











Equal Opportunity/Affirmative Action Officer

The Equal Opportunity/Affirmative Action Officer is responsible for the overall implementation and
administration of Riverland Community College’s equal opportunity and affirmative action programs.

1. Responsibilities

A. Oversee and ensure that the college complies with federal, state, and Office of the Chancellor laws,
regulations, and policies pertaining to equal opportunity/affirmative action, including Title IX, 504
legislation, and the Americans with Disabilities Act.

B. Develop, monitor, implement, and evaluate college equal opportunity/affirmative action programs,
plans, and guidelines, in conjunction with the college’s Affirmative Action Committee and the college
president.

C. Ