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TRANSMITTAL FORM 
 

Central Lakes College Aff irmative Action Plan  
2010-2012 

 
This annual review revealed underutilization of the following protected group(s) in the 
following goal units:   
 

EEO Job Group WOMEN MINORITIES DISABLED 

Officials and Administrators (Category 1)   X 

Professionals  (Category 2a)  X X 

Professionals (Category 2b) X X X 

Professionals  (Category 2c) X  X 

Technicians  (Category 3)  X X 

Paraprofessionals (Category 5) X X X 

Office/Clerical   (Category 6)  X X 

Service Maintenance (Category 8)  X  

 

 
1. The 2010-2012 Affirmative Action Plan will be posted at the following central locations 

on both the Brainerd and Staples campuses to ensure our employees are aware of the 
#,#ȭÓ ÃÏÍÍÉÔÍÅÎÔ ÔÏ ÁÆÆÉÒÍÁÔÉÖÅ ÁÃÔÉÏÎȡ The Learning Resource Centers, the Human 
2ÅÓÏÕÒÃÅÓȭ )ÎÔernÅÔ ÓÉÔÅȟ ÁÎÄ ×ÉÌÌ ÂÅ ÁÖÁÉÌÁÂÌÅ ÆÒÏÍ ÔÈÅ (ÕÍÁÎ 2ÅÓÏÕÒÃÅÓȭ /ÆÆÉÃÅ 
(Brainerd campus). 
 

2. This plan contains an internal procedure for processing complaints of alleged 
discrimination from employees, and each employee has been apprised of this procedure 

__________________________________________________________________________August 14, 2010________ 
Nancy Paulson, Affirmative Action Office    Date  

 
3. The plan contains clear designations of those persons and groups responsible for 

implementing the attached affirmative action plan as well as my personal statement of 
commitment to achieving the goals and timetables described herein.  

 
 ________________________________________________________________________ August 14, 2010_________ 

Larry Lundblad (President)       Date  
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/[/Ωǎ /haaL¢a9b¢ ¢h bhbDISCRIMINATION 
Central Lakes College is committed to nondiscrimination in employment and 
educational opportunity. No person shall be discriminated against in the terms and 
conditions of employment, personnel practices, or access to and participation in, 
programs, services, and activities with regard to race, sex, color, creed, religion, age, 
national origin, disability, marital status, status with regard to public assistance, or 
sexual orientation. In addition, discrimination in employment based on membership or 
activity in a local commission as defined by law is prohibited.  
Harassment on the basis of race, sex, color, creed, religion, age, national origin, 
disability, marital status, status with regard to public assistance, or sexual orientation 
is prohibited. 
 
For more information or questions, feel free to contact: 
 
TITLE IX DESIGNATED SEXUAL HARASSMENT OFFICER:  Nancy Paulson, Director of 
Human Resources, Room C211 Brainerd, 218-855-8054, or email npaulson@clcmn.edu  
 
DISABILITY SERVICES:   Paula Huss, Disabilities Coordinator, Room C111-C, Brainerd, 
218-855-8175, or email phuss@clcmn.edu  
 
ADA COMPLIANCE:  Mary Sam, Director of Diversity & Student Affairs, Room E218, 
Brainerd, 218-855-8159, or email msam@clcmn.edu  
 

aƴ{/¦Ωǎ м.Φм tƻƭƛŎȅ ŀƴŘ tǊƻŎŜŘǳǊŜ ƛǎ ŀǾŀƛƭŀōƭŜ ƻƴ ǘƘŜ World Wide Web at:  

http://www.mnscu.edu/board/policy/1b01.html 
 
 
 
 
 
 
 
 
 
 
 
 
 
This information is available in alternative format upon a 48-hour advance request by contacting 
Paula Huss in Disability Services, office C111 at 800-933-0346 ext 8175.  Deaf and Hard of Hearing 
users or TTY communication contact the "Minnesota Relay Service at 7-1-1 or 1-800-627-орнфΦέ 
 
 

mailto:npaulson@clcmn.edu
mailto:phuss@clcmn.edu
mailto:msam@clcmn.edu
http://www.mnscu.edu/board/policy/1b01.html
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STATEMENT OF COMMITMENT  
 
Office of the President  
 
Central Lakes College is committed to conducting all employment and educational activities 
without regard to race, sex, color, creed, religion, age, national origin, marital status, disability, 
status with regard to public assistance, sexual orientation, or membership or activity in a local 
commission as defined by law. Employment activities include, but are not limited to 
recruitment, selection, placement, employee development, promotion, retention, compensation, 
leaves of absence, disciplinary action, transfer, demotion, termination, and layoffs affecting all 
employees and job applicants. Central Lakes College will not tolerate discrimination based on 
these protected class categories in accordance with all state and federal equal 
opportunity/affirmative action laws, directives, orders and regulations.  
 
Central Lakes College is committed to implementation of this affirmative action plan and fully 
supports the State of Minnesota's affirmative action efforts. Central Lakes College will 
implement and maintain an affirmative action program that takes aggressive measures to 
eliminate internal barriers to equal opportunity and that strives to remedy the historical under 
representation in the employment, retention, and promotion of qualified persons with 
disabilities, persons of color, and women.  
 
It is Central Lakes College's policy to pursue equal employment practices actively during all 
phases of the employment process. In that spirit, Central Lakes College will continue to seek 
opportunities to maximize the selection and retention of protected group employees by:  
 

 Continuing to actively and aggressively recruit protected group applicants,  
 Continuing affirmative action training for employees with an emphasis on those serving 

on selection committees, and, 
 By supporting affirmative measures to retain protected group employees.  

 
) ÐÅÒÓÏÎÁÌÌÙ ÕÒÇÅ ÁÌÌ ÅÍÐÌÏÙÅÅÓ ÔÏ ÂÅÃÏÍÅ ÁÃÑÕÁÉÎÔÅÄ ×ÉÔÈ ÔÈÅ #ÏÌÌÅÇÅȭÓ !ÆÆÉÒÍÁÔÉÖÅ !ÃÔÉÏÎ 
Plan. It is the responsibility of all employees to promote and apply the principals of equal 
ÏÐÐÏÒÔÕÎÉÔÙ ÉÎ ÏÕÒ ×ÏÒË ÁÎÄ ÔÏ ÃÏÏÐÅÒÁÔÅ ÆÕÌÌÙ ×ÉÔÈ ÔÈÅ #ÏÌÌÅÇÅȭÓ ÐÌÁÎ ÏÆ ÁÃÔÉÏÎȢ   
 
 
 
 
 
 
 
 
 

_______________________________________________________________________________August 14, 2010_____ 
Larry Lundblad, President        Date 
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RESPONSIBILITY FOR IMPLEMENTATION  
 
President  
 
As the primary administrator of Central Lakes College, the President is responsible for 
overseeing the college's equal opportunity and affirmative action policies, procedures, and 
programs as well as assuring compliance with all related state and federal laws, rules, and 
regulations. Final disposition of all such issues resides with the President.  
 
Responsibilities: 

A. Ensure that adequate staffing and resources are committed to implement College and 
MnSCU policies in the area of Affirmative Action.  

B. Ensure that underutilized group members are included on respective committees 
throughout the College and that the various constituencies within the College are 
represented.  

C. Ensure administrations and supervisors are aware and responsive to College's 
affirmative action efforts.  

 
Duties:  

A. Appoint an Affirmative Action Officer (AAO) to assist in carrying out established 
Affirmative Action responsibilities. 

B. Give direction to all administrators and supervisors providing a clear definition of their 
responsibilities in the area of Affirmative Action.   

C. Provide MnSCU with a biennial ÓÕÍÍÁÒÙ ÏÆ ÔÈÅ #ÏÌÌÅÇÅȭÓ ÁÃÃÏÍÐÌÉÓÈÍÅÎÔ ÉÎ ÍÅÅÔÉÎÇ 
goals set during the previous year.  
 

Accountability:  Larry Lundblad, President (phone 218-855-8053), is directly accountable to 
the Chancellor on all matters relating to equal opportunity and affirmative action at Central 
Lakes College.  
 
 
Equal Opportunity/Affirmative Action Officer  
 
The Equal Opportunity/Affirmative Action Officer is responsible for the overall implementation 
and administration of Central Lakes College's equal opportunity and affirmative action 
programs.  
 
Responsibilities: 

A. Ensure that the College is compliant with Federal, State and MnSCU laws, regulations, and 
policies pertaining to Affirmative Action.  

B. Coordinate and promote Affirmative Action training and education programs.  
C. Review, investigate, and process complaints of discrimination on the basis of race, color, 

creed, religion, national origin, sex, sexual orientation, age, marital status, disability, 
status with regard to public assistance, membership or activity in a local commission, or 
political affiliation and/or lack of Affirmative Action in accordance with established 
guidelines.  
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Duties:  
A. Develop, monitor, implement, and evaluate the ColleÇÅȭÓ !ÆÆÉÒÍÁÔÉÖÅ !ÃÔÉÏÎ ÐÒÏÇÒÁÍÓȟ 

plan, and guidelines.  
B. Monitor the search and selection process for all classified and unclassified positions in 

accordance with established guidelines and procedures for recruitment.  
C. Provide recommendations to appropriatÅ ÍÅÍÂÅÒÓ ÏÆ ÔÈÅ #ÏÌÌÅÇÅȭÓ ÃÏÍÍÕÎÉÔÙ ÒÅÇÁÒÄÉÎÇ 

Affirmative Action. 
D. Prepare internal and external institutional reports on Affirmative Action efforts and 

accomplishments. 
E. 3ÅÒÖÅ ÁÓ ÔÈÅ #ÏÌÌÅÇÅȭÓ ÏÍÂÕÄÓÐÅÒÓÏÎ ÁÎÄ ÐÒÉÍÁÒÙ ÒÅÓÏÕÒÃÅ ÆÏÒ ÅÍÐÌÏÙÅÅÓ ÁÎÄ ÓÔÕÄÅÎÔÓ 

on Affirmative Action laws, regulations, and procedures.  
 
Accountability:  Nancy Paulson, Equal Opportunity/Affirmative Action Officer (phone: 218-855-
8054) is directly accountable to the President for the overall implementation and administration 
of Central Lakes College's equal opportunity and affirmative action programs.  
 
Administrators & Supervisors  
 
Administrators/Supervisors are responsible for enforcing and implementing equal opportunity 
and affirmative action policies, procedures, and programs within their functional areas of 
responsibility.  
 
Responsibilities:  

A. !ÓÓÕÒÅ ÔÈÁÔ ÁÌÌ ÅÍÐÌÏÙÅÅÓ ×ÉÔÈÉÎ ÔÈÅÉÒ ÁÄÍÉÎÉÓÔÒÁÔÉÖÅ ÕÎÉÔÓ ÁÒÅ ÉÎÆÏÒÍÅÄ ÏÆ ÔÈÅ #ÏÌÌÅÇÅȭÓ 
Affirmative Action policies, procedures, and practices.  

B. Assist the Affirmative Action Officer in determining annual vacancies and advancing 
hiring goals.  

 
Duties: 

A. Assist the Affirmative Action Officer in determining annual vacancies and hiring goals and 
in establishing the college's biennial affirmative action goals and objectives.  

B. )ÄÅÎÔÉÆÙ ÆÁÃÔÏÒÓ ÔÈÁÔ ÍÁÙ ÉÍÐÅÄÅ ÔÈÅ #ÏÌÌÅÇÅȭÓ ÐÕÒÓÕÉÔ ÏÆ ÉÔÓ !ÆÆÉÒÍÁÔÉÖÅ !ÃÔÉÏÎ ÇÏÁÌÓ ÁÎÄ 
objectives.  

 
Accountability:  Accountability for Administrators and Supervisors is reflected in the Central 
Lakes College's organization chart (Appendix A).  
 
Director of Human Resources  
 
In addition to the responsibilities and duties described above for Administrators and 
Supervisors, the Director of Human Resources is also responsible as described below for 
classified and unclassified positions.  
 
Responsibilities:  
 

A. Monitor the recruitment and selection process of all unclassified and classified positions 
at Central Lakes College, in accordance with Minnesota Statutes 42.18 and 179.74, 
Minnesota Management & Budget (MMB) personnel rules, and applicable collective 
bargaining agreements.  
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B. Ensure that the recommendations of supervisors and others involved in the hiring 

process are based on job related criteria and are consistent with Affirmative Action goals 
and objectives.  

 
Duties:  

A. Review eligible lists provided by MMB for inclusion of protected group members in the 
selection process.  

B. Review interview questions and job-related assessments to ensure relevancy.  
 
Accountability:  Nancy Paulson, Human Resources Director (phone: 218-855-8054) is 
accountable to President Larry Lundblad.  
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DISSEMINATION OF THE AFFIRMATIVE ACTION PLAN  
 
Central Lakes College utilizes the following measures to inform the community and public of 
CLC's commitment to Affirmative Action and Equal Opportunity in all areas of employment, and, 
nondiscrimination in all educational policies, procedures, programs, services, and opportunities.  
 
INTERNAL DISSEMINATION: 
 
Copies of the complete Affirmative Action Plan will be located in the Human Resources 
Department, Office of the President, and Learning Resource Centers on both the Brainerd and 
Staples campuses. In addition, the Affirmative Action Plan and MnSCU "ÏÁÒÄ ÏÆ 4ÒÕÓÔÅÅÓȭ 0ÏÌÉÃÙ 
1B.1 Nondiscrimination in Employment and Education Opportunity will be published in the 
employee and student handbooks, and, posted oÎ ÔÈÅ #,# (ÕÍÁÎ 2ÅÓÏÕÒÃÅÓȭ ÉÎÔÅÒnet site. Other 
means of communication will include: 
 

1. Employees will receive a copy of the pertinent policies and procedures relating to 
affirmative action upon employment, 

2. Affirmative Action hiring goals will be communicated to members of hiring committees to 
ÅÎÓÕÒÅ ÕÎÄÅÒÓÔÁÎÄÉÎÇ ÏÆ ÔÈÅ ÃÏÌÌÅÇÅȭÓ ÃÏÍÍÉÔÍÅÎÔ ÔÏ !ÆÆÉÒÍÁtive Action,  

3. All recruitment brochures, job announcements, and vacancy notices shall identify Central 
Lakes College as "An Equal Opportunity Employer and Educator",  

4. Upon request a hard copy of the Affirmative Action Plan will be made available to 
employees and students,  

5. Posters prohibiting sexual harassment and violence with the names and telephone 
numbers of persons to contact for assistance are located throughout the campus.  

6. -Î3#5ȭÓ ÁÎÄ #,#ȭÓ ÁÆÆÉÒÍÁÔÉÖÅ ÁÃÔÉÏÎ Ánd nondiscrimination policies are distributed to 
new employees at orientation and/or upon hire.  

 
EXTERNAL DISSEMINATION: 
 

1. All job announcements, vacancy notices, website home page, letterhead and other 
education or employment related materials shall identify Central Lakes College as "An 
Equal Opportunity Employer and Educator", 

2. #,# ×ÉÌÌ ÁÇÇÒÅÓÓÉÖÅÌÙ ÐÕÂÌÉÃÉÚÅ ÔÈÒÏÕÇÈ Á ÖÁÒÉÅÔÙ ÏÆ ÍÅÄÉÁ ÓÏÕÒÃÅÓ ÔÈÅ #ÏÌÌÅÇÅȭÓ 
commitment to the recruitment and employment of individuals with disabilities, women, 
and minorities,  

3. Copies of the Affirmative Action Plan will be available upon request,  
4. Requested information will be provided to external constituents on Central Lakes 

College's Affirmative Action Program and Plan, and,   
5. The equal opportunity/affirmative action statement will be added to all contracts 

originating within the College.  
6. !!0 ×ÉÌÌ ÂÅ ÐÏÓÔÅÄ ÏÎ #,#ȭÓ ×ÅÂÓÉÔÅȢ 
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HIRING OBJECTIVES  
 
General  
 
Central Lakes College is conscious of the underutilization of various protected class groups 
within educational programs and employment. The College also understands the value of 
diversity and cultural experiences for all students and employees will be achieved only through 
full participation of underutilized groups in the educational process and employment. Therefore, 
the College is committed to affirmative action practices that will remedy this underutilization, 
encourage cultural diversity, and increased participation of these groups in all facets of college 
life.  
 
#,#ȭÓ July 1, 2010 workforce data was analyzed to determine the utilization and underutilization 
of protected groups. The data supports the identification of affirmative action goals and action 
plans by separating classified and unclassified employees into the following EEO-4 job groups:  
1) Officials and Managers, 2) Professionals (subcategorized by work area A, B, C), 3) Technicians, 
4) Paraprofessionals, 5) Office/Clerical, and 6) Service/Maintenance.  
 
4ÈÅ 3ÔÁÔÅ ÏÆ -ÉÎÎÅÓÏÔÁȭÓ ÃÕÒÒÅÎÔ ÂÕÄÇÅÔ ÓÉÔÕÁÔÉÏÎ ÈÁÓ ÌÉÍÉÔÅÄ ÈÉÒÉÎÇ ÒÅÑÕÅÓÔÓ ÉÎÃÌÕÄÉÎÇ ÉÎ ÓÏÍÅ 
situations an inability to fill vacancies. Many of the vacancies that we are projecting will be 
predominately due to retirements, resignations, or reassignments. The College Administration 
considers each vacancy an opportunity to achieve the overall objective of a diverse workforce 
and the ability to address the underutilization of protected groups within that workforce. For all 
new or anticipated vacancies occurring in the 2010-2012 biennial period, the College will set its 
affirmative action goals based on the data, structure, and objectives reported in this Affirmative 
Action Plan. 
 
Enrollments will continue to be closely monitored. CLC continued to experience an enrollment 
upswing during the last academic year.  If trends continue, it appears CLC may again experience 
enrollment growth for the third year in a row requiring a continuing need to evaluate staffing 
needs in a number of areas (i.e., faculty, student support services, etc.). 
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Definitions based on Federal EEO-4 Categories 
 

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

 
2. Professionals (A,B,C) 

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

 
3. Technicians  

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

 
4. Paraprofessionals  

Occupations in which workers perform some of the duties of a professional or technician 
in a supportive role, which usually require less formal training and/or expertise normally 
required for professional or technical status. Such positions may fall within an identified 
ÐÁÔÔÅÒÎ ÏÆ ÓÔÁÆÆ ÄÅÖÅÌÏÐÍÅÎÔ ÁÎÄ ÐÒÏÍÏÔÉÏÎ ÕÎÄÅÒ Á Ȱ.Å× #ÁÒÅÅÒÓȱ ÃÏÎÃÅÐÔȢ )ÎÃÌÕÄÅÄȡ 
research assistants, medical aids, child support workers, policy auxiliary welfare service 
aids, recreation assistants, homemakers aides, home health aides, library assistants and 
clerks, ambulance drivers and attendants, and kindred workers.  

 
5. Office/Clerical  

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

Occupations in which workers perform jobs that require special manual skill and a 
thorough and comprehensive knowledge of the processes involved in the work, which is 
acquired through on-the-job training and experience or through apprenticeship or other 
formal training programs.  

 
Includes: mechanics and repairers, electricians, heavy equipment operators, stationary 
engineers, skilled machining occupations, carpenters, compositors and typesetters, 
power plant operators, water and sewage treatment plant operators, and kindred 
workers.  

