an
explosive or other lethal device in or against a place of public use, a state or
government facility, a public transportation system, or an infrastructure
facility.

(10) Violations of the Racketeer Influenced and Corrupt Organizations Act, 18
U.S.C. 1961, et seq., or a comparable state law, where one of the predicate
acts found by a jury or admitted by the defendant, consists of one of the
crimes listed in Section 1V.C.1.a of this policy.

(11) Attempt to commit the crimes in Sections 1V.C.1.a.1 to IV.C.1.a.4 of this
policy.

(12) Conspiracy or attempt to commit the crimes in Sections IV.c.1.a.5 to
IV.C.1.a.10 of this policy.

Interim disqualifying criminal offenses. The felonies listed in 49 CFR
1572.103(b) are disqualifying if the applicant was either convicted of those
offenses in a civilian or military jurisdiction, or admits having committed acts
which constitute the essential elements of any of those criminal offenses within
the 7 years preceding the expected date of employment in the covered position; or
the applicant was released from incarceration for the crime within the 5 years
preceding the expected date of employment in the covered position. The interim
disqualifying offenses are:

(1) Unlawful possession, use, sale, manufacture, purchase, distribution, receipt,
transfer, shipping, transporting, delivery, import, export of, or dealing in a
firearm or other weapon. A firearm or other weapon includes, but is not
limited to, firearms as defined in 18 U.S.C. 921(a)(3) or 26 U.S.C. 5845(a),
or items contained on the U.S. Munitions Import List at 27 CFR 447.21.

(2) Extortion.

(3) Dishonesty, fraud, or misrepresentation, including identity fraud and money
laundering where the money laundering is related to a crime described in
Sections 1V.C.1.a. or IV.C.1.b of this policy. Welfare fraud and passing bad
checks do not constitute dishonesty, fraud, or misrepresentation for purposes
of this paragraph.

(4) Bribery.
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(5) Smuggling.
(6) Immigration violations.

(7) Distribution of, possession with intent to distribute, or importation of a
controlled substance.

(8) Arson.

(