 
7. Service/Maintenance  

Occupations in which workers perform duties which result in or contribute to the 
comfort, convenience, hygiene or safety of the general public or which contribute to the 
upkeep and care of buildings, facilities or grounds of public property. Workers in this 
group may operate machinery. Includes: chauffeurs, laundry and dry cleaning operatives, 
truck drivers, bus drivers, garage laborers, custodial employees, gardeners, and 
groundskeepers.  
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Hiring Goals for Affirmative Action (AA) 
 
CLC's overall AA goal is to employ and retain members of underrepresented and underutilized 
groups. Each new hiring opportunity is considered a means to move toward accomplishing the 
#ÏÌÌÅÇÅȭÓ ÁÆÆÉÒÍÁÔÉÖÅ ÁÃÔÉÏÎ ÇÏÁÌÓȢ CLC will aggressively increase efforts to identify and recruit 
applicants in areas where underutilization has been identified. 
 
In addition to the College's overall Affirmative Action goals, hiring goals for specific job groups 
have been established based on the data comparisons shown in the utilization analysis. Hiring 
goals will be set in all job groups where vacancies occur and where underutilization was 
identified. Budget reductions at the State level may limit recruiting opportunities for permanent 
type positions. However, efforts to recruit women, minorities, and persons with disabilities will 
be made for all positions. 
 
Exceptions to this scenario apply to fixed-term and temporary appointments. Examples of these 
appointments are sabbatical replacements, educational or unpaid leaves, emergencies, or other 
circumstances such as a significant change in enrollment or budget. Generally, these 
appointments terminate at the end of a semester and carry no implications for future 
employment. The nature of fixed-term and temporary appointments does not allow specific AA 
goals to be set. 
 
Another exception would be positions that are grant funded. Over the last two years, the College 
has secured a number of grants allowing for the hiring of individuals on a limited basis. These 
ÉÎÄÉÖÉÄÕÁÌÓ ÁÒÅ ÎÏÔ ÉÎÃÌÕÄÅÄ ÉÎ ÔÈÅ #ÏÌÌÅÇÅȭÓ ×ÏÒËÆÏÒÃÅ ÄÕÅ ÔÏ ÔÈÅ ÔÅÍÐÏÒÁÒÙ ÓÔÁÔÕÓ ÏÆ ÔÈÅÓÅ 
employees. 
 
The majority of hiring for the 2010-2012 academic year will occur during the summer of 2010. 
 

Officials and Managers ɀ The utilization analysis confirms that women are not underutilized in 
the officials and managers job group, however, does indicate the underutilization one person 
with a disability. CLC will make a good faith effort to hire one person with a disability in the next 
two years. CLC was successful in hiring two persons of color in this job category during the Plan 
years, eliminating the disparity in this protected group. 
 
Professionals (subcategories 2a, 2b, and 2c) ɀ CLC has subcategorized this professional EE0-4 
category into three subcategories as follows: 
 
Subcategory 2a includes liberal arts faculty ÒÅÑÕÉÒÉÎÇ Á -ÁÓÔÅÒȭÓ $ÅÇÒÅÅ ÔÏ ÍÅÅÔ ÍÉÎÉÍÕÍ 
qualifications. When comparing the numbers of this subcategory, and, based on the data the 
workforce analysis from the 2008-2010 Affirmative Action Plan, an increase of 4 employees 
overall in this work group was identified. With the hiring of eight females during the Plan years, 
CLC is no longer disparate in this protected group. The College is underutilized by 8 persons of 
color and 1 person with a disability. CLC will make a good faith effort to recruit and hire 2 
persons of color and 1 person with a disability when vacancies occur in the next two years. 
 
Subcategory 2b includes technical faculty recruited through a regional search process. This 
subcategory indicates a reduction due to re-categorizing this subgroup to exclude non-faculty. 
Even though progress was made with the hiring of three females, the college continues to be 
underutilized in all protected groups in this subcategory.  CLC will make a good faith effort to 
recruit and hire females, persons of color and persons with disabilities when openings occur in 
the next two years. 
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Subcategory 2c - includes supervisory staff in the MMA bargaining unit who are professionals 
recruited at the state level. CLC shows an underutilization of one person with disabilities within 
the 2c category. CLC will make a good faith effort to recruit and hire one person with disabilities 
when openings occur in the next two years. This job group sustains full utilization of persons of 
color. 
 
Technicians ɀ The EEO job categories have been reorganized to include the newly established 
job category of technicians. This category includes IT and on-line instructional support in the 
MAPE bargaining unit in addition to technicians in the AFSCME bargaining unit. The EEO group 
of technicians indicates full utilization of the protected group of women, but, is disparate by one 
person of color and one person with a disability. The College will attempt to hire 1 person of 
color and 1 person with a disability during the Plan years. 
 
Paraprofessionals ɀIncludes MAPE, Commissioners Plan employees in addition to AFSCME 
college lab assistants. A reduction in this subcategory reflects the movement of a group of 
employees to a newly utilized EEO category of technicians. The current analysis of this category 
indicates underutilization in all protected groups. Given the opportunity, CLC will attempt to 
alleviate this disparity. 
 
Office/Clerical ɀ During this period, CLC decreased the overall number of employees in this 
work group by two. We remain fully utilized in the protected group of women and saw no 
change in the underutilization of four persons of color. The recruiting area is statewide for these 
classified positions, and it is anticipated this would not be expanded further. The College will 
make an effort to hire persons of color and persons with disabilities when filling positions in this 
work group, but will have limited opportunity to do so because of current budget constraints. 
 
Service Maintenance ɀ CLC increased the number of employees in this work group by one 
overall during the plan period. We are underutilized by three persons of color but maintain full 
utilization of women and persons with disabilities within the category. 
 

Recruitment and Hiring 
 
When comparing our statistical data with our regional county demographic information, in 
almost all cases, CLC exceeds the local population in each EE04 category. Within our service 
area, the College community reflects a more diverse workforce than within our local 
communities. 
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 EEO4 Category Utilization Analysis - 07/01/10 
 

Utilization Analysis by EEO4 Categories:  Central Lakes College as of 07/01/2010 

EEO Job Group Protected Group ɀ Women 
A B C D E F 

  
Total 

Number in 
Group 

Total 
Number of 
Women in 

Group 

% Women in 
the Group 

Availability % 
(from Census 

Tables) 

Availability 
Number 

Number 
Underutilized 

  

  

Officials and Administrators (Category 1) 12 8 67% 38.80% 5 0 

Professionals  (Category 2a) 50 25 50% 46.30% 23 0 

Professionals (Category 2b) 54 20 37% 45.90% 25 5 

Professionals  (Category 2c) 10 2 20% 53.80% 5 3 

Technicians  (Category 3) 13 9 69% 63.10% 8 0 

Protective Services     0 0 

Paraprofessionals (Category 5) 38 24 63% 67.70% 26 2 

Office/Clerical   (Category 6) 42 41 98% 67.70% 28 0 

Skilled Craft   (Category 7)     0 0 

Service Maintenance (Category 8) 19 8 42% 43.60% 8 0 

EEO Job Group Protected Group ɀ Minorities 
A B C D E F 

  
Total 

Number in 
Group 

Total 
Number of 
Minorities 
in Group 

% Minorities 
in the Group 

Availability %           
(from Census 

Tables) 

Availability 
Number 

Number 
Underutilized 

Officials and Administrators (Category 1) 12 2 16% 17.80% 2 0 

Professionals  (Category 2a) 50 2 4% 20.00% 10 8 

Professionals (Category 2b) 54 0 0% 13.00% 7 7 

Professionals  (Category 2c) 10 2 20% 8% 1 0 

Technicians  (Category 3) 13 0 0% 6.80% 1 1 

Protective Services       

Paraprofessionals (Category 5) 38 0 0% 8.20% 3 3 

Office/Clerical   (Category 6) 42 0 0% 8.20% 3 3 

Skilled Craft   (Category 7)       

Service Maintenance (Category 8) 19 0 0% 14.30% 3 3 

EEO Job Group Protected Group ɀ Disabled 
A B C D E F 

  
Total 

Number in 
Group 

Total 
Number of 
Disabled in 

Group 

% Disabled in 
the Group 

Availability % 
(from Census 
Tables) MN 
Statewide 

Availability 
Number 

Number 
Underutilized 

Officials and Administrators (Category 1) 12 0 0% 11.31% 1 1 

Professionals  (Category 2a) 50 4 8% 10.88% 5 1 

Professionals (Category 2b) 54 2 4% 10.88% 6 4 

Professionals  (Category 2c) 10 0 0% 10.88% 1 1 

Technicians  (Category 3) 13 0 0% 11.52% 1 1 

Protective Services       

Paraprofessionals (Category 5) 38 1 3% 10.86% 4 3 

Office/Clerical   (Category 6) 42 2 5% 11.56% 5 3 

Skilled Craft   (Category 7)       

Service Maintenance (Category 8) 19 2 11% 11.37% 2 0 

 

  



AA Plan  2010-2012 Page 15  

WEIGHTED UTILIZATION ANALYSIS  
 

EEO Job Group 

A B C 

Availability % (Census 
Tables) 

 
EXTERNAL 

Weight Factor 
 

INTERNAL 
WEIGHTED AVAILABILITY 

Officials and Administrators (Category 1) 38.80% 0% 38.80% 

Professionals  (Category 2a) 46.30% 0% 46.30% 

Professionals (Category 2b) 45.90% 0% 45.90% 

Professionals  (Category 2c) 53.80% 0% 53.80% 

Technicians  (Category 3) 63.10% 0% 63.10% 

Protective Services 
 

 
 

Paraprofessionals (Category 5) 67.70% 0% 67.70% 

Office/Clerical   (Category 6) 67.70% 0% 67.70% 

Skilled Craft   (Category 7) 
 

 
 

Service Maintenance (Category 8) 43.60% 0% 43.60% 

NOTE:  We have calculated the availability numbers using the two-factor analysis. We have found 
that the internal workforce factor does not apply as we have predominately chosen to recruit 
externally and internally simultaneously. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  PROTECTED GROUP:   WOMEN   

EEO JOB GROUP 

Total 
Number 

in 
Group 

Total 
Number 

of 
WOMEN 
in Group 

% 
WOMEN 

in the 
Group 

Availability 
% (Census 
Table) MN 
Statewide 

Availability 
Number  

AAP 2010-
2012 Number 
Underutilized 

AAP 2008-2010 
Number 

Underutilized 

Improved,  
Not 

Improved, 
Same 

Numerical 
Difference 

Officials and 
Administrators 12 8 66.7% 37.8% 5 0 0 Same 0 

Professionals (see plan)     0.0%   0 0   Same 0 

     Category A 50 25 50.0% 46.3% 23 0 6 0 -6 

     Category B 54 20 37.0% 45.9% 25 5 14 0 -9 

     Category C 10 2 20.0% 53.8% 5 3 0 0 3 

Technicians 13 9 69.2% 63.1% 8 0 0 Same 0 

Paraprofessionals 38 24 63.2% 63.1% 24 0 0 Same 0 

Office/Clerical 42 41 97.6% 67.7% 28 0 0 Same 0 

Service Maintenance 19 8 42.1% 43.6% 8 0 0 Same 0 

          
  PROTECTED GROUP:   MINORITIES   

EEO JOB GROUP 
Total 

Number 
in Group 

Total Number 
of 

MINORITIES 
in Group 

% 
MINORITIE

S in the 
Group 

Availability 
% (Census 

Table)  

Availability 
Number  

AAP 2010-
2012 Number 
Underutilized 

AAP 
2008-
2010 

Number 
Underutil

ized 

Improved, 
Not 

Improved, 
Same 

Numerical 
Difference 

Officials and 
Administrators 12 2 16.7% 17.8% 2 0 2 0 -2 

Professionals (see plan)                   

     Category A 50 2 4.0% 20.0% 10 8 9 0 -1 

     Category B 54 0 0.0% 13.0% 7 7 7 Same 0 

     Category C 10 2 20.0% 8.0% 1 0 0 Same 0 

Technicians 13 0 0.0% 6.8% 1 1 0 0 1 

Paraprofessionals  38 0 0.0% 8.2% 3 3 1 0 2 

Office/Clerical 42 0 0.0% 8.2% 3 3 4 0 -1 

Service Maintenance 19 0 0.0% 14.3% 3 3 2 0 1 
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  PROTECTED GROUP:   PERSONS with a DISABILITY   

EEO JOB GROUP 
Total 

Number 
in Group 

Total 
Number 

Disability in 
Group 

% Disability 
in the 
Group 

Availability 
% (Census 

Table)  

Availability 
Number  

AAP 2010-
2012 Number 
Underutilized 

AAP 2008-
2010 Number 
Underutilized 

Improved, 
Not 

Improved, 
Same 

Numerical 
Difference 

Officials and 
Administrators 12 0 0.0% 11.3% 1 1 1 Same 0 

Professionals (see plan)                   

     Category A 50 4 8.0% 10.9% 10 6 1 0 5 

     Category B 54 2 3.7% 10.9% 6 4 6 0 -2 

     Category C 10 0 0.0% 10.9% 1 1 1 Same 0 

Technicians 13 0 0.0% 11.5% 1 1 0 0 1 

Paraprofessionals  38 1 2.6% 10.9% 4 3 0 0 3 

Office/Clerical 42 2 4.8% 11.6% 5 3 4 0 -1 

Service Maintenance 0 2 0.0% 11.4% 3 1 0 0 1 

 
 
 
 
 
 
 
 
  



 
PRE-EMPLOYMENT REVIEW PROCESS 
 
State law governing affirmative action programs requires Central Lakes College to establish a 
method to audit, evaluate, and report program success. The process includes a pre-employment 
procedure to review unit-hiring decisions. When a vacancy occurs, the following procedure will 
be followed to ensure inclusiveness, consideration of affirmative action goals and before an offer 
of employment is made:  
 
UNCLASSIFIED UNLIMITED STAFF  

1. The supervisor determines that a vacancy exists and obtains approval to hire.  
2. A search committee is formed comprised of protected class members and union 

representation. Committee membership is approved by the Affirmative Action Officer to 
ensure diverse participation.  

3. The committee reviews the position description/vacancy notice, develops interview 
questions, and evaluates candidates.  

4. The Affirmative Action Officer/Designee meets with the search committee chair to review 
the position description, availability data, outlines the search process, and informs the 
chair of any hiring goals.  

5. The Human Resources Director/Affirmative Action Officer or designee along with the 
supervisor develops a plan of recruitment, drafts advertisement, the vacancy notice, and 
evaluation criteria.  

6. Supplemental applicant data is collected on each applicant and provided to the AAO with 
applicant pool demographics. 

7. The AAO examines the applicant pool, semi-finalists, and finalists to ensure the inclusion 
of women, persons of color, and persons with disabilities. 

8. The search committee is responsible for the non-selection rationale of candidates before 
proceeding to the next stage of the search process. The Affirmative Action Officer reviews 
the rationale and determines if the process was non-discriminatory and notifies the 
committee chair of the decision. 

9. If the rationale is not approved, the Affirmative Action Officer notifies the 
President/Designee and recommends an action. The President will determine the final 
action. 

10. At any stage of the process, the Affirmative Action Officer may request that the President 
extend and/or close the search if the pool of protected class candidates is not satisfactory.  

11. If necessary, the College will reopen the search and advertise in publications to recruit 
protected class applicants. 

12. A good faith effort to include protected class candidates throughout the application and 
selection process is essential to Affirmative Action goals. If a protected class candidate is 
not selected, a job offer will not be made until the AAO reviews the rationale.  

13. A Certification of Applicant Pool Form (p. 18, 19) will be completed for all searches for 
unlimited/permanent positions. 

14. The search committee will develop interview questions and process to assess job related 
skills and abilities. 

15. The search committee will recommend at least two finalists when practicable to the 
College President/Designee. Selection will be based on job related criteria. 
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PRE-EMPLOYMENT REVIEW PROCESS - CLASSIFIED STAFF 
The recruitment and selection of Central Lakes College's employees included in the executive 
branch of the Minnesota civil service, comply with Minnesota Statutes 43.18 and 179.14, MMB 
Personnel Rules, and applicable collective bargaining agreements. Because of these restrictions, 
affirmative action receives its primary emphasis at the State level for recruitment and the 
establishment of eligible lists. 

1. The Supervisor informs Human Resources when a classified position becomes vacant or a 
new position is created. 

2. If the position will be filled, Human Resources will confer with the supervisor to 
determine position qualifications and review the position description for necessary 
changes. 

3. A vacancy notice is written and posted on both campuses of Central Lakes College for 
bidding by eligible employees. Employees that bid are assessed for position 
qualifications. If the eligible bidder(s) passes the assessment testing, interviews are 
scheduled or a job offer made. Prior to a job offer, the Affirmative Action Officer will 
review to ensure the process was non-discriminatory. 

4. If a current eligible employee does not bid, and, after a statewide layoff list is reviewed, 
any of the following actions are taken: 
a. A certification list is requested and assessments and/or interviews are held. 
b. State employees from other state agencies may be considered for transfer. 
c. Reinstatement of a former state employee may be considered. 

5. At this time, options a through c would be reviewed by the Affirmative Action Officer to 
ensure the process are non-discriminatory. 

6. If the certification list reveals there are no individuals on layoff, and, the College intends 
to fill a vacancy where a disparity exists, a determination will be made whether further 
recruitment and advertisement to increase the pool of protected group members will be 
attempted. Noting a possible delay in the hiring process, the College may make the 
decision to attempt to expand its efforts. 

7. Demographic information from these lists pertaining to protected group status is private 
information and will not be released to the prospective supervisor or members of the 
search committee. Only public personnel data as defined by the Minnesota Data 
Government Practices Act, Section 13.43, Subd. 2, may be released. 

8. Human Resources in consultation with the Supervisor will develop job related questions 
and/or assessments to ensure uniformity and appropriateness.   

9. A search committee is formed that includes individuals from the prospective department 
as well as other bargaining unit representatives. 

10. After the committee identifies finalists, the AAO will review the finalist list to ensure the 
recommendation is consistent with the Affirmative Action Plan and determines one of the 
following courses of action:  

11. If a disparity exists and a member of a protected group is not selected, justification for 
non-selection of all candidates will be reviewed by the AAO.  

12. If the Affirmative Action Officer does not concur with the decision, the Affirmative Action 
Officer will review all of the applicant files and make a final recommendation to reaffirm, 
reconsider, or reopen the search process. 

13. If the AAO concurs with the selection, interviews are scheduled.  
14. A recommendation to hire is given to the Supervisor, reference checks are completed, and 

a recommendation is forwarded to the President. 
15. All candidates are notified of the hiring decision. 
16. A "Monitoring the Hiring Process" form will be completed for each vacancy. Quarterly 

reports will be submitted to MMB that monitors the college's affirmative action hiring 
efforts.  
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Certification of Applicant Pool 
 
In addition to aggressive recruitment, the College's Affirmative Action Officer will review and 
approve or not approve each applicant pool to ensure inclusion of protected groups: 
 
After the application deadline has passed and prior to the search committee review, the AAO will 
give preliminary approval of the applicant pool. The AAO will record the approval decision on 
the Certification of Applicant Pool form (p 18) and will keep the information on file according to 
ÔÈÅ ÃÏÌÌÅÇÅȭÓ ÒÅÃÏÒÄÓ ÒÅÔÅÎÔÉÏÎ ÓÃÈÅÄÕÌÅȢ 
 
After the applicants have been selected for interview by the search committee, the AAO will 
review the recommendation to ensure inclusion and to seek rationale by the committee chair for 
non-selection of protected group applicants. The AAO will record the approval of semi-finalists 
selected for interview using the Certification of Semi-finalist Applicant Pool (p 19). 
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1.  

 
 
  Campus 
  Position Control Number 
 

CCEERRTTIIFFIICCAATTIIOONN  OOFF  AAPPPPLLIICCAANNTT  PPOOOOLL  
 

Position/Job Class:         
 
Assigned Field (faculty) or Working Title:         
 
There is a disparity on the job category where this vacancy exists      YES        NO 
 
If yes, check where the disparity exists:     minority        female        disabled 
 
APPLICANT POOL: TOTAL COMPLETE APPLICANT    
 
GENDER: Male  Female  Unknown   
 
RACE: White_____(M) _____(F) Minority_____(M)  _____(F) Unknown   
 
DISABILITY 
STATUS: No Disability_____(M)  _____(F)      Disability_____(M)   _____(F) Unknown   
 
I certify that the pool of candidates meets the requirements of the System and College Affirmative Action/Equal Opportunity 
Policies and expectations. 
 
         
College Affirmative Action Officer           Date 
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  Campus 
  Position Control Number 
 
 

CCEERRTTIIFFIICCAATTIIOONN  OOFF  SSEEMMII--FFIINNAALLIISSTT    

AAPPPPLLIICCAANNTT  PPOOOOLL  
 

Position/Job Class:         
 
Assigned Field (faculty) or Working Title:         
 
There is a disparity on the job category where this vacancy exists      YES        NO 
 
If yes, check where the disparity exists:     minority        female        disabled 
 
APPLICANT POOL: TOTAL COMPLETE APPLICANT    
 
GENDER: Male  Female  Unknown   
 
RACE: White_____(M) _____(F) Minority_____(M)  _____(F) Unknown   
 
DISABILITY 
STATUS: No Disability_____(M)  _____(F)      Disability_____(M)   _____(F) Unknown   
 
I certify that the pool of candidates meets the requirements of the System and College Affirmative Action/Equal Opportunity 
Policies and expectations. 
 
         
College Affirmative Action Officer           Date 
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METHODS OF AUDITING, EVALUATING, REPORTING PROGRAM SUCCESS 
 

1. The Affirmative Action Plan for Central Lakes College will be reviewed by the MMB 
Director for the Office of Diversity and Multiculturalism at MnSCU. 

 
2. 4ÈÅ #ÏÌÌÅÇÅȭÓ !ÆÆÉÒÍÁÔÉÖÅ !ÃÔÉÏÎ /ÆÆÉÃÅÒ ×ÉÌÌ ÍÏÎÉÔÏÒ ÔÈÅ ÐÒÏÃÅÄÕÒÅÓ ÔÏ ÅÖÁÌÕÁÔÅ ÐÒÏÇÒÅÓÓ 

and ensure that the policy is carried out. 
 

3. ! ÂÉÅÎÎÉÁÌ ÅÖÁÌÕÁÔÉÏÎ ÏÆ ÔÈÅ ÐÒÅÖÉÏÕÓ ÐÅÒÉÏÄȭÓ ÈÉÒÉÎÇ ÁÎÄ ÔÕÒnover will be completed prior 
to initiating the hiring process for the upcoming period to determine the current 
utilization and to identify hiring goals. 

 
4. A record of harassment/discrimination complaints filed will be maintained and reviewed 

by the Affirmation Action Officer to determine possible training opportunities. 
 
 
PRE-REVIEW OF LAY-OFF DETERMINATIONS 
 
Central Lakes College will make lay-off determinations consistent with applicable collective 
bargaining agreements and personnel plans. Proposed lay-off decisions will be reviewed by the 
Affirmative Action Officer to evaluate their effect on Central Lakes College's affirmative action 
program. 
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RECRUITMENT PLAN 
 
To enhance and develop a diverse campus community, Central Lakes College recognizes that 
every search is an opportunity for the aggressive recruitment of protected class applicants to 
develop a large and diverse applicant pool. Through the recruitment of women, persons of color, 
and persons with disabilities, CLC will develop a workforce that enhances learning for our 
student body and local community that we serve. All applicants will be given equal opportunity, 
treated with dignity and respect, and when requested, accommodations will be offered 
throughout the hiring process to persons with disabilities. 
 
Within disciplines where protected groups are underutilized, and, applicants are limited the 
need for aggressive advertising and recruitment becomes crucial. Central Lakes College 
recognizes to successfully attract and retain underrepresented candidates is directly related to a 
long-term commitment by the College and a supportive work environment. 
 
The College is required by federal law to biennially review its work force and identify areas 
where the representation of women, persons of color, and persons with disabilities are 
underutilized relative to their members in a given job group. The college is required to 
document efforts to correct any underutilization and assure full representation in an applicant 
pool. Before each search begins, the AAO will determine whether underutilization exists and 
develop the hiring goal. 
 
National and/or regional searches are required for most permanent full-time faculty and 
professional positions. Occasionally, full-time faculty positions are filled through conversion of 
employment status or bargaining unit status. Vice Presidents, Deans, and Director positions 
should be filled through a national recruitment effort. Because the local area demographics 
contain a limited pool of persons of color, CLC has established the minimal geographic region for 
other professional staff searches will include the Minneapolis/St. Paul area. 
 
In addition to aggressive advertising to assure the development of a diverse applicant pool, CLC 
will employ innovative methods and network with administrators, faculty, staff, and 
professionals from other institutions to assist with applicant recommendations to ensure a 
diverse applicant pool.   
 

Other strategies during the plan years will include: 

 

 Paid advertising on a regional and national level including publications that target potential 

protected group applicants. The Office of the Chancellor will assist CLC by deferring some of 

the advertising cost for recruitment efforts on behalf of the system. 

 Encourage current employees to make referrals when vacancies become available. 

 Expand the recruitment of persons with disabilities by mailing vacancy announcements to 

organizations such as State Council on Disabilities, Minneapolis Rehabilitation Center, 

Courage Center, and the University of Minnesota Disability Services Careers On-Line. 

 Vacancies will be posted on the Midwest Higher Education Recruitment Consortium (HERC) 

website. 
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A D V E R T I S I N G  S O U R C E S  

 
1. Full-time Liberal Arts Faculty and Excluded Administrators 

A. National (Chronicle of Higher Education) 
B. Metro newspapers (i.e. Minneapolis Star & Tribune) 
C. Discipline related journals, newsletters, newspapers, etc. 
D. Local newspapers 
E. Higher Education Jobs Online, IM Diversity.com, AcademicCareers.com  
F. MnSCU Job Opportunities Posting Digest and website 
G. CLC website 
H. Midwest Higher Education Recruitment Consortium 

 
2. Full-time Technical Faculty 

A. Minneapolis Star Tribune 
B. Morrison County Record 
C. Local newspapers, including St. Cloud, Duluth, Brainerd, Staples 
D. Grand Forks Herald, Fargo Forum 
E. CLC website, MnSCU Job Opportunities Posting Digest and website 
F. www.Higheredjobs.com, minndiversity.com, monster.com, DICE.com, 

Careerbuilder.com or other appropriate website   
 

3. Full-time or Part-time Professionals (Unclassified) 
A. One metro newspaper (i.e. Minneapolis Star & Tribune) 
B. Appropriate journals, newsletters, newspapers, etc. (listing provided by MnSCU 

ODEO Office)(Including affirmative action resources.) 
C. Local newspapers, including Duluth and/or St. Cloud, Brainerd and Staples 

www.Higheredjobs.com 
D. MnSCU Job Opportunities Posting Digest and website (including listing above for 

administrators) 
E. CLC website 

 
4. Classified (after union posting obligations have been fulfilled) 

A. Local newspapers, including St. Cloud, Brainerd, Staples, Morrison County Record 
B. MnSCU Job Opportunities Posting Digest and website  
C. MN Career Opportunities 
D. CLC website 
E. Minnesota Job Bank on-line 
F. Minnesotaworks.net, Careers.state.mn.us, yahoohotjobs.com 

 
During plan year 2008-2010, Central Lakes College incurred advertising expenses of 
approximately $38,776.04.  
 
 
 
 
  

http://www.higheredjobs.com/
http://www.higheredjobs.com/
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S U P P O R T E D  E M P L O Y M E N T  
 
 

Central Lakes College is committed to assisting the employer, the State of Minnesota, to comply 
with the 1992 legislature language added to M.S. 43A.191 that states: 
 

(D)  The agency plan must identify, annually, any positions in the agency that can 
be used for supported employment as defined in section 268.01, subdivision 13, of 
persons with severe disabilities.  The agency shall report this information to the 
commissioner.  An agency that hires more than one supported worker in the 
identified positions must receive recognition for each supported worker toward 
meeting the agency's affirmative action goals and objectives. 

 
As classified vacancies occur, the essential functions of the position will be identified to 
determine if participation in the supported work program is feasible.  As positions become 
vacant, hiring supervisors and the Director of Human Resources will review job tasks and 
determine if they might be performed by a supported employment worker. 
 
As positions at Central Lakes College are identified that can be used for supported employment, 
we will work with those agencies/services who may be able to assist us in finding candidates for 
the supported work program.  
 
Central Lakes College provides reasonable accommodations for current employees.   

 
 
 
 

  



AA Plan  2010-2012 Page 10  

Commitment to Retention 
 

Central Lakes College will strive to retain all employees with additional recourses dedicated to 
protected class individuals.  The responsibility for retention efforts will lie with the 
Administration and supervisors and ×ÉÌÌ ÂÅ ÍÏÎÉÔÏÒÅÄ ÂÙ ÔÈÅ ÃÏÌÌÅÇÅȭÓ !!/ȟ .ÁÎÃÙ 0ÁÕlson.  
President Larry Lundblad is dedicated to retaining all well qualified hard working staff 
members. Through commitment to positive leadership, the College will try to improve any 
adverse impact within each subcategory. 
 
Separation Analysis:  Data for the period of July 1, 2008 through June 30, 2010  
 
During the last biennium, twenty three (23) employees left their employment at Central Lakes 
College.  Of those twenty three, fifteen left voluntarily; ten retired and five resigned.  Of the ten 
retirees, fiver were protected group members, and of the five employees resigning from 
employment, three were protected group members. Eight employees left employment 
involuntarily; one was terminated, five through layoff and two ere non-certified during their 
probationary period. Five of the employees leaving the college on an involuntary basis were 
protected group members. 
 
Analysis of this data appears to show that separation patterns of non and protected group 
employees are not significantly different and that the primary reason for separation is 
retirement.  Even though enrollment continues to move upward, the college experienced 
ÕÎÁÎÔÉÃÉÐÁÔÅÄ ÌÏÓÓ ÏÆ ÆÕÎÄÉÎÇ ÄÕÅ ÔÏ ÔÈÅ 3ÔÁÔÅȭÓ ÅÃÏÎÏÍÉÃ ÄÏ×Î ÔÕÒÎ ÁÎÄ ÎÅÅÄÅÄ Ôo involuntarily 
separate employees through layoff in order to submit a balanced budget.. 
 
After comparison of the separation data from the last plan year with the current year, it appears 
employees of protected group status left the college through resignation, retirement, and layoff.  
The AAO will continue to determine why employees are choosing to leave through exit 
interviews. Initial data indicates employees ending employment on a voluntary basis are leaving 
for predominately personal and market reasons. 
 
The College will also continue to recruit and retain its staff with special emphasis on 
underutilized group members.  Through experience, the college understands that a positive 
work environment is the best way to retain staff.  Through the use of on-going communication, a 
faculty mentoring program, and by providing employees with a mechanism to resolve disputes, 
the college expects a decrease in voluntary separations. 
 
The following retention efforts will be utilized by the College: 
 
Working Environment: 
The importance of a positive working environment cannot be overstated.  A positive, inviting, 
and safe environment impacts retention.  A non-hostile open environment will assist the College 
with the retention of valuable employees.  Only with an ongoing commitment to aggressive 
recruitment and retention of qualified members of underutilized groups will the College provide 
an inviting, diverse, and positive working environment.  The leadership role of the President, 
with positive modeling, can influence the entire campus regarding their attitude toward the 
diverse student and staff population.  By having the President take a leadership role in 
promoting a positive working environment, the College can better retain staff members of 
protected class status. 
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Commitment to Early Conflict Intervention: 
Employers who quickly respond to employee disputes are less likely to lose valuable employees.  
The College strongly believes in early detection and intervention of employee conflicts 
(including those between supervisor and employee).  While some disputes, particularly those 
which fall under the preview of Equal Employment Opportunity and state and federal law 
require full investigation, other employee disputes are best resolved informally.  Misperceptions, 
misunderstandings, and minor conflict can escalate into difficult disputes if they are not dealt 
with early.  The leadership of the College is dedicated to a quick response and resolution and 
believes that facilitating dialogue between conflicting parties through mediation will allow for 
the settlement of most disputes.  The Director of Human Resources(trained in alternate dispute 
resolution) and affected supervisor will usually be involved in all mediation efforts. 
 
Employee Recognition: 
The College is committed to the idea that employees who are recognized for their efforts are less 
likely to leave the organization.  Through programs such as achievement awards, an annual 
employee recognition program, and other events the College hopes to have an ongoing system 
that will recognize individuals who have performed admirably or become leaders in their field. 
 
Performance Management: 
When employees are clear about expectations, have constructive feedback on an ongoing basis, 
and work with their supervisors to construct individual development plans they are less likely to 
leave the organization.  The College requires employees have accurate position descriptions that 
reflect the expectations for successful performance and frequent evaluations.  Supervisors and 
managers are encouraged to work with their employees to develop skills through training 
opportunities and support them in achieving their development objectives. 
 
Staff Development/Training: 
Staff development dollars have been budgeted each fiscal year for every employee of a 
bargaining unit at Central Lakes College.  These funds can be used within established guidelines 
to fund educational studies, professional development activities, memberships, etc.  Additional 
funds have been designated for college-wide or departmental training needs (i.e. computer 
systems, software applications, web page development, customer service, conflict resolution, 
diversity training). 
 
Orientation Program: 
An orientation program has been implemented for all new hires at Central Lakes College.  Every 
new employee is provided with information to welcome them into the college community. 
 
Faculty Mentoring Program: 
With the assistance from the Center for Teaching and Learning, CLC implemented a new faculty 
mentoring program that matches a seasoned full-time faculty member with new hires. In 
addition, classroom management, syllabus development, and grading assistance training is 
provided prior to the first day of the semester. 
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 Officials/Administratorsɂ5 departures: 
4 Voluntary Separations: - 3 resignations (2 protected group, 1 non-protected group), 1 
retirement (1 protected group) 
1 Involuntary Separation: - 1 termination (1non-protected group)  
 
Summary:  This job group remains fully utilized in the protected group of women. During 
the Plan year two person of color were hired and there is no longer a disparity in this 
protected group but the college remains disparate by one person with a disability. The 
separations in this job group did not result in a negative impact in the protected groups.  

 

 Professionals (Subcategory a,b,c): 
1. Subcategory 2aɀ 2 Departures:  

 
2 Voluntary Separations: 
 2 retirements (1 protected group)  
0 Involuntary Separation: 

 

Summary:  This job group is broken down into subcategories and is inclusive of liberal 
arts faculty. Of the overall departures, 1 or 50% was a protected group member 
creating a disparity of one person with a disability in the job group. The college 
remains disparate by 8 in the protected group of persons of color but was successful in 
eliminating the disparity in the protected group of women.  This job category 
experienced an overall increase of four positions with the hiring of ten positions (7 
protected group ), voluntary departure of 2 (1 protected group), promotion of 3 (1 
protected group) and movement of 1 to a different job category.  

 
2. Subcategory 2b- 6 Departures:  

4 Voluntary Separations: 
4 retirements (4 non-protected group)  

2 Involuntary Separations: 
2 non-certifications (2 non-protected group) 

 
Summary:  This job group has been reorganized to include technical and career 
faculty/counselors exclusively, resulting in the movement of 13 individuals to new EEO 
categories. With the hiring of 10 new faculty, 7 of which were women, the college made 
some progress in reducing the disparity in this protected group. The 4 voluntary 
separations and 2 involuntary separations had no negative impact in this job category but 
the College remains underutilized by 7 persons of color and 4 persons with disabilities. 

 
3. Subcategory 2cɀ 1 Departure:  

1 Voluntary Separation: 
1 retirement (1 protected group) 

0 Involuntary Separation: 
 

Summary:  This job group has been reorganized to include classified and unclassified 
supervisors in the MMA bargaining unit. Due to the reorganization and voluntary 
separation of 1 protected group member, this job category now reflects a disparity of 3 
women and maintains a disparity of 1 person with a disability. This job group sustains 
full utilization of persons of color. 
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 Technicians: - 0 Departures 
0 Voluntary Separations:  
0 Involuntary Separations:  
 
Summary:  The EEO job categories have been reorganized to include the newly 
established job category of technicians. This category includes IT and on-line 
instructional support in the MAPE bargaining unit in addition to technicians in the 
AFSCME bargaining unit. The EEO group of technicians indicates full utilization of the 
protected group of women, but, is disparate by one person of color and one person with a 
disability. 
 

 Paraprofessionalsɂ5 Departures: 
2 Voluntary Separations: 
 2 resignations (1protected group, 1 non-protected group)   
3 Involuntary Separations: 
 3 layoffs (3 protected group) 
 
Summary: The EEO job category of paraprofessionals has been reorganized to include all 
employees in the MAPE bargaining unit excluding IT and on-line instructional support in 
addition to college lab assistants in the AFSCME bargaining unit. The voluntary and 
involuntary separations in this job category had a negative impact in that the job category 
of paraprofessionals now reflects a disparity of two women where full utilization existed 
in the prior analysis. The hiring of one person of color was negated during the Plan year 
with a subsequent layoff due to lack of continued funding for the position and the college 
remains disparate by 1 person of color. The College is now underutilized by 3 persons 
with disabilities due to the increase in this job category as the total number of persons 
with disabilities remains unchanged. 

 
 Office/Clericalɂ4 Departures:    

2 Voluntary Separations: 
 2 retirement (2 protected group)  
2 Involuntary Separations 
 2 layoff (2 protected group) 
 
Summary:  The departures of 4 protected class members had no impact in the utilization 
analysis of this job group. The college remains fully utilized for women and is 
underutilized by 4 persons of color and 3 persons with disabilities. 
 

 Service Maintenance: 0 Departures:   
0 Voluntary Separations  
0 Involuntary Separations  
 
Summary:  There were no separations during the plan years in this job group. With the 
hiring of 1 protected group member, the college remains fully utilized for women based 
on overall growth of 3 in the job category. The College remains underutilized by 3 
persons of color but remains fully utilized in the protected group of persons with 
disabilities. 
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AFFIRMATIVE ACTION PROGRAMS & OBJECTIVES 
 
GOAL 1: Commit human and financial resources to effectively implement Central Lakes 

College's Affirmative Action Plan. 
Action: 
1. The Affirmative Action Officer will submit a proposed budget based on college-wide training 

needs and goals for review and approval. 
2. The Affirmative Action Officer will work in conjunction with the Director of Diversity and the 

ADA Coordinator to develop and submit a proposed budget to cover costs related to 
reasonable accommodations for employees and applicants. 

3. The budgets will be periodically reviewed to determine whether funds are sufficient to 
address goals and objectives of the Affirmative Action Plan. 

4. The amount of time expended to meet the College's affirmative action efforts will be 
periodically reviewed to determine whether allocation of additional resources are necessary 
to meet the college's goals and objectives and for timely response to investigations of 
complaints. 

 
Responsibility:  President, ADA Coordinator of Disability Services, Affirmative Action Officer, 
Director of Diversity    
 
Timeline:  Budget and responsibilities of Affirmative Action Officer will be reviewed  
annually. 
 
Evaluation:  Review of funds spent and resources expended to determine if resources are  
adequate. 
 
 
Goal 2:With Management, Presidents Cabinet and the Leadership Council at the 

table, develop goals to address multicultural transformation, transparency 
and accountability. 

 
Action: 
1. Review the July 1, 2010 MAP IT Survey findings at the Management level. 
2. Develop strategies to engage leadership to understand and engage in diversity and 

multicultural transformation. 
3. Develop an annual plan to assess climate and diversity issues. 
4. )Î ÃÏÌÌÁÂÏÒÁÔÉÏÎ ×ÉÔÈ ÔÈÅ $ÉÖÅÒÓÉÔÙ #ÏÍÍÉÔÔÅÅȟ ÄÅÖÅÌÏÐ ÁÎ Ȭ%ÑÕÉÔÙ 3ÃÏÒÅÃÁÒÄȭ Ôhat will be 

used to evaluate our campus commitment to diversity and multiculturalism; specifically:  
shared decision making, collaboration efforts, professional development, assessment and 
engagement across all levels to this work.  

 
Responsibility: President, Affirmative Action Officer and Director of Diversity 
 
Timeline: Equity Scorecard will be implemented by July 1, 2011.  Strategies to improve our 
work will be ongoing. 
 
Evaluation: 4ÈÅ Ȭ%ÑÕÉÔÙ 3ÃÏÒÅÃÁÒÄȭ ÁÎÄ ÁÎÎÕÁÌ ÃÌÉÍÁÔÅ ÓÕÒÖÅÙ ×ÉÌÌ ÅÎÓÕÒÅ ÔÈÁÔ ×Å are reviewing 
and addressing the impact of our strategies. 
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GOAL 3:$ÅÖÅÌÏÐ ÒÅÐÏÒÔÓ ÏÎ ÁÎ ÁÎÎÕÁÌ ÂÁÓÉÓȟ ×ÈÉÃÈ ÓÔÁÔÉÓÔÉÃÁÌÌÙ ÁÎÁÌÙÚÅ #,#ȭÓ ÒÅÃÒÕÉÔÍÅÎÔȟ 
hiring, promotions, terminations, and progress toward our valuing diversity priority and 
affirmative action goals (where applicable), for the college president and the Diversity 
Committee. 

 
Action: 

1. Keep the college administration and Diversity Committee informed of the latest 
developments in the equal opportunity/affirmative action area. 

2. Recruit, promote and retain a diverse staff that reflects the demographics of the student 
body. 

3. Commit institutional support and financial resources for these recruitment and retention 
activities. 
A. Benchmark peer institutions and peers for best practices in retention of diverse 

employees. 
B. Empower campus leaders to provide incentives that promote the training, 

recruitment, promotion, and retention of diverse staff. 
C. Encourage promotion and retention of diverse employees and provide avenues and 

career ladders which enable talented diverse staff to take up leadership opportunities 
within the system. 

D. Administrators  will seek to identify  program alumni who may be considered for 
potential positions. 
 

4. All employees with hiring involvement and/or supervisory responsibility have the 
responsibility to: 
A. Ensure that all employment practices are conducted in a lawful nondiscriminatory 

manner. 
B. Monitor progress toward equal employment opportunity and affirmative action of all 

units under their supervision. Support Central Lakes College goal to increase the role 
of women and men into non-traditional professions within MnSCU/CLC. 

C. Require that position descriptions and interview questions stress diversity and 
cultural competency as a strength for all candidates. 

D. Attend required training sessions prior to serving on a search committee, including 
but not limited to diversity issues, 

E. Accept the responsibility of creating through their work environments and contacts 
with the community, a campus that upholds the concepts outlined in this plan and 
provides equal opportunity for all.  
 

5. The Affirmative Action Officer and Director of Diversity, with assistance from the 
Diversity Committee will  identify obstacles to the successful  recruitment of diverse 
employees, identify challenges to ÔÈÅ ÒÅÔÅÎÔÉÏÎ ÏÆ ÄÉÖÅÒÓÅ ÅÍÐÌÏÙÅÅȭÓ ÁÎÄ ÄÅÖÅÌÏÐ 
programs to remove or lesson the potential obstacles.  Strategies may include: 
 

A. Review and revise college publications, other marketing tools and college website to 
reflect the diversity of the campus. 

B. Develop a formal mentoring program for all new employees, with sensitivity to new 
diverse employees. 

C. Establish annual meetings with all new employees to identify problematic issues should 
they arise. 
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D. #ÏÎÄÕÃÔ ÓÙÓÔÅÍÁÔÉÃ ÅØÉÔ ÉÎÔÅÒÖÉÅ×Ó ÔÏ ÄÅÔÅÒÍÉÎÅ ÉÆ ÔÈÅ ÐÅÒÓÏÎȭs diversity status or the 
environment within the program contributed to their departure. Ascertain what, if 
anything, the program could have done differently to have retained the person. 

 
Responsibilities:  Affirmative Action Officer, Vice President of Academic & Student Affairs, 
Director of Diversity, Deans 
 
Timeline:  Ongoing 
 
Evaluation:  In addition to Affirmative Action Measures that must be met, we will measure our 
effectiveness via the 'Equity Scorecard' and ongoing surveys. 
 
GOAL 4:  Promote and create a campus environment free of harassment and 

discrimination. 
 
Action: 
1. In partnership with the Diversity Director, review the recently published Multicultural 

Transformation Study findings to develop staff development opportunities to address areas 
of concern. 

2. Through a formal orientation process, inform new staff of policies and regulations pertaining 
to discrimination and harassment and ADA Compliance. 

3. Provide training and information across the CLC Campuses (including work study students), 
on content and implementation of law and system policies relating to sexual and general 
harassment/discrimination.   

4. 3ÐÏÎÓÏÒ Á Ȭ3ÁÆÅ 3ÐÁÃÅ 4ÒÁÉÎÉÎÇȭ ÆÏÒ ÁÌÌ ÉÎÔÅÒÅÓÔÅÄ ÅÍÐÌÏÙÅÅȭÓ ×ÈÏ ×ÉÓÈ ÔÏ ÕÎÄÅÒÓÔÁÎÄ ÁÎÄ 
visibly support our GLBT employee and student communities. All staff will participate in a 
separate 'Duty Day' training in January. 

5. Orient new employees and work study students to college policies with regard to 
discrimination and/or harassment. 

6. Inform staff and students of the procedures for filing and investigating complaints of 
harassment/discrimination through orientations, posters, student handbook, brochures and 
E-learning. 

7. Ensure that employee and student handbooks and the CLC website provide easy access to 
our complaint process and procedures. 

8. Ensure that the established complaint procedure allows for timely and thorough 
investigation of all complaints of harassment/discrimination. 

9. Follow the established MnSCU procedure when investigating complaints of 
harassment/discrimination. 

10. Develop campus-wide on-line training for all employees on the 1B.1 MnSCU 
Nondiscrimination Policy. 

11.  Work with Director of Security and Deans/Administrators to monitor harassment and 
ÄÉÓÃÒÉÍÉÎÁÔÉÏÎ ×ÉÔÈÉÎ ÔÈÅ ÃÁÍÐÕÓȭÓ ÁÎÄ ÔÈÅ ÌÁÒÇÅÒ ÃÏÍÍÕÎÉÔÙȢ 

 
Responsibility:  President, Cabinet, Affirmative Action Officer, Director of Diversity 
 
Timeline:  Orientation will be provided to new employees and on-going training will be 
provided to staff through in-service day presentations.  
 
Evaluation:  Training evaluations to measure program effectiveness and to ensure participation 
ÄÏÃÕÍÅÎÔ ÓÔÁÆÆ ÁÔÔÅÎÄÁÎÃÅȢ !ÎÎÕÁÌ ÃÌÉÍÁÔÅ ÓÕÒÖÅÙ ÁÎÄ Ȭ%ÑÕÉÔÙ 3ÃÏÒÅÃÁÒÄȭ ×ÉÌÌ ÂÅ ÕÓÅÄ ÔÏ 
measure effectiveness of our strategies. 
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GOAL 5:  Provide a variety of services to support the diverse needs of protected and 

under-represented groups. 
 
Action: 
1. Provide training and cultural coaching to employees working with Tribal College students 

and Access & Opportunity students.   
2. Develop training for counselors and all staff to establish clear policies and procedures for 

recruiting and retaining our English Language Learners (ELL) students.   
3. Support Disabilities Coordinator to develop training and coaching for employees working 

with students with disabilities.   
4. Provide support services to applicants and college employees on issues of reasonable 

accommodation to maintain compliance of the Americans with Disabilities Act. 
5. Support  employees to serve as advisors for multi-cultural organizations on campus such as: 

Multicultural Club and Rainbow Organization, which will assist with the recruitment and 
retention of students of color.   

6. Establish a Council of American Indian Student organization. 
7. Support global student organizations such as: Spanish Club and International Student Club. 
8. Review and modify as required,  all ELL (English Language Learner) policies and procedures 

to ensure student success. 
9. Develop cultural based workshops for fall and spring 'Student Success Days' on campus. 
10. Maintain a faculty mentoring program to increase faculty retention and satisfaction. 

A. During faculty orientation, give opportunity for discussion; questions and answers on 
areas of concern; address topics of interest; i.e. CTL activities, teaching and learning 
opportunities, syllabi construction, and ice-breaking activities. 

B. Survey new faculty during orientation for input on individual mentoring needs. Human 
Resources will track FTU faculty separately from PTU, TFT, TPT, and adjunct.  

C. Advertise and recruit faculty mentors based on information gathered through the survey 
instrument. 

D. Keep the mentoring relationship on track through email encouragements and 
teaching/learning opportunities. 

E. Develop measurement to evaluate the effectiveness and impact of the program on 
faculty retention and areas of satisfaction. 

 
Responsibility:  President, Vice Presidents, Deans, Disability Coordinator, Affirmative Action 
Officer and Director of Diversity 
 
Timeline:  Ongoing 
 
Evaluation:  Use of services by staff, students and the community. Equity Scorecard.  Fewer 
discrimination concerns and complaints. 
 
 
GOAL 6:  Train, engage and empower the Diversity Committee to assist in the  
 diversity and multicultural transformation of the college.  
 
Central Lakes College Diversity Committee is committed to modeling diversity. Representatives 
from Administration, Human Resources, Disability Services, Faculty, Student Support Services 
Staff and others serve on this committee. We are diverse in age, race, gender, sexual orientation 
and disability awareness.  
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Action: 
1. Review MAP IT Survey findings and recommendations. 
2. Educate and collaborate to gain campus wide acceptance of the diversity plan. 
3. Promote and advocate for diversity within Central Lakes College and the community. 
4. The Affirmative Action Officer,  Director of Diversity, with input from the Diversity 

Committee will review and update the diversity plan annually. 
5. Assist search committees to ensure diverse representation in hiring practices. 
6. Assist in planning and implementation of diversity training for employees. 
7. Plan and/or sponsor diversity celebrations on campus. 
8. Showcase  faculty, instructor, staff, and student accomplishments/success in the area of 

diversity and multiculturalism. 
9. Develop an annual diversity calendar of events, holidays and training. 
10. Review annually diversity related employee and student data pertaining to climate and 
ÁÃÁÄÅÍÉÃ ÁÃÈÉÅÖÅÍÅÎÔ ÇÁÐ ÉÓÓÕÅÓȢ 0ÒÏÖÉÄÅ ÉÎÐÕÔ ÉÎÔÏ ÔÈÅ ÄÅÖÅÌÏÐÍÅÎÔ ÏÆ ÔÈÅ Ȭ%ÑÕÉÔÙ 

11. 3ÃÏÒÅÃÁÒÄȭȢ 
12. Assist in compliance issues with the Office of Civil Rights regulations. 
13. Provide an annual report to President Lundblad. 
 
Responsibility:  Director of Diversity and Affirmative Action Officer 
 

Timeline:  Ongoing 
 
Evaluation 
CLC is committed to transparency, accountability and evaluation.  The President and management team 
will develop an Equity Scorecard that provides insight annually to measure the impact of our Affirmative 
Action and Diversity goals.  In addition, CLC Leadership will monitor our CESSE, and Access & 
Opportunity findings to evaluate both climate and academic achievement gap issues with 
underrepresented students. Evaluation will drive our diversity efforts.  
 
 
GOAL 7:  Improve campus-wide diversity and multicultural awareness, appreciation and 

engagement. 
 
Action: 
1. Collaborate with internal employees, community, regional and state-wide organizations, to 

offer programs to the college and Brainerd Lakes Area community that focus on diversity, 
multicultural, poverty, racism, and justice issues. 

2. Develop strategies specific to area partners on the Staples Campus. 
3. Host 'brown-bag' lunch- hour diversity training each semester. 
4. Continue to host the highly successful 'Cultural Thursdays' programming each month which 

creates awareness of the rich histories, traditions, values, contributions of diverse 
communities as well as highlighting regional and global historic and current injustices.  

5. Student Life/Senate will create a global photography wall on the Brainerd Campus, to be 
located on the back wall of the Humphrey Center and surrounding hallways.  

6. Increase service learning/civic engagement opportunities to focus on multicultural 
awareness, appreciation and involvement.  

7. In collaboration with Customized Training, faculty and community partners, host training in 
the area of: Bias and Hate Crime: for Law Enforcement, Anti-Racism 

8. Study Dialogue Circles, Historical Oppression, Boarding Schools, Impact of Adoption in the 
American Indian Community and Addressing the Hidden Rules of Poverty. 
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9. Obtain the services of speakers and consultants knowledgeable in affirmative action and/or 
cultural diversity to make presentations during in-service days at the College. 

10. Through the Rosenmeier Forums, offer opportunities for the community to become aware of 
issues relating to diversity and affirmative action 

11. Continue to review program areas for opportunities of infusion of diversity components in 
the curriculum.    

12. Continue to provide support for Resource Center for Cultures and Languages of the Americas 
who promotes numerous activities within the college and larger community.  

13. In collaboration with the Veterans Resource Center , TRIO/Upward Bound Program, and 
Bemidji State Universities Veterans Upward Bound Program , increase outreach and 
supports for veterans of color and American Indian veterans.  

 
Responsibility:  Affirmative Action Officer, Director of Diversity, Vice President of  
Academic Affairs, Deans, Diversity Committee and Student Life/Senate Coordinator 
 
Timeline:   Events will be scheduled on an ongoing basis. 
 
Evaluation:  Increased participation at cultural activities. An increase in diversity awareness, 
support, and student academic improvement, as indicated in campus climate survey's, Access & 
Opportunity findings and CSSEE results. 
 
Goal 8: Establish a Community Diversity Collaborative. 
 
Action: 
1. Develop collaboration with area leaders,  create a Community Diversity Collaborative. 

Potential partners may include: Brainerd Schools, elected and appointed public officials, local 
clergy, members of the Brainerd Retired Teachers Association, Crow Wing County Child 
Protection (and other services), Lakes Area  Restorative Justice Program, Lakes Area  Human 
Resource Association Local Law Enforcement, and GLBT and Human Rights organization.  

2. Provide liaison to Crow Wing County Human Rights Commission to help promote community 
awareness and to collaborate on diversity efforts.  The Affirmative Action Officer continues 
to act as a Crow Wing County Human Rights Commissioner. 

3. In collaboration with local organizations such as the Initiative Foundation and Minnesota 
Minority Education Partnership, continue to develop strategies to improve the academic 
achievement gap of students of color, student in poverty and first generation students. 

 
Responsibility:  Affirmative Action Officer, Director of Diversity 
 
Timeline: Ongoing 
 
Evaluation:  Development of a Community Diversity Committee.  Increase in regional 
partnerships. 
 
 
GOAL 9:  Increased efforts to collaborate with Tribal governments and leaders to improve 
 and provide culturally sensitive access and opportunities for our American Indian 
 students. 
 
Action: 
1. Create a CLC American Indian Advisory Council made up of tribal leaders and community 

members. 
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2. Co-host, with MnSCU and Bemidji State University, a 'Summit of Seasoned American Indian 
%ÄÕÃÁÔÏÒÓȭ ÔÏ ÅØÐÌÏÒÅ ÂÅÓÔ ÐÒÁÃÔÉÃÅÓ ÁÎÄ ÓÔÒÁÔÅÇÉÅÓ ÔÏ ÉÎÃÒÅÁÓÅ !ÍÅÒÉÃÁÎ )ÎÄÉÁÎ ÓÔÕÄÅÎÔ 
success in higher education. 

3. Host training for campus and k-12 educators in the area of best practices in working with 
American Indian Learners. 

4. In partnership with the counseling department and TRIO/Upward Bound leadership, 
ÆÁÃÉÌÉÔÁÔÅ Ȭ4ÅÁÃÈÉÎÇ #ÉÒÃÌÅÓȭ ÁÎÄ ÃÕÌÔural diversity and cultural competency training. 

5. In partnership with TRIO/Upward Bound and Bemidji State Veterans Upward Bound 
Program, increase service to veterans, with a focus on American Indian Veterans. 

6. Further develop the American Indian Business Leaders Camp for high school and college 
students. 

7. Pursue partnerships with tribes in the area of business and industry, and workforce 
development. 

8. Provide training to tribal communities as invited through Customized Training. 
9. Work with Access & Opportunity Grant staff to implement culturally based student supports. 
10. Host a campus/community Pow-wow, spring of 2011. 
 
Responsibility:  President, Affirmative Action Officer, Vice President of Academic & Student 
Affairs, Deans and Director of Diversity. 
 
Timeline:  Ongoing.   
 
Evaluation:  CLC and the surrounding communities will become a more welcoming 
environment for individuals of protected groups, as monitored in our climate surveys and Equity 
Scorecard.   Increase in American Indian student recruitment and retention. 
 
 
GOAL 10:Work to develop programming at the Humphrey Center on the Brainerd campus 

of CLC and revitalize the Indian Studies Programs. 
 
Action: 
1. Promote development of American Indian programming in the Humphrey Center targeted to 

CLC community and K-12 students. 
2. Develop curriculum targeted to college and K-12 faculty on cultural, education, and economic 

issues facing the American Indian population in Minnesota to foster understanding and 
awareness. 

3. Revitalize American Indian Studies program, exploriÎÇ ÔÈÅ ÉÄÅÁ ÏÆ ÄÅÖÅÌÏÐÉÎÇ ÁÎ Ȭ)ÎÄÉÇÅÎÏÕÓ 
#ÏÍÍÕÎÉÔÙ $ÅÖÅÌÏÐÍÅÎÔ #ÅÒÔÉÆÉÃÁÔÅȭȢ 

4. Work with Student Life to implement an American Indian Mural and Photo Gallery on the 
back wall of the Humphrey Center. 

5. In concert with Customized Training and the Gordon Rosenmeier Foundation Board, host 
training that emphasizes and promotes American Indian history. 

 
Responsibility:  President, Vice Presidents, Deans, Affirmative Action Officer and Director of 
Diversity 
 
Timeline:  Ongoing 
 
Evaluation:  Use of services by staff, students and the community. Indian Studies Program is up 
and running. 
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APPENDIX A 
 
 

CENTRAL LAKES COLLEGE POLICIES 
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WEATHER EMERGENCIES/EVACUATION PROCEDURES 
 
Purpose 
In accordance with MnSCU Policy 4.4, the following procedure is followed when it becomes 
necessary to close the college or cancel academic or non-academic activities, or delay the 
opening of the college due to inclement weather or other emergency conditions.  The procedure 
will also describe working conditions and the compensation status of employees during the time 
the college is closed. 
 

Definitions 
 
Closing the College  - Closing the college means to close all operations other than those 
operations deemed essential to the protection of life and property.  Closing the college results in 
the cancellation of classes, student, faculty and staff activities, and meetings.  All general offices 
are closed. 
 
Delayed Opening - Delayed opening refers to closing of all operations for a designated period of 
time other than those operations deemed essential to the protection of life and property. 
 
Cancellation of Classes and/or Activities ɀ Cancellation of classes (off-campus or on-campus) 
means to cancel one, several or all classes, in the absence of officially closing the entire college.  
Cancellation of non-academic activities refers to cancellation of an event such as athletic event, 
theatrical production, concerts, or workshops. 
 
Authority 
In accordance with MnSCU Policy 4.4, the authority to close the college campus, cancel classes or 
other activities when weather or other emergency exists resides with the College President or 
0ÒÅÓÉÄÅÎÔȭÓ ÄÅÓÉÇÎÅÅȢ  The closure of the state agencies by the Commissioner of the Department 
of Employee Relations does not supersede the authority of the College President, however, the 
'ÏÖÅÒÎÏÒȭÓ ÏÒÄÅÒÓ ÉÎ ÐÁÒÔÉÃÕÌÁÒ ÓÉÔÕÁÔÉÏÎÓ ÓÕÐÅÒÓÅÄÅÓ ÔÈÅ ÁÕÔÈÏÒÉÔÙ ÏÆ ÔÈÅ #ÏÌÌÅÇÅ 0ÒÅÓÉÄÅÎÔ. 
 

Procedure and Notification 
 

Closing or Delayed Opening ɀ The decision to close or delay opening of the college due to 
×ÅÁÔÈÅÒ ÏÒ ÏÔÈÅÒ ÅÍÅÒÇÅÎÃÙ ÉÓ ÍÁÄÅ ÂÙ ÔÈÅ 0ÒÅÓÉÄÅÎÔ ÏÒ ÔÈÅ 0ÒÅÓÉÄÅÎÔȭÓ ÄÅÓÉÇÎÅÅÓȡ  6ÉÃÅ 
President of Administrative Services, Kari Christiansen or Vice President of Academic Affairs, 
Rex Veeder.  Appropriate notification will be made to the MnSCU Public Affairs Office as the 
decision is made. 
 

Declaring Weather and Other Emergencies 
 

The following college administrators have the authority to determine weather-related 
emergencies:   President and Vice Presidents. 
 
Administrative support staff contact personnel at the local Department of Transportation prior 
to advising the President or designee regarding the decision to close or delay opening due to 
inclement weather.   Special attention will be given to night classes, many of whose students 
must travel considerable distance. Weather conditions shall be given considerable weight. 
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The Vice President of Administrative Services shall identify and inform essential personnel who 
must report to work during times the college is closed or there is a delayed opening due to a 
weather or other type of emergency.  The following positions are designated as essential for 
purposes of closing due to inclement weather or other emergencies: Physical Plant Director, 
Plant Maintenance Engineers, General Repair Worker, and Groundskeeper. 
 
Notification 
Staples Campus Notification:  Notification of employees on duty and/or students that are on 
the Staples campus at the time the emergency closing is determined will be the responsibility of 
the Campus Dean and designees.   
 
Brainerd Campus Notification:  It will be the responsibility of the Vice-President of Academic 
and Student Affairs to notify employees on duty and/or students that are on the Brainerd 
Campus at the time the emergency closing is determined.  In case of an emergency, all employees 
who are deaf or hard of hearing will receive notification, if at work, by the supervisor or 
designated backup staff.  The Vice-President of Academic and Student Affairs will notify students 
through appropriate student support services and academic offices.  The Dean of Student Affairs 
will be responsible for notifying students who are deaf or hard of hearing of the emergency 
closing. 
 
If a weather emergency is called after work hours, employees who are deaf or hard of hearing 
can obtain official notification by watching weather broadcasts on the stations identified.    Both 
employees and students will be notified through announcements on the following radio and 
television stations:   
 

Aitkin:   KKIN 930 ɀ AM, KKIN 94.3 ɀ FM 
Alexandria:  KCCO TV:  Channels 7 & 12 
Brainerd:  WJJY 106.7 - FM, KBPR 1340 ɀ AM, KLIZ, 107.5 ɀ FM, KLIZ 1380 ɀ AM, KFGI 103.5 ɀ FM 
Breezy Point:  KLKS 104.3 ɀ FM 
Little Falls:  KFML 94.1 ɀ FM, KLTF 960 ɀ AM, WYRQ 92.1 ɀ FM 
Minneapolis:  WCCO 830 ɀ AM, WCCO TV, KSTP TV, www.kstp.com 
Pequot Lakes:  KTIG 102.7 ɀ FM 
St. Cloud:   KCLD 104.7 ɀ FM, KNSI 1450 ɀ AM, WILD 98.9 ɀ FM 
Staples/Wadena: K106 92.5 ɀ FM, KNSP 870 ɀ AM, KSKK 94.7 ɀ FM, KWAD 97.5 - FM 

 

Television  broadcasts are closed captioned.  In addition, if employees who are deaf or hard of 
hearing prefer, they may arrange for notification at home from their supervisor or designee.  If 
an emergency which affects the employee is called, the supervisor or designee may use the 
Minnesota Relay Service (1-800-627-3529) to contact the employee using the TTY. 
 

Management Responsibility 
Management will inform employees and students of this procedure by the following methods: 

 The procedure will be posted on appropriate bulletin boards. 
 A copy of the procedure will be included in the employee handbook disseminated to each 

employee. 
 The Director of Human Resources will provide a copy of this procedure to the local 

representative of each bargaining unit. 
 Copies of this procedure will be provided to appropriate student service offices. 
 %ÁÃÈ ÅÍÐÌÏÙÅÅ ×ÈÏ ÉÓ ÄÅÓÉÇÎÁÔÅÄ ÁÓ Ȱ×ÅÁÔÈÅÒ ÅÓÓÅÎÔÉÁÌȱ ÓÈÁÌÌ ÂÅ ÐÒÏÖÉÄÅÄ ×ÉÔÈ Á ÃÏÐÙ ÏÆ 

the procedure. 
 A condensed version of the procedure will be included in the publications provided to 

students by Student Services. 
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Work Responsibilities When the College is Closed or Classes and Non-
Academic Activities are Cancelled: 
 
Closing the College ɀ when the college is closed due to an emergency, which threatens the 
health and safety of individuals, employees not deemed vital to the safe operation of the college 
may be excused from duty with full pay.  With regard to such closure, the following additional 
guidelines will prevail. 
 

 When a campus is closed, college employees are excused from work with pay.  A campus 
closure applies to all employees without regard to labor contract.  Weather or other 
emergency essential employees who are not excused from work will be paid at their 
regular rate of pay. 

 Employees who reported to work and were sent home should not be paid for more than 
their regular scheduled hours.  Employees shall not be enriched through additional 
compensation, including compensatory time, or increased benefits as a result of an 
emergency situation. 

 Employees who were required by their appointing authorities to remain at work should 
not be paid for more than their regular (scheduled) hours or the actual number of hours 
worked inclusive of any overtime. 

 Employees on approved sick or pre-arranged vacation/leave shall not have such leave 
time restored to their balances. 

 Employees on any approved leave with pay shall not be paid for this emergency leave 
time. 

 Employees who are called in to work on the day of an emergency, for vacation time, 
compensatory time or leave without pay will be credited with emergency leave from the 
point of the declaration of the emergency to the end of the scheduled shift, if the 
appointing authority ceased operations during their regular shift. 

 Employee uniform time reports should indicate the date and number of emergency hours 
ÕÔÉÌÉÚÅÄ ÉÎ ÔÈÅ ÒÅÍÁÒËÓ ÓÅÃÔÉÏÎ ÏÎ ÔÈÅ ÕÎÉÆÏÒÍ ÔÉÍÅ ÒÅÐÏÒÔȢ    %ÁÒÎ ÃÏÄÅ Ȱ-3,ȱ ÓÈÏÕÌÄ ÂÅ 
used on AFSCME, MMA, and MAPE employee timesheets. 

 !Î ÅÍÐÌÏÙÅÅȭÓ ÁÂÓÅÎÃÅ ×ÉÔÈ ÐÁÙ ÆÏÒ ÅÍÅÒÇÅÎÃÙ ÓÉÔÕÁÔÉÏÎÓ ÓÈÁÌÌ ÎÏÔ ÅØÃÅÅÄ ρφ ÈÏÕÒÓ 
during that emergency unless the president has authorized a longer period. 

 
Cancellation of Classes and/or Activities ɀ When classes are cancelled but the college is not 
closed, individual faculty shall take personal leave or make appropriate curricular adjustments 
(for example, scheduling make-up classes, meetings, office hours, or other compensatory 
activities) as approved by their supervisor. 
 
When non-academic activities are cancelled, the activities shall be rescheduled when 
appropriate and possible. 
 
Inclement Weather when the College is Not Closed ɀ Due to personal circumstances during 
inclement weather, such as place of residence, employees might find it necessary to leave work 
early even though the college has not been closed.  Further, employees might be unable to get to 
work even though the college is open.  In such cases, personal leave or vacation leave may be 
granted, or, if working conditions permit, the time may be made up, at the discretion of the 
supervisor. 
 

CHAPTER TITLE APPENDIX PAGE 
4.4 Weather/Emergency Closings B 79 
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Building Evacuation 
 
Central Lakes College ÁÓËÓ ÅÖÅÒÙÏÎÅȭÓ ÈÅÌÐ ÉÆ ÏÒ ×ÈÅÎ Á ÂÕÉÌÄÉÎÇ ÎÅÅÄÓ ÔÏ ÂÅ ÅÖÁÃÕÁÔÅÄȢ  
Students, faculty or staff on the Brainerd Campus who anticipate they could have a problem 
should alert the Vice Presidents about their needs.  Students, faculty or staff on the Staples 
Campus who anticipate they could have a problem in evacuation situations should alert the Dean 
of the Staples Campus about their needs. 
 
In case of a fire or building evacuation, the Brainerd/Staples Fire Department will be responsible 
for evacuating people within the buildings.  Faculty and staff are reminded and are asked to 
remind students that in the event of an emergency building evacuation, anyone having a 
disability that prohibits them from moving down the stairwells, should move to the nearest 
stairwell landing, where the Brainerd/Staples Fire Department or college personnel can provide 
for their evacuation.  The Fire Departments will be notified of their location.  When students 
notify Disability Services of a mobility impairment, an individualized evacuation plan will be put 
in place and evacuation team will be designated and notified of their responsibilities on behalf of 
the student. 
 
Emergency evacuation procedures are also posted in the college classrooms.  The Director of 
Human Resources or designee will be responsible for notification of evacuation for employees 
who are hearing or visually impaired.   Administration housed on the institution's second floor 
will be responsible for assisting individuals who appear to be in need of assistance down 
stairwells.  Administrators/plant maintenance staff will be responsible for notifying the Fire 
Department of those in need of assistance and their locations. 
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REASONABLE ACCOMMODATIONS POLICY 

 
Purpose:  It is the policy of Central Lakes College to encourage the employment and promotion 
of any qualified person, including persons with disabilities.  The MnSCU system office and 
colleges and universities will provide reasonable accommodation directly related to performing 
the essential functions of a job or competing for a job on the basis of qualifications, without 
regard to a person's disability. 
 
Each MnSCU college and university shall develop procedures, practices and standards to carry 
out the intent and spirit of the Americans with Disability Act of 1990 consistent with the 
following principles. 
 
1. Reasonable accommodations will not be provided for non-job related personal needs of 

individuals, even though the individual may be disabled.  In such cases questions may arise 
as to whether the accommodation is personal or job-related.  The primary factor in 
evaluating an accommodation's job relatedness is whether the accommodation specifically 
assists the person in daily activities, on and off the job.  In the latter case, a reasonable 
accommodation is not required. 

2. If CLC denies employment or advancement in employment based on an individual with a 
disability's inability to perform and declines to make reasonable accommodations to the 
employee with a disability or job applicant with a disability to enable the individual to 
perform the essential functions of the job, it must be demonstrated that:  a)  the 
accommodation would impose an undue hardship on the MnSCU system office, colleges 
and universities;  b) the accommodation does not overcome the effects of the person's 
disability which allows that person to perform the essential job functions; or  c) the person 
with a disability, with or without reasonable accommodations, is not qualified to perform 
the essential functions of that particular job. 

3. Transportation to and from work is the responsibility of the employee with a disability.  
CLC will not provide transportation to and from work as part of reasonable 
accommodation. 

4. Each MnSCU college and university is responsible for establishing a procedure for 
employees with disabilities to make requests for reasonable accommodations.  Such a 
procedure, at a minimum, must include the following: 
a. MnSCU policy statement and definitions. 
b. Assignment and identification of staff responsible for administering reasonable 

accommodations.  The responsible person at CLC in determining reasonable 
accommodations for employees is the Director of Human Resources.  Judy Richer, 
Disability Coordinator and Associate Dean of Students is the ADA Coordinator for CLC 
and is responsible for the College's ADA compliance. 

c. Where a college or university determines it cannot provide reasonable accommodation 
due, in part, to financial considerations, the college/university shall consult with the 
system office prior to a final determination. 

d. Provide a process for appealing a denial of a request for reasonable accommodations. 
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Definitions: 
 
Employer:  The employer is the system office, college or university. 
 
Essential Functions:  Essential functions are the fundamental job duties of the position in 
question. The term does not include the marginal functions of the position. 
 
 1. A job function may be considered essential for any of several reasons, including but not 

limited to the following: 
  a. The function may be essential because the reason the position exists is to perform 

that function; 
  b. The function may be essential because of the limited number of employees 

available among whom the performance of that job function can be distributed; 
and/or 

  c. The function may be highly specialized so that the incumbent in the position is 
hired for his or her expertise or ability to perform the particular function. 

 2. Evidence of whether a particular function is essential includes, but is not limited to: 
  a. The employer's judgment as to which functions are essential; 
  b. Written job descriptions; 
  c. The amount of time spent on the job performing the function; 
  d. The consequences of not requiring the incumbent to perform the function; 
  e. The terms of a collective bargaining agreement; 
  f. The work experience of past incumbents in the job; and/or 
  g. The current work experience of incumbents in similar jobs. 

 
Individual with a Disability:  An individual with a disability for the purposes of determining 
reasonable accommodations is any applicant, current employee, including student employees, or 
employees seeking promotion, who has a physical or mental impairment which substantially or 
materially limits one or more of such individual's major life activities.  Generally, a disabling 
physical or mental condition which is expected to be temporary and from which the individual is 
expected to recover is not a disability under this procedure. 
 
Qualified Individual with a Disability:  A qualified individual with a disability is an individual 
with a disability who meets the requisite skill, education, experience and other job-related 
requirements of the job and who, with or without reasonable accommodation, can perform the 
essential functions of the job. 
 
Reasonable Accommodations:  A reasonable accommodation is a modification or adjustment to a 
job or employment practice or the work environment that enables a qualified individual with a 
disability to perform the essential functions of the job as identified at the time of the reasonable 
accommodation request and to access equal employment opportunities.  Reasonable 
accommodations may also include those things which made a facility and its operations readily 
accessible to and usable by individuals with disabilities.  Under the law, the employer has a 
responsibility to make reasonable accommodations for individuals with a disability only if the 
disability is known and it is not an undue hardship. 
 
Providing Reasonable Accommodations:   
Central Lakes College uses a checklist to initially process the request for reasonable 
accommodation. 
1. Determine if the applicant/employee has a qualified disability. 
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2. Determine if the applicant/employee is qualified to perform the essential functions of the 
job without an accommodation. 

3. Determine if there is a reasonable accommodation that can be made so that the 
applicant/employee can perform the job. 

4. Determine if the reasonable accommodation is feasible or would cause an undue hardship 
to the college operations. 

 
The following are samples of the accommodations provided to potential, new or existing 
employees: 
 
1. Acquiring or modifying equipment or assistive devices 
2. Job restructuring 
3. Part-time or modified work schedules 
4. Reassignment to a vacant position 
5. Adjusting or modifying training materials or policies 
6. Providing readers and interpreters 
7. Making the workstation accessible to and usable by employees with disabilities 

 
When a qualified individual with a disability requests a reasonable accommodation, several 
different methods are used to identify the appropriate accommodation.  Each accommodation is 
made on a case by case basis. 
 
1. The individual may suggest a reasonable accommodation based on his or her own life or 

work experience.   
2. Consultation occurs informally with the applicant or employee about a potential 

accommodation that would enable the person to participate in the application process or 
perform the essential functions of the job.  

3. If neither of the above methods are satisfactory, the State EEOC, State Rehabilitation 
Agencies, Job Accommodation Network (JAN) or the State ADA Coordinator may be 
contacted to assist in identifying or providing services. 

 
The key to the selection of an accommodation is the effectiveness of the accommodation.  It may 
not be the accommodation that the individual prefers, but it should be the most effective within 
the scope of the job. 
 
Each year, Central Lakes College sets aside a budget of $7500 from the general fund to prepare 
for possible accommodation requests.  These dollars are used for maintenance of existing 
adaptive equipment, purchase of new equipment and for consultation fees.  Additional 
resources, for larger projects that benefit the college as a whole, are sought through grant 
writing activities, donations and other outside resources.  If additional dollars are needed to 
fund accommodations beyond the identified budget, the College would need to transfer the 
appropriate dollars from the general fund. 
 
Undue Hardship - In determining whether providing a reasonable accommodation would 
impose an "undue hardship" on the employer, the factors to be considered include: 
 
1. The nature and net cost of the accommodation needed; 
2. The overall financial resources of the employer involved in the provision of the reasonable 

accommodation, the number of persons employed, and the effect on expenses and 
resources; 
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3. The overall financial resources of the employer, the overall size of the business of the 
employer with respect to the number of its employees, and the number, type and location 
of its facilities; 

4. The type of operation or operations of the employer, including the composition, structure 
and functions of the workforce, and the geographic separateness and administrative or 
fiscal relationship of the employer in question to the covered entity; and 

5. The impact of the accommodation upon the operation of the employer, including the 
impact on the ability of other employees to perform their duties and the impact on the 
employer's ability to conduct business. 

 
When an accommodation has been identified as undue hardship, the following options may be 
considered: 

 Can we identify another accommodation that is more reasonable? 
 Is there any funding such as vocational rehabilitation that we can access? 
 Would the employee be willing to pay for a part of the cost accommodation? 

 
Appeals - Employees or applicants who are dissatisfied with the decision(s) pertaining to 
his/her accommodation request may file an appeal with the CLC ADA Coordinator, Nancy 
Paulson, within a reasonable period of time, for a final decision.  If the individual believes the 
decision is based on discriminatory reasons, then they may file a complaint internally through 
the agency's complaint procedure. 
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Procedure - Employees/Applicants/Employees Seeking Promotion 
 
Individuals who wish to request a reasonable accommodation shall contact the Director of 
Human Resources.  In consultation with the individual, the Director of Human Resources will: 
 
1. Discuss the purpose and essential functions of the particular position involved.  

Completion of a job analysis may be necessary. 
 

In order to be considered for job and promotional opportunities, the individual  must: 
 Satisfy job requirements for educational background, employment experience, skills, 

licenses and any other qualifications that are job related. 
 Be able to perform those tasks that are essential to the job with or without a 

reasonable accommodation. 
 

Essential job functions:   The system office, college or university may deny employment or 
advancement in employment based on the inability of an individual with a disability to 
perform the essential functions of the job and may decline to make accommodations to the 
physical or mental needs of an employee or job applicant with a disability if: 

 The accommodation would impose an undue hardship on the system office, college or 
university; or 

 The individual with a disability, with or without reasonable accommodations, is not 
qualified to perform the essential functions of that particular job; or 

 Having the individual in the job would create a direct threat because of a significant 
risk to the health and safety of the individual or others and the risk cannot be 
eliminated by reasonable accommodation. 

 
2. Determine the precise job-related limitation; 

 
3. Identify the potential accommodations and assess the effectiveness each would have in 

allowing the individual to perform the essential functions of the job; and 
 

4. Select and implement the accommodation that is most appropriate for both the employee 
and the employer.  While an individual's preference will be given consideration, Central 
Lakes College is free to choose among equally effective accommodations and may choose 
the one that is less expensive or easier to provide. 

 
Documentation:  Documentation of a disability is required as part of the reasonable 
accommodation process unless the nature and extent of the disability is already known to the 
employer, or as a practical matter, the requested accommodation is minimal and the employer 
makes modifications for its convenience, regardless of whether the employee or applicant meets 
the requirements for a reasonable accommodation under this procedure.  The employee is 
responsible for securing the necessary documentation from his/her medical provider to assist in 
making the determination of whether a qualified disability exists. 
 
In making the determination of an appropriate accommodation, the supervisor, the State ADA 
Coordinator and the bargaining unit representative may also be contacted to discuss the request. 
 
If an accommodation cannot overcome the existing barriers or if the accommodation would 
cause an undue hardship on the operation of the College, a reassignment may be considered for 
current employees.  The Director of Human Resources may first look for a vacant position 
equivalent to the one presently held by the employee in terms of pay and other job status.  If the 
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employee with the disability is not qualified for such a position, the College may reassign the 
employee to a lower graded vacant position for which the employee is qualified, as a reasonable 
accommodation.  
 
Central Lakes College is not required to create a new job or to bump another employee from a 
job in order to provide a reassignment as a reasonable accommodation. 
 
The College is committed to providing equal opportunities for persons with disabilities.  Central 
Lakes College ensures that no otherwise qualified disabled person will be denied access to 
College programs and activities because of their disability.  The College is not only concerned 
with campus accessibility but also concerned with the rights of individuals with a disability to 
work, study, and/or live an environment free from discrimination. 
 
The following is a directory of MnSCU Board Policies related to Reasonable Accommodation 
included in this Plan: 
 

Chapter Title Appendi
x 

Page 

Procedure 
1B.0.1 

Reasonable Accommodations in Employment B 61 

Chapter 1B. 4 Access for Individuals with Disabilities B 77 
Part 1 Definitions B 77 
Part 2 General Access Policy B 77 
Part 3 Availability and Notice B 77 
Part 4 Reasonable Accommodations to Ensure Access to Programs, Services, 

and Activities 
B 78 

Part 5 Offered and/or Sponsored Services of Activities for qualified Students 
with Disabilities. 

B 78 

Part 6 Procedure B 78 
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Employee Request for Reasonable Accommodation  

 
Employee Name:  ______________________________Job Title:  _______________________ 
 
Date of Request: ___________________________________Division:  ____________________ 

 
This information will be used by Central Lakes College  or any other person, including the agencyõs 
legal counsel, who is authorized by my employer to handle medical information for ADA/MHRA 

purposes and, any information concerning my physical or mental condition, that are necessary to 

determine whether I have  a disability as defined by the Americans with Disabilities Act and/or the 

Minnesota Human Rights Act, and to determine whether any reasonable accommodations can be 

made.  The provision of this information is voluntary however, if you refuse to provide it,  your 

employer may refuse to provide reasonable accommodation.  

 
1.  Please describe the nature of you limitations, what life activity(s) it substantially limits, and how 

this life activity(s) is substantially limited.  
 

 

 

 

2.  How does it affect your ability to per form your job?  
 

 

 

 

3.  Have any non -essential job functions been eliminated?  Please describe.  

 
 

 

 

4.  Type of accommodation you are requesting:  

Ɗ  Making facilities readily accessible  Ɗ  Modification of equipment or devices  

Ɗ  Job restructuring  Ɗ  Qualified reader or interpreter  

Ɗ  Part time or modified work schedule  Ɗ  Acquisition of equipment or devices  

Ɗ  Modification to a rule, policy, or 

practice  

Ɗ  Other (specify):  

 

Please describe in detail the accommodation you are requesting:  

 

 

 
5.  How will the requested accommodation be effective in allowing you to perform the essential 

functions of your job?  

 

 

 
 

6.  Additional Comments:  
 
 
 
 
Employee 
Signature:_______________________________________________________________________Date:___________________________ 
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RR EE AA SS OO NN AA BB LL EE   AA CC CC OO MM MM OO DD AA TT II OO NN   AA GG RR EE EE MM EE NN TT   
 

This form is to be completed by the Collegeõs ADA Compliance Officer after the 
reasonable accommodation decision h as been made.  The signatures on the bottom 
of this form indicate consent by the employee and the College to the specific 

accommodation.  
 

Name of Employee  Name of Administrator  

 
 

The request for reasonable accommodation to the needs of the above named emp loyee with 

a disability was:  
 

    ACCEPTED     DENIED  
 
Rational  for the decision (indicate specific factors considered).  

 
 
 

 

If reasonable accommodation was approved, was the employeeõs suggestions accepted? 

 
   YES    NO     PARTIALLY 

 
RATIONAL : 
 

 
 
DESCRIBE specific ac commodation(s) to be made:  

 
 

 
 

COST ESTIMATE:  

I have read the employee request for reasonable accommodation.  I understand that all tangible accommodations 

purchased by the College will become the property of the State of Minnesota .  I understand that future circumstances may 
cause this agreement to be changed or cancelled.  

Signature of Employee  
 

Date  

Signature of ADA Coordinator  
 

Date  

Signature of Affirmative Action Officer  
__________________________________________________________ 
Director of Human Resources  

Date  
_____________________________ 

It is MnSCU  System policy to insure that the selection process for this position is accessible to all candidates.  Please 
contact the Human Resources Office at (218)855 -8054 or TDD/TYY 218 -855 -8224 to obtain these materials in an 
alternative media and/or to request a  reasonable accommodation during the selection process.  

A copy of the completed form will be attached to the purchase requisition, the original will be on file with the ADA Compliance 

Officer. 
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AA ff ff ii rr mm aa tt ii vv ee   AA cc tt ii oo nn   ii nn   EE mm pp ll oo yy mm ee nn tt   
PP oo ll ii cc yy  

 
 
 
The objective of Central Lakes College Affirmative Action Policy is to include underrepresented 
ÇÒÏÕÐÓ ÉÎ ÁÒÅÁÓ ×ÈÅÒÅ ÔÈÅÙ ÈÁÖÅ ÂÅÅÎ ÁÎÄ ÃÏÎÔÉÎÕÅ ÔÏ ÂÅ ÕÎÄÅÒÕÔÉÌÉÚÅÄȢ  )Ô ÉÓ ÎÏÔ ÔÈÅ ÃÏÌÌÅÇÅȭÓ 
intent to enhance educational or employment opportunities to underrepresented groups to the 
exclusion of others. 
 
In pursuit of our commitment to affirmative action, the college shall make a determined effort 
to: 
 

 Recruit and retain students and employ persons who are members of underrepresented 
groups. 

 
 Implement programs designed to develop and broaden the aspirations, qualifications, 

and educational opportunities of members of underrepresented groups. 
 

 Maintain an environment free from discrimination and harassment of students and 
employees. 

 
 Establish and maintain a learning environment that supports the needs of members of all 

groups. 
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NN oo nn dd ii ss cc rr ii mm ii nn aa tt ii oo nn   ii nn   EE mm pp ll oo yy mm ee nn tt     
aa nn dd   EE dd uu cc aa tt ii oo nn   OO pp pp oo rr tt uu nn ii tt yy   PP oo ll ii cc yy  

 
 
 
The College is committed to providing equal education and employment opportunities to all 
ÐÅÒÓÏÎÓ ÁÎÄ ÄÏÅÓ ÎÏÔ ÄÉÓÃÒÉÍÉÎÁÔÅ ÏÎ ÔÈÅ ÂÁÓÉÓ ÏÆ ÒÁÃÅȟ ÒÅÌÉÇÉÏÎȟ ÃÏÌÏÒȟ ÃÒÅÅÄȟ ÖÅÔÅÒÁÎȭÓ ÓÔÁÔÕÓȟ 
national origin, sex, sexual orientation, age, marital status, disability, status with regard to public 
assistance, membership or activity in a local commission, or inclusion in any other group or class 
against which discrimination is prohibited by law.  This policy implements all applicable Federal, 
State and System laws, regulations, executive orders, and policies. 
 
Consistent with its Equal Opportunity/Affirmative Action policies, Central Lakes College is 
committed to ensuring the full realization of equal educational and employment opportunities 
for all members of the College community in all facets of College life. 
 
In order to implement its policy on equal opportunity, the College shall: 
 

 Recruit, hire, train, and promote persons in all job titles on the basis of job-related 
qualifications and requirements consistent with applicable laws, directive, and 
regulations. 

 
 Equal opportunity will be the basis of all employment decisions. 

 
 Ensure that promotion decisions are in accordance with principles of equal opportunity 

by imposing only valid requirements for promotional opportunities. 
 

 Assure that all personnel actions such as compensation, benefits, transfers, layoffs, 
college-sponsored training, education, tuition assistance, and social and recreational 
programs are carried out equitably. 

 
 Ensure that no individual shall be subjected to discrimination in any facet of the College 

community. 
 
Complaint Procedure (For Processing Complaints of Alleged Harassment and 
Discrimination)  (MS43A.191 Subcl.3(c), 3; Admin. 19.1A; Pers. Rule 3905.0400(F); Pers. 
Rule 3905.0500  
 
Central Lakes College is committed to a policy of nondiscrimination in employment and 
eduÃÁÔÉÏÎ ÏÐÐÏÒÔÕÎÉÔÙ ÁÎÄ ÈÁÓ ÁÄÏÐÔÅÄ ÔÈÅ -Î3#5 "ÏÁÒÄ ÏÆ 4ÒÕÓÔÅÅÓȭ ÐÏÌÉÃÙ ρ"Ȣρ ÁÎÄ 
Procedure 1B.1.1 Report/Complaint of Discrimination/Harassment Investigation and Resolution 
for Board Policy 1B.1 in processing complaints of alleged harassment and discrimination.  Copies 
of Policy 1B.1 and Procedure 1B.1.1 are included in Appendix B of this report. 
 
Disposition of complaints will be filed with the Commissioner of MMB within 30 days of final 
determination. 
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MINNESOTA STATE COLLEGES AND UNIVERSITIES 
System Procedures for Chapter 1 - System Organization and Administration  
                       
PROCEDURE 1B.0.1  REASONABLE ACCOMMODATIONS IN EMPLOYMENT 
 
Part 1. Purpose  
This procedure sets forth the process to be used for responding to requests for reasonable 
accommodations in employment based on an applicant's or employee's disability. The scope of this 
procedure is limited to reasonable accommodations, and is not intended to fully describe other 
provisions of the Americans with Disabilities Act or the Minnesota Human Rights Act.  
 
Part 2. Reasonable Accommodations in Employment  
It is the policy of MnSCU to encourage the employment and promotion of any qualified individual 
including qualified individuals with disabilities. The system office, college or university will not 
discriminate in providing reasonable accommodations to qualified individuals with a disability in regard 
to job application procedures, hiring, advancement, discharge, employee compensation, job training or 
other terms, conditions, and privileges of employment.  
 
Part 3. Definitions.  
For purposes of this procedure, the following terms have the meaning given them.  
 

Subpart A. Employer: The employer is the system office, college or university. 
 

Subpart B. Essential Functions: Essential functions are the fundamental job duties of the 
position in question. The term does not include the marginal functions of the position.  

 
 1. A job function may be considered essential for any of several reasons, including but not 

limited to the following:  
  a. The function may be essential because the reason the position exists is to perform that 

function;  
  b.  The function may be essential because of the limited number of employees available 

among whom the performance of that job function can be distributed; and/or  
  c.  The function may be highly specialized so that the incumbent in the position is hired for 

his or her expertise or ability to perform the particular function.  
 2.  Evidence of whether a particular function is essential includes, but is not limited to:  
  a.  The employer's judgment as to which functions are essential;  
  b. Written job descriptions;  
  c.  The amount of time spent on the job performing the function;  
  d. The consequences of not requiring the incumbent to perform the function;  
  e. The terms of a collective bargaining agreement;  
  f. The work experience of past incumbents in the job; and/or  
  g. The current work experience of incumbents in similar jobs.  
 

Subpart C. Individual with a Disability: An individual with a disability for the purposes of 
determining reasonable accommodations is any applicant, current employee, including student 
employees, or employees seeking promotion, who has a physical or mental impairment which 
substantially or materially limits one or more of such individual's major life activities. Generally, a 
disabling physical or mental condition which is expected to be temporary and from which the 
individual is expected to recover is not a disability under this procedure.  
 
Subpart D. Qualified Individual with a Disability: A qualified individual with a disability is an 
individual with a disability who meets the requisite skill, education, experience and other job-
related requirements of the job and who, with or without reasonable accommodation, can 
perform the essential functions of the job.  
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Subpart E. Reasonable Accommodations: A reasonable accommodation is a modification or 
adjustment to a job or employment practice or the work environment that enables a qualified 
individual with a disability to perform the essential functions of the job as identified at the time of 
the reasonable accommodation request and to access equal employment opportunities. 
Reasonable accommodations may also include those things which make a facility and its 
operations readily accessible to and usable by individuals with disabilities. Under the law, the 
employer has a responsibility to make reasonable accommodations for individuals with a 
disability only if the disability is known and it is not an undue hardship under Part 6, Subpart C.  

 
Part 4. Identification of Assigned Staff Member.  
The system office, and each college and university shall assign and identify a staff member responsible 
for administering requests for reasonable accommodations. 
 
Part 5. Right to Representation.  
In accordance with applicable collective bargaining agreement language, employees may have the right to 
request and receive union representation during the reasonable accommodations process.  
 
Part 6. Providing Reasonable Accommodations.  
 

Subpart A. Job Relatedness. Reasonable accommodations will be provided only for job-related 
needs of individuals with a disability. The primary factor in evaluating an accommodation's job 
relatedness is whether the accommodation specifically assists the individual to perform the 
essential functions of the job as identified at the time of the reasonable accommodation request. If 
the requested accommodation is primarily for the benefit of the individual with a disability to 
assist that individual in daily personal activities, the employer is not required to provide the 
accommodation. The appropriate reasonable accommodation is best determined through a 
flexible, interactive process that involves both the employer and the qualified individual with a 
disability; it may include the appropriate union representative as provided by the applicable 
collective bargaining agreement.  
 
Subpart B. Essential Functions. The system office, college or university may deny employment 
or advancement in employment based on the inability of an individual with a disability to 
perform the essential functions of the job and may decline to make accommodations to the 
physical or mental needs of an employee or job applicant with a disability if:  

 
 a.  the accommodation would impose an undue hardship on the system office, college or 

university as provided under Subpart C.; or  
 b.  the individual with a disability, with or without reasonable accommodations, is not qualified 

to perform the essential functions of that particular job; or  
 c.  having the individual in the job would create a direct threat because of a significant risk to the 

health and safety of the individual or others and the risk cannot be eliminated by reasonable 
accommodation.  

 
Subpart C. Undue Hardship: In determining whether providing a reasonable accommodation 
would impose an undue hardship on the employer, the factors to be considered include:  

 
 1.  The nature and net cost of the accommodation needed;  
 2.  The overall financial resources of the employer involved in the provision of the reasonable 

accommodation, the number of persons employed, and the effect on expenses and resources;  
 3.  The overall financial resources of the employer, the overall size of the business of the 

employer with respect to the number of its employees, and the number, type and location of 
its facilities;  

 4.  The type of operation or operations of the employer, including the composition, structure and 
functions of the workforce, and the geographic separateness and administrative or fiscal 
relationship of the employer in question to the covered entity; and  
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 5.  The impact of the accommodation upon the operation of the employer, including the impact 
on the ability of other employees to perform their duties and the impact on the employer's 
ability to conduct business.  

 
Subpart D. Documentation. Documentation of a disability is required as part of the reasonable 
accommodation process unless the nature and extent of the disability is already known to the 
employer, or as a practical matter, the requested accommodation is minimal and the employer 
makes modifications for its convenience, regardless of whether the employee or applicant meets 
the requirements for a reasonable accommodation under this procedure.  
 
Subpart E. Choice of Accommodations. The employer is not required to provide the specific 
accommodation requested by the individual and may choose an effective accommodation which 
is less expensive or easier to provide. Accommodations provided to the individual are the 
financial responsibility of the employer.  
 
Subpart F. Request Process. The system office, colleges and universities are responsible for 
establishing a process for individuals with disabilities to make requests for reasonable 
accommodations in compliance with the Americans with Disabilities Act or the Minnesota Human 
Rights Act. Such process should include the following:  
 

 1.  MnSCU policy statement and definitions;  
 2.  Assignment and identification of a staff member responsible for administering requests for 

reasonable accommodations;  
 3.  Provide a process for appealing a reasonable accommodations decision.  
 
Part 7. Application. Nothing in this procedure is intended to expand, diminish or alter the provisions of 
the Americans with Disabilities Act or the Minnesota Human Rights Act.  
http://www.mnscu.edu/Policies/PolicyIndex.html 
                     Approved by the Chancellor: May 24, 2000 

http://www.mnscu.edu/Policies/PolicyIndex.html
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MINNESOTA STATE COLLEGES AND UNIVERSITIES 
http://www.mnscu.edu/board/policy/1b01-nov2006.html 
 
BOARD OF TRUSTEES - POLICY 
 

Chapter 1 - System Organization and Administration 
Section B - Equal Education and Employment Opportunity  
 
Section 1:  Nondiscrimination in Employment and Education Opportunity 
 
1B.1 NONDISCRIMINATION IN EMPLOYMENT AND EDUCATION OPPORTUNITY. 

Part 1. Policy Statement. Minnesota State Colleges and Universities is committed to a policy of 
nondiscrimination in employment and education opportunity. No person shall be discriminated against 
in the terms and conditions of employment, personnel practices, or access to and participation in, 
programs, services, and activities with regard to race, sex, color, creed, religion, age, national origin, 
disability, marital status, status with regard to public assistance, or sexual orientation. In addition, 
discrimination in employment based on membership or activity in a local commission as defined by law 
is prohibited. 

Harassment on the basis of race, sex, color, creed, religion, age, national origin, disability, marital status, 
status with regard to public assistance, or sexual orientation is prohibited. Harassment may occur in a 
variety of relationships, including faculty and student, supervisor and employee, student and student, 
staff and student, employee and employee, and other relationships with persons having business at, or 
visiting the educational or working environment.  

This policy is directed at verbal or physical conduct that constitutes discrimination /harassment under 
state and federal law and is not directed at the content of speech. In cases in which verbal statements and 
other forms of expression are involved, Minnesota State Colleges and Universities will give due 
ÃÏÎÓÉÄÅÒÁÔÉÏÎ ÔÏ ÁÎ ÉÎÄÉÖÉÄÕÁÌȭÓ ÃÏÎÓÔÉÔÕÔÉÏÎÁÌÌÙ ÐÒÏÔÅÃÔÅÄ ÒÉÇÈÔ ÔÏ ÆÒÅÅ speech and academic freedom. 
However, discrimination and harassment are not within the protections of academic freedom or free 
speech.  

The system office, colleges, and universities shall maintain and encourage full freedom, within the law, of 
expression, inquiry, teaching and research. Academic freedom comes with a responsibility that all 
members of our education community benefit from it without intimidation, exploitation or coercion.  
 
This policy shall apply to all individuals affiliated with Minnesota State Colleges and Universities, 
including but not limited to, its students, employees, applicants, volunteers, agents, and Board of 
Trustees, and is intended to protect the rights and privacy of both the complainant and respondent and 
other involved individuals, as well as to prevent retaliation or reprisal. Individuals who violate this policy 
shall be subject to disciplinary or other corrective action.  

This policy supersedes all existing system, college, and university non-discrimination policies. 

Part 2. Definitions. 

Subpart A. Consensual Relationship. A sexual or romantic relationship between two persons who 
voluntarily enter into such a relationship. Employees who are members of the same household should 
also refer to the Board of Trustees Nepotism policy 4.10.  

Subpart B. Discrimination. Discrimination is defined as conduct that is directed at an individual 
because of his or her protected class and that subjects the individual to different treatment by agents or 
employees so as to interfere with or limit the ability of the individual to participate in, or benefit from, the 

http://www.mnscu.edu/board/policy/1b01-nov2006.html
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services, activities, or privileges provided by the system or colleges and universities or otherwise 
adversely affects the individual's employment or education. 

Subpart C. Discriminatory harassment. Discriminatory harassment is defined as verbal or physical 
conduct that is directed at an individual because of his or her protected class, and that is sufficiently 
severe, pervasive, or persistent so as to have the purpose or effect of creating a hostile work or 
educational environment.  

As required by law, Minnesota State Colleges and Universities has further defined sexual harassment as a 
form of sexual discrimination which is prohibited by state and federal law. Sexual harassment is defined 
as unwelcome sexual advances, requests for sexual favors, sexually motivated physical conduct, and 
other verbal or physical conduct of a sexual nature when: 

1. Submission to such conduct is made either explicitly or implicitly a term or condition of an 
individual's employment or education, evaluation of a student's academic performance, or term 
or condition of participation in student activities or in other events or activities sanctioned by the 
college or university; or  

2. Submission to or rejection of such conduct by an individual is used as the basis for employment 
or academic decisions or other decisions about participation in student activities or other events 
or activities sanctioned by the college or university; or  

3. Such conduct has the purpose and effect of threatening an individual's employment; interfering 
with an individual's work or academic performance; or creating an intimidating, hostile, or 
offensive work or educational environment.  

Subpart D. Employee. Minnesota State Colleges and Universities personnel include all faculty, staff, 
administrators, teaching assistants, graduate assistants, residence directors and student employees. 
 
Subpart E. Protected Class. Protected class for the purpose of this policy means that discrimination and 
harassment in employment and education are prohibited on the basis of: race, sex, color, creed, religion, 
age, national origin, disability, marital status, status with regard to public assistance or sexual 
orientation. In addition, membership or activity in a local human rights commission is a protected class in 
employment.  

Subpart F. Retaliation. Retaliation includes, but is not limited to, intentionally engaging in any form of 
intimidation, reprisal or harassment against an individual because he or she made a complaint under this 
policy or assisted or participated in any manner in an investigation, or process under this policy, 
regardless of whether a claim of discrimination or harassment is substantiated; or associated with a 
person or group of persons who are disabled or are of a different race, color, creed, religion, sexual 
orientation or national origin. Retaliation may occur whether or not there is a power or authority 
differential between the individuals involved.  

Subpart G. Sexual harassment and violence as sexual abuse. Under certain circumstances, sexual 
harassment or violence may constitute sexual abuse according to Minnesota law. In such situations, the 
system office and colleges and universities shall comply with the reporting requirements in Minnesota 
Statutes Section 626.556 (reporting of maltreatment of minors) and Minnesota Statutes Section 626.557 
(Vulnerable Adult Protection Act). Nothing in this policy will prohibit the system office or any college or 
university from taking immediate action to protect victims of alleged sexual abuse. Minnesota State 
Colleges and Universities 1B.3 Sexual Violence Policy addresses sexual violence. 

Subpart H. Student. Ȱ3ÔÕÄÅÎÔȱ ÍÅÁÎÓ ÁÎ ÉÎÄÉÖÉÄÕÁÌ ×ÈÏ ÉÓȡ 

1. Admitted, enrolled, registered to take or is taking one or more courses, classes, or seminars, 
credit or noncredit, at any System college or university; or,  

2. Between terms of a continuing course of study at the college or university, such as summer break 
between spring and fall academic terms; or, 
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3. Expelled or suspended from enrollment as a student at the college or university, during the 
pendency of any adjudication of the student disciplinary action.  

 
Part 3. Consensual Relationships. An employee of Minnesota State Colleges and Universities shall not 
enter into a consensual relationship with a student or an employee over whom he or she exercises direct 
or otherwise significant academic, administrative, supervisory, evaluative, counseling, or extracurricular 
authority or influence. In the event a relationship already exists, each college and university and system 
office shall develop a procedure to reassign evaluative authority as may be possible to avoid violations of 
this policy. This prohibition does not limit the right of an employee to make a recommendation on 
personnel matters concerning a family or household member where the right to make recommendations 
on such personnel matters is explicitly provided for in the applicable collective bargaining agreement or 
compensation plan. 

Part 4. Retaliation. Retaliation as defined in this policy is prohibited in the system office, colleges and 
universities. Any individual subject to this policy who intentionally engages in retaliation shall be subject 
to disciplinary or other corrective action as appropriate.  

The chancellor shall establish procedures to implement this policy. The nondiscrimination in 
employment and education opportunity policy and procedures of colleges and universities shall comply 
with Policy 1B.1 and Procedure 1B.1.1. 

Related Documents: *Procedure 1B.1.1 - Report/Complaint of Discrimination/Harassment     
   Investigation and Resolution  
 *Minnesota State Statute 626.556 - reporting of maltreatment of minors  
 *Minnesota State Statute 626.557 - Vulnerable Adult Protection Act 
Date of Implementation:  9/20/94 
Date of Implementation:   9/20/94 
Date of Adoption:  9/20/94 

Date & Subject of Revisions:  
6/21/06 - Amended policy to streamline and clarify language. Part 3 was amended to prohibit relations between 
employees and students or employees over whom the employee exercises direct or significant authority or 
influence. Amendments do not take effect until November 1, 2006 12/20/95  

http://www.mnscu.edu/board/procedure/1b01p1.html
http://www.revisor.leg.state.mn.us/stats/626/556.html
http://www.revisor.leg.state.mn.us/stats/626/557.html
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M I N N E S O T A  S T A T E  C O L L E G E S  A N D  U N I V E R S I T I E S  
h t t p : / / w w w . m n s c u . e d u / b o a r d / p r o c e d u r e / 1 b 0 1 p 1 . h t m l  

System Procedures for Chapter 1B - System Organization and Administration / Equal Education and 
Employment Opportunity  
 

Procedure 1B.1.1 Report/Complaint of Discrimination/Harassment Investigation and Resolution for 
Board Policy 1B.1 

Part 1. Procedure objective  
Part 2. Definitions 

Subpart A. Designated officer 
Subpart B. Decision-maker  

Part 3. Reporting incidents of discrimination/harassment  

Subpart A. Reporting an incident  
Subpart B. Personal resolution  
Subpart C. Duty to report  
Subpart D. Institutional responsibility  
Subpart E. Retaliation and reprisal.  
Subpart F. False statements prohibited  
Subpart G. Withdrawn complaints  

Part 4. Right to representation  
Part 5. Investigation and resolution  

Subpart A. Making a report/complaint  
Subpart B. Initial inquiry and review process.  
Subpart C. Initial inquiry and informal resolution  
Subpart D. Investigation and decision process  
Subpart E. Confidentiality  
Subpart F. Investigative data  
Subpart G. Other remedies  

Part 6. System office, college or university action  
Part 7. Appeal  

Subpart A. Filing an appeal 
Subpart B. Effect of review Subpart C. Appeal Process  

Part 8. Education and training  
Part 9. Dissemination of report/complaint procedure  
Part 10. Maintenance of report/complaint procedure documentation  

http://www.mnscu.edu/board/procedure/1b01p1.html
http://www.mnscu.edu/board/policy/1b01.html
http://www.mnscu.edu/board/procedure/1b01p1.html#p1#p1
http://www.mnscu.edu/board/procedure/1b01p1.html#p2a#p2a
http://www.mnscu.edu/board/procedure/1b01p1.html#p2b#p2b
http://www.mnscu.edu/board/procedure/1b01p1.html#p3a#p3a
http://www.mnscu.edu/board/procedure/1b01p1.html#p3b#p3b
http://www.mnscu.edu/board/procedure/1b01p1.html#p3c#p3c
http://www.mnscu.edu/board/procedure/1b01p1.html#p3d#p3d
http://www.mnscu.edu/board/procedure/1b01p1.html#p3e#p3e
http://www.mnscu.edu/board/procedure/1b01p1.html#p3f#p3f
http://www.mnscu.edu/board/procedure/1b01p1.html#p3g#p3g
http://www.mnscu.edu/board/procedure/1b01p1.html#p4#p4
http://www.mnscu.edu/board/procedure/1b01p1.html#p5a#p5a
http://www.mnscu.edu/board/procedure/1b01p1.html#p5b#p5b
http://www.mnscu.edu/board/procedure/1b01p1.html#p5c#p5c
http://www.mnscu.edu/board/procedure/1b01p1.html#p5d#p5d
http://www.mnscu.edu/board/procedure/1b01p1.html#p5e#p5e
http://www.mnscu.edu/board/procedure/1b01p1.html#p5f#p5f
http://www.mnscu.edu/board/procedure/1b01p1.html#p5g#p5g
http://www.mnscu.edu/board/procedure/1b01p1.html#p6#p6
http://www.mnscu.edu/board/procedure/1b01p1.html#p7a#p7a
http://www.mnscu.edu/board/procedure/1b01p1.html#p7b#p7b
http://www.mnscu.edu/board/procedure/1b01p1.html#p8#p8
http://www.mnscu.edu/board/procedure/1b01p1.html#p9#p9
http://www.mnscu.edu/board/procedure/1b01p1.html#p10#p10
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M I N N E S O T A  S T A T E  C O L L E G E S  A N D  U N I V E R S I T I E S  
h t t p : / / w w w . m n s c u . e d u / b o a r d / p r o c e d u r e / 1 b 0 1 p 1 . h t m l  

 

System Procedures 
Chapter 1B - System Organization and Administration / Equal Education and Employment 
Opportunity 
 
Part 1. Procedure objective.  

This procedure is designed to further implement Minnesota State Colleges and Universities policies 
relating to non-discrimination by providing a process through which individuals alleging violation of 
system non-discrimination policies may pursue a complaint. This includes allegations of discrimination 
or harassment based on sex, race, age, disability, color, creed, national origin, religion, sexual orientation, 
marital status, status with regard to public assistance or membership or activity in a local commission. 
This procedure is not applicable to allegations of sexual violence which should be handled under 
appropriate system and college or university policies and procedures. 

A single act of discrimination may be based on more than one protected class status. For example, 
discrimination based on anti-Semitism may relate to religion, national origin, or both; discrimination 
against a pregnant woman might be based on sex, marital status, or both.  

This procedure shall apply to all individuals affiliated with Minnesota State Colleges and Universities, 
including its students, employees, and applicants for employment, and is intended to protect the rights 
and privacy of both the complainant and respondent and other involved individuals, as well as to prevent 
retaliation/reprisal. Individuals who violate this procedure shall be subject to disciplinary or other 
corrective action.  

Not every act that may be offensive to an individual or group constitutes discrimination or harassment. In 
determining whether discrimination or harassment has occurred, the totality of the circumstances 
surrounding the incident must be carefully reviewed and due consideration must be given to the 
protection of individual rights, freedom of speech, academic freedom and advocacy. 

The system office, colleges, and universities shall maintain and encourage full freedom, within the law, of 
expression, inquiry, teaching, and research. Academic freedom comes with a responsibility that all 
members of our education community benefit from it without intimidation, exploitation, or coercion. 
Discrimination and harassment are not within the protections of academic freedom.  

Part 2. Definitions. 

Subpart A. Designated officer. A designated officer is an individual designated by the president 
or chancellor to be primarily responsible for investigating or coordinating the investigation of 
reports and complaints of discrimination/ harassment in accordance with this procedure. 
Designated officers may include individuals in the affirmative action or equity office, the campus 
security office, the student affairs or student life office, academic or administrative offices of the 
system office, college, or university. The president or chancellor may designate other individuals 
to assume the role of the designated officer as deemed necessary.  
Designated officers must attend investigator training conducted by the Office of the Chancellor.  
 
Subpart B. Decision-making authority. A decision-maker is an individual designated by the 
president or chancellor to review investigative reports, to make findings whether the 
discrimination/harassment policies have been violated based upon the investigation and other 
measures deemed necessary to reach a decision, and to determine the appropriate action for the 
institution to take based upon the findings. The decision-maker shall be a top level administrator 
such as a college or university vice president, dean or provost. At the system office, the decision-
maker shall be a top level administrator such as a chancellor, vice chancellor, associate vice 

http://www.mnscu.edu/board/procedure/1b01p1.html
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chancellor or other appropriate system office personnel. The president or chancellor may 
designate other individuals to assume the role of the decision-maker as deemed necessary.  

 
Designated decision-makers for complaints under this procedure, including presidents, must 
attend decision-maker training conducted by the Office of the Chancellor.  

Part 3. Reporting incidents of discrimination/harassment. 

Subpart A. Reporting an incident. The system office, colleges, and universities encourage any 
individual, including any student, employee, applicant for employment, or person eligible for 
employment (as defined by Minnesota Statutes section 43A.02), who feels she or he has been or is 
being subjected to discrimination/harassment to report the incident to the designated officer. 
Any student, faculty member or employee who knows of, receives information about or receives a 
complaint of discrimination/harassment is urged to report the information or complaint to the 
designated officer of the system office, college, or university.  
 
Subpart B. Personal resolution. In instances where an individual believes she/he personally 
has been subjected to behavior prohibited by the 1B.1 Non-discrimination policy, that individual 
may voluntarily choose to directly address the offensive behavior. In such a situation, she or he 
should clearly explain to the alleged offender as soon as possible after the incident that the 
behavior is objectionable and that it stop. Communication with the alleged offender may be in 
person, on the telephone, or in writing. If the behavior does not stop or if the individual believes 
some employment or education consequences may result from the discussion, she or he should 
go to the designated officer to process the complaint. Under no circumstances shall an individual 
be required to use personal resolution to address prohibited behaviors rather than reporting the 
behavior to the designated officer.  
 
Subpart C. Duty to report. Unless the matter already has been referred to the designated officer, 
administrators and supervisors must inquire into allegations or behaviors that they reasonably 
believe may constitute discrimination or harassment and, when a report/complaint appears to be 
warranted, refer the matter to the designated officer. The duty to report shall not be construed to 
prevent immediate corrective action by an administrator or supervisor when appropriate.  
 
 
 
 
Subpart D. Institutional responsibility.  

1. Colleges and universities. This procedure applies to all members of the educational 
community including students. Reports/complaints against a president of a college or 
university shall be filed with the system office. Complaints against a president shall be 
processed by the college or university if the president's role in the alleged incident was 
limited to a decision on a recommendation made by another administrator, such as 
tenure, promotion or non-renewal, and the president had no other substantial 
involvement in the matter. Reports and complaints against college or university vice 
presidents, deans, or provosts are filed at the campus level with the president or the 
president's designee as decision-maker.  

2. System office. For reports/complaints which involve allegations against system office 
employees, the responsibilities identified in this procedure as those of the president are 
the responsibilities of the chancellor. Reports/complaints which involve allegations 
against the chancellor or a member of the Board of Trustees shall be referred to the chair 
or vice chair of the Board for processing. Such reports/complaints may be assigned to 
appropriate system office personnel or outside investigatory assistance may be 
designated. 



AA Plan  2010-2012 Page 46  

Subpart E. Retaliation and reprisal. No retaliation, reprisal or intimidation in conjunction with 
a complaint of discrimination/harassment shall be tolerated by the system office, colleges, and 
universities. State law prohibits reprisal by a respondent, employer, labor organization, 
educational institution, employee, agent of the above and others as specified in statute. 
(Minnesota Statutes section 363.03). Any individual who retaliates against any person who 
testifies, assists, or participates in an investigation, proceeding or hearing in relation to a 
discrimination/harassment complaint shall be subject to disciplinary or other action.  

Retaliation includes, but is not limited to, any form of intimidation, reprisal, coercion, 
discrimination, harassment, or unwanted sexual contact toward a complainant, or the 
complainant's relatives, friends or associates. Retaliation may occur whether or not there is a 
power or authority differential between the individuals involved. Reprisal also includes 
discrimination against an individual because that person is associated with a protected group 
member. Allegations of retaliation or reprisal shall be reported to the designated officer for 
appropriate action. 

Subpart F. False statements prohibited. Any individual who provides false statements 
regarding the filing of a discrimination report/complaint or during the investigation of such a 
report/complaint may be subject to disciplinary or corrective action.  

Subpart G. Withdrawn Complaints. If a complainant no longer desires to pursue a complaint, 
the system office, colleges, and universities reserve the right to investigate and resolve the 
complaint. 

Part 4. Right to representation. 

In accordance with federal law and applicable collective bargaining agreement and personnel plan 
language, represented employees may have the right to request and receive union representation during 
an investigatory meeting.  

Nothing in this procedure is intended to expand, diminish or alter in any manner whatsoever any right or 
remedy available under a collective bargaining agreement, personnel plan or law. Any disciplinary action 
imposed as a result of an investigation conducted under this procedure will be processed in accordance 
with the applicable collective bargaining agreement or personnel plan. 

Part 5. Investigation and resolution. 

The system office, college or university has an affirmative duty to take timely and appropriate action to 
stop inappropriate behavior, conduct investigations and facilitate resolutions as appropriate.  

Subpart A. Making a report/complaint. The designated officer must be contacted in order to 
initiate a report/complaint. The report/complaint should be brought as soon as possible after an 
incident occurs. The designated officer shall retain control of the investigatory process and 
determine whether and/or how to proceed.  

Subpart B. Initial inquiry and review process. After receiving a report/complaint, the 
designated officer shall take the steps listed below: 

1. Jurisdiction. The designated officer shall determine whether the report/complaint is one 
which should be processed through another system office, college or university procedure 
available to the complainant; if appropriate, the designated officer shall direct the 
complainant to that procedure as soon as possible.  

2. Conflicts. If the designated officer determines that the report/complaint falls within the 
scope of the institution's nondiscrimination policies and this procedure, the designated officer 
shall first determine who will conduct the complaint process. The designated officer should 
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identify to the president or chancellor any real or perceived conflict of interest in proceeding 
as the designated officer for a specific complaint. If the president determines that a conflict 
exists, another designated officer shall be assigned.  

3. Information provided to complainant. At the time the report/complaint is made, the 
designated officer shall:  
a.) inform the complainant of the provisions of the nondiscrimination policy;  
b.) provide a copy of the policy and the report/complaint procedure to the complainant;  
c.) advise the complainant of other options such as alternative dispute resolution or 
mediation and that the complainant may also choose to pursue other legal options; and  
d.) determine whether other individuals are permitted to accompany the complainant during 
investigatory interviews and the extent of their involvement.  

4. Complaint Form. The designated officer shall insure that the complaint is documented in 
writing on the complaint form available from system office, college, or university authorities. 
The complaint form must include: 
a.) a detailed description of the facts upon which the charge is based;  
b.) name(s) of the respondent(s), if known;  
c.) a list of possible witnesses as deemed appropriate by the designated officer; and  
d.) other information pertinent to the complaint.  
At the conclusion of the process, the final disposition of the complaint shall be included on the 
complaint form.  

5. Information provided to the respondent. At the time initial contact is made with the 
respondent, the designated officer shall:  
a.) inform the respondent in writing of the existence and general nature of the complaint and 
the provisions of the nondiscrimination policy;  
b.) provide a copy of the policy and the report/complaint procedure to the respondent;  
c.) advise the respondent of other options such as alternative dispute resolution or mediation;  
d.) explain to the respondent that in addition to being interviewed by the designated officer, 
the respondent may provide a written response to the allegations; and  
e.) determine whether other individuals are permitted to accompany the respondent during 
investigative interviews and the extent of their involvement.  

6. Processing the complaint. The designated officer shall:  
a.) conduct a fact-finding inquiry or investigation into the complaint, including appropriate 
interviews and meetings;  
b.) investigate the complaint without identifying the complainant, if in the judgment of the 
designated officer, this would increase the likelihood of satisfactory resolution of the 
complaint;  
c.) inform the complainant, respondent, witnesses and other involved individuals of the 
prohibition against retaliation and reprisal;  
d.) create, gather and maintain investigative documentation as appropriate;  
e.) disclose appropriate information to others only on a need to know basis consistent with 
state and federal law, and provide a data privacy notice (Tennessen warning) in accordance 
with state law; and  
f.) inform the complainant and respondent of the status of the investigation at reasonable 
times until final disposition of the complaint.  

Subpart C. Initial inquiry and informal resolution. After conducting an initial inquiry and 
review, if the designated officer determines that the issue can be resolved without further 
investigation, the designated officer may use one or more of the following methods to resolve the 
complaint:  

1. suggest counseling or sensitivity training;  
2. conduct training for the unit, division, or department, calling attention to the consequences of 

engaging in such behavior;  
3. facilitate meetings between the parties;  
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4. separate the parties, after consultation with appropriate system office, college or university 
personnel;  

5. prepare a written letter of agreement confirming that the respondent has been informed of 
the policy and complaint procedure, identifying and documenting the respondent's 
acceptance of the designated officer's resolution of the complaint, and stating that retaliation 
is prohibited;  

6. other possible outcomes may include explicit agreements about future conduct, a letter of 
apology to the complainant, changes in workplace assignments, enrollment in a different 
course or program, or other appropriate action.  

Subpart D. Investigation and decision process. If the above methods do not resolve the 
complaint within a reasonable period of time to the satisfaction of the designated officer, or the 
designated officer feels additional steps should be taken, the procedures in this subpart shall be 
followed.  

1. Designated officer. The designated officer shall:  
a.) conduct further investigation as deemed appropriate by the designated officer;  
b.) prepare an investigation report for review by the decision-maker; 
c.) take additional investigative measures as requested by the decision-maker;  
d.) provide sufficient information to the respondent consistent with federal and state data 
privacy laws to allow the respondent to respond to the substance of the complaint; and  
e.) provide the investigation report to the complainant or respondent upon request unless the 
information is protected under state or federal law.  

2. Decision-maker. After receiving the investigation report prepared by the designated officer, 
the decision-maker shall:  
a.) determine whether additional steps should be taken, at the discretion of the decision-
maker, prior to making the decision. Additional steps may include: 

1. a request that the designated officer take additional investigative measures;  
2. a meeting with the complainant, respondent or other involved individuals. If a 

meeting involving a represented employee is convened, the complainant or 
respondent may choose to be accompanied by the bargaining unit representative, in 
accordance with the applicable collective bargaining agreement and federal and state 
law. Other employees may be accompanied by an attorney or other support person at 
the discretion of the decision-maker;  

3. a request for additional information which may include a written response from the 
complainant or respondent relating to the allegations of the complaint;  

b.) take other measures deemed necessary to reach a decision;  
c.) when making the decision, take into account the surrounding circumstances, the nature of 
the behaviors, the relationship(s) between the parties, the context in which the alleged 
incident(s) occurred, and other relevant factors;  
d.) determine the nature, scope and timing of disciplinary or corrective action and the process 
for implementation if a violation of the nondiscrimination policy occurs. This may include 
consultation with human resource or supervisory personnel to determine appropriate 
discipline;  
e.) report in writing to the complainant, respondent and the designated officer her or his 
findings as to whether or not the nondiscrimination policy has been violated. The written 
answer to the complainant shall be provided within 60 days after a complaint is made unless 
reasonable cause for delay exists.  

Subpart E. Confidentiality. Confidentiality cannot be guaranteed; however, care will be taken to 
keep investigation discussions sufficiently broad to protect the complainant's identity when 
appropriate. There may be instances in which the system office, college, or university has a 
responsibility to act even if the complainant requests that no action be taken. In such instances, 
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the system office, college or university may investigate and take appropriate action on the basis of 
the facts or evidence available.  

Subpart F. Investigative data. Information gathered during the investigation will be handled in 
accordance with federal and state data privacy laws.  

Subpart G. Other remedies.  

1. Reassignment or administrative leave. Under appropriate circumstances, the president or 
chancellor may reassign or place an employee on administrative leave at any point in time 
during the report/complaint process. In determining whether to place an employee on 
administrative leave or reassignment, consideration shall be given to the nature of the alleged 
behavior, the relationships between the parties, the context in which the alleged incidents 
occurred and other relevant factors. Any action taken must be consistent with the applicable 
collective bargaining agreement or personnel plan.  

2. Summary suspension or other action. Under appropriate circumstances, the president or 
designee may impose on a student a summary suspension or other temporary measures at 
any point in time during the report/complaint process. A summary suspension may be 
imposed when, in the judgment of the president or designee, the accused student's presence 
on the college or university campus would constitute a threat to the safety and well-being of 
members of the campus community. Before implementing the summary suspension, the 
accused student shall be given notice of the intention to impose the summary suspension and, 
except in an emergency, shall be given an opportunity to present oral or written arguments 
against the imposition of the suspension.  
After the student has been summarily suspended, the report/complaint process should be 
completed within the shortest reasonable time period, not to exceed nine (9) class days. 
During the summary suspension, the student may not enter the campus or participate in any 
college or university activities without obtaining prior permission from the administrator. 
Other temporary measures may be taken in lieu of summary suspension where the president 
or designee determines such measures are appropriate.  

3. Alternative dispute resolution and mediation. The system office, colleges, and universities, 
in consultation with the system Office of Equal Opportunity and Diversity, may use alternative 
dispute resolution or mediation services as a method of resolving discrimination/harassment 
complaints. Alternative dispute resolution and mediation options require the voluntary 
participation of all parties to the complaint.  

Part 6. System office, college, or university action. 

The system office, college, or university shall take the appropriate corrective action based on results of 
the investigation and shall follow up as appropriate to ensure that the corrective action is effective. 
Complainants are encouraged to report any recurrences of conduct which were found to violate the 
system non-discrimination policies. 

The decision-maker shall notify the complainant and respondent in writing of the final disposition of the 
complaint. Written notice to parties relating to discipline, resolutions, and/or final dispositions resulting 
from the report/complaint process is deemed to be official correspondence from the system office, 
college or university.  Dispositions of complaints filed with the commissioner within 30 days of final 
determination (Personnel Rules 3905.0500). 

Part 7. Appeal. 

Subpart A. Filing an appeal. The complainant and the respondent may appeal the decision of the 
decision-maker. An appeal must be filed in writing with the president or designee within ten (10) 
business days after notification of the decision. The appeal must state specific reasons why the 
complainant or respondent believes the decision was improper. In a complaint against a 
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president or other official who reports directly to the chancellor, an appeal may be considered by 
the chancellor whether or not the chancellor served as the decision-maker. 

Subpart B. Effect of review. For employees represented by a collective bargaining agreement, an 
appeal under this procedure is separate and distinct from, and is not in any way related to, any 
contractual protections or procedures. During the pendency of the appeal disciplinary or 
corrective action taken as a result of the decision shall be enforced. In addition, in cases involving 
sanctions of suspension for ten (10) days or longer, students shall be informed of their right to a 
contested case hearing under Minnesota Statutes, Chapter 14. 

Subpart C. Appeal process. The president or designee shall review the record provided and 
determine whether the complaint is substantiated or not substantiated. The president or 
designee may receive additional information if the president or designee believes such 
information would aid in the consideration of the appeal. The decision on appeal will be made 
within a reasonable time and the complainant, respondent and designated officer shall be notified 
in writing of the decision. The decision on appeal exhausts the complainant's and respondent's 
administrative remedies under this procedure except as provided herein. 

Part 8. Education and training. 

The system office, colleges and universities shall provide education and training programs to promote 
awareness and prevent discrimination/harassment, such as education seminars, peer-to-peer counseling, 
operation of hotlines, self-defense courses, and informational material development and distribution. 
Education and training programs should include education about the system office, colleges and 
universities non-discrimination policies as well as conducting investigations, management and 
implementation of this procedure. 

Part 9. Dissemination of report/complaint procedure. 

Information regarding this procedure and the system office, college or university non-discrimination 
policies must be provided to each student during student registration and each employee on acceptance 
of employment. Copies of the policies shall be conspicuously posted at appropriate locations at the 
system office and on college and university campuses at all times and shall include the designated 
officers' names, locations and telephone numbers. 

Designated officers also must be identified by name, location and phone number in informational 
publications such as student catalogs, student and employee handbooks, bulletin boards, campus 
websites or other appropriate public announcements. 

Part 10. Maintenance of report/complaint procedure documentation. 

During and upon the completion of the complaint process, the complaint file shall be reposited in a 
secure location in the office of the designated officer for the system office, college or university. Access to 
the data shall be in accordance with the respective collective bargaining agreement or personnel plan, the 
Minnesota Government Data Practices Act, the Family Educational Rights and Privacy Act or other 
applicable law.  

Designated officers are required to report investigative data concerning investigations under Board 
policy 1B.1 to the Office of the Chancellor on a quarterly basis.  

Effective date: February 17, 1997 

Date & Subject of Revisions: April 2, 2003- amended portions of the policy  
Part 1. - added second paragraph Part 2, Subpart A - added second paragraph  
Part 2, Subpart B - added second paragraph  
Part 3, Subpart D, 1, 2. - slight modifications  
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Part 5, Subpart G, 3. - slight modification  
Part 6 - deleted last sentence  
Part 7, Subpart A - deleted a sentence  
Part 7, Subpart C - slight addition  
Part 10 - added second paragraph  
December 18, 2000 - amended the entire procedure 
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BOARD OF TRUSTEES - POLICY 
 

   Chapter 1B SYSTEM ORGANIZATION AND ADMINISTRATION  
                  EQUAL EDUCATION AND EMPLOYMENT OPPORTUNITY 
 
    Section 2 Affirmative Action in Employment 
 

1B.2 AFFIRMATIVE ACTION IN EMPLOYMENT. 
 

Minnesota State Colleges and Universities is committed to and supports aggressive affirmative 
action steps and programs intended to remedy the historical underrepresentation of persons of 
color, women, and persons with disabilities in the workforce. 
 
 
  Date of Implementation: 9/20/94,  
  Date of Adoption:  9/20/94,  
  Date & Subject of Revisions: 
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BOARD OF TRUSTEES ɀ POLICY 
http://www.mnscu.edu/Policies/1B4.html  

 

   Chapter 1B SYSTEM ORGANIZATION AND ADMINISTRATION  
                  EQUAL EDUCATION AND EMPLOYMENT OPPORTUNITY 
 
    Section 4 Access for Individuals with Disabilities 
 
 
 

1B.4 ACCESS FOR INDIVIDUALS WITH DISABILITIES. 
 

Part 1. Definitions. 
 
 Subpart A. An individual with a disability: 
 

1. Any person who has a physical or mental impairment which substantially limits one or more of 
such person's major life activities.  

2. Any person who has a record of such impairment which means that a person has a history of or 
has been classified as having a mental or physical impairment that substantially limits one or 
more major life activities.  

3. Any person who is regarded as having such an impairment which means:  
a.  Has a physical or mental impairment that may not substantially limit major life activities but 

that is treated by others as constituting such a limitation;  
b.  Has a physical or mental impairment that substantially limits major life activities only as a 

result of the attitudes of others toward such impairment;  
c.  Has no impairment but is treated by others as having such an impairment.  

 
Subpart B. Personal devices and services: Examples of personal devices and services include 
wheelchairs; individually prescribed devices, such as prescription eyeglasses or hearing aids; readers 
for personal use or study; or services of a personal nature including assistance in eating, toileting, or 
dressing. 

 
Subpart C. Qualified individual: A person who, with or without reasonable modifications to rules, 
policies, or practices, the removal of architectural, communication, or transportation barriers, or the 
provision of auxiliary aids and services, meets the essential eligibility requirements for receipt of 
services or participation in a system office, college, or university program or activity. Essential 
eligibility requirements include, but are not limited to, academic and technical standards requisite to 
admission or participation in an education program or activity. 

 
Part 2. General Access Policy. 
The system office, colleges, and universities will provide access to programs, services and activities to 
qualified individuals with known disabilities as required by law. Where an individual asks for an 
accommodation, the system office, college, or university may require the individual to provide 
documentation. 
 
Part 3. Availability and Notice. 
Each college and university shall post notices in an accessible format to the public describing 1) college 
or university prohibition against discrimination, and 2) college or university contact for requesting 
reasonable accommodation or information. 
 
 
Part 4. Reasonable Accommodations to Ensure Access to Programs, Services, and Activities. 
The system office, colleges, and universities shall make reasonable accommodations to ensure access to 
programs, services, and activities as required by law. Access means that a qualified individual with a 

http://www.mnscu.edu/Policies/1B4.html
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disability will not be excluded from participation in or be denied the benefits of the services, programs, or 
activities, nor will the individual be subjected to discrimination. Reasonable accommodations may 
include modifications to rules, policies, or practices, the removal of architectural, communication, or 
transportation barriers, provision of auxiliary aids or the provision of equally effective programs, 
services, or activities. In accordance with the Americans with Disabilities Act, accommodations will not 
be provided 1) for personal devices or services even though the individual may be a qualified individual 
with a disability, or 2) that result in a fundamental alteration in the nature of a service, program, or 
activity or in undue financial or administrative burdens. 
 
Part 5. Offered and/or Sponsored Services or Activities for Qualified Students with Disabilities. 
Colleges and universities have a responsibility to provide access to services and/or activities that are 
operated or sponsored by the college or university or that receive significant assistance from the college 
or university. Such access shall be provided in a reasonable manner as required by law. At a minimum, 
the following must be offered to qualified students with disabilities: 1) support, counseling, and 
information services that may include support groups, individual counseling, career counseling and 
assessment, and referral services, 2) academic assistance services that may include assistive devices, 
early registration services, early syllabus availability, course selection, and program advising, course 
work assistance, testing assistance, and modification, and tutoring, and 3) coordination services that may 
include personnel acting on the student's behalf and serving as the primary contact and coordinator for 
students needing services, assistance in working individually with faculty and administrators, 
intervention procedures, and grievance procedures. 
 
Part 6. Procedure. 
In consultation with the system office, each college and university shall establish a procedure for 
individuals with disabilities to make requests for accommodations to access programs, services, or 
activities at the college or university, consistent with state and federal laws. Such procedure for access to 
programs for individuals with disabilities must, at a minimum, include the following: 
 

a. The system policy statement and system definitions.  
b.  Assignment and identification of a staff member responsible for administering the delivery of 

services to individuals with disabilities.  
c.  Provide a process for appealing a denial of a request for program access.  

 
  Date of Implementation: 7/01/95,  
  Date of Adoption:  6/20/95,  
  Date & Subject of Revisions: 
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BOARD OF TRUSTEES - POLICY 
Board Policies 

http://www.mnscu.edu/board/policy/4 -04.pdf  
 

Chapter 4 - Human Resources 
4.4 Weather / Emergency Closings 
 

Part 1. Cancellation of Classes due to Weather or Other Emergencies. The authority to cancel classes 
due to weather conditions or other emergencies resides with the college or university president or the 
ÐÒÅÓÉÄÅÎÔȭÓ ÄÅÓÉÇÎÅÅȢ #ÁÎÃÅÌÌÁÔÉÏÎ ÏÆ ÃÌÁÓÓÅÓ ÄÏÅÓ ÎÏÔ ÅØÃÕÓÅ ÁÎÙ ÅÍÐÌÏÙÅÅ ÆÒÏÍ ×ÏÒËȢ %ÍÐÌÏÙÅÅÓ ÏÆ ÔÈÅ 
college, including faculty, may take personal leave, vacation leave or use earned compensatory time when 
classes are canceled and they choose to be absent from work. 
 
Part 2. Campus Closing due to Weather or other Emergency. The authority to close college or 
university campuses when a weather or other emergency exists resides with the president or the 
ÐÒÅÓÉÄÅÎÔȭÓ ÄÅÓÉÇÎÅÅȢ 4ÈÅ ÃÌÏÓÕÒÅ ÏÆ ÓÔÁÔÅ ÁÇÅÎÃÉÅÓ ÂÙ ÔÈÅ #ÏÍÍÉÓÓÉÏÎÅÒ ÏÆ ÔÈÅ $ÅÐÁÒÔÍÅÎÔ ÏÆ %ÍÐÌÏÙÅÅ 
Relations does not apply to MnSCU institutions. The Governor of Minnesota has emergency powers to 
issue an executive order to change the work schedule of executive branch employees in cases of natural 
disaster or other emergencies [M.S. Section 12.21]. This does apply to MnSCU employees. 
 

Subpart A. The college or university president shall develop written procedures which will be 
used to determine when weather conditions constitute a threat to the health and safety of college 
or university employees and students. The written procedures shall identify the following: 
 

1.  Processes for assessment of weather and travel conditions (temperature, wind, 
precipitation, condition of roads). At a minimum, one state and one local authority should 
be contacted as part of an assessment of weather and travel conditions. The following 
offices are suggested as authorities to contact: 

 
 State Highway Patrol District Office 
 Minnesota Department of Transportation - district offices 
 County and city law enforcement offices 
 County and city highway maintenance offices 

 
2.  Positions and employees of the college or university who provide services that are essential 

to protect life and property during campus closings due to weather conditions. These 
Ȱ×ÅÁÔÈÅÒ ÅÓÓÅÎÔÉÁÌȱ ÅÍÐÌÏÙÅÅÓ ×ÉÌÌ ÎÏÔ ÂÅ ÅØÃÕÓÅÄ ÆÒÏm work duty during campus closings. 

 
3.  Methods of notification of campus closings appropriate to employees, students and the 

public. 
 

Subpart B. A copy of the written procedures shall be filed with the Chancellor. 
 
Subpart C. The college or university president shall maintain a list of emergency situations other 
than those which are due to weather conditions for which campus closure would be an 
appropriate action. A list of essential employees that would not be excused from work duty 
during campus closings due to identified emergency conditions shall be maintained by the 
president. 
 
Subpart D. When a campus closing is declared, college or university employees are excused from 
work with pay. A campus closure applies to all employees without regard to labor contract. 
Weather or other emergency essential employees who are not excused from work will be paid at 
their regular rate of pay. 
 
Subpart E. The declaration of a campus closure shall, whenever possible, clearly identify the 

http://www.mnscu.edu/board/policy/4-04.pdf
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timeframe when employees are excused from work. 
 
Subpart F. Each college or university shall notify the Chancellor or designee after the decision 
is made to close a campus due to weather conditions or other emergency conditions. This 
notice will be used by the Office of the Chancellor to respond to inquiries regarding campus 
closures. 

 
Statutory Authority: 1994 Minnesota Statutes, section 43A.05, subdivision 4. 
 
Date of Implementation: 10/16/96 
 
Date of Adoption: 10/16/96 
 
Date and Subject of Revision: 
12/18/02 ɀ Part 2, Subpart F, Amended from System Office to Office of the Chancellor 
02/17/99 - ÐÁÒÔ φȟ ÓÔÁÔÅÓ 'ÏÖÅÒÎÏÒȭÓ ÐÏ×ÅÒ ÔÏ ÃÈÁÎÇÅ ×ÏÒË ÓÃÈÅÄÕÌÅ ÉÎ ÃÁÓÅ ÏÆ ÎÁÔÕÒÁÌ ÄÉÓÁÓÔÅÒȟ ÓÕÂÐȢ "ȟ 
deletes date by which written procedures must be filed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 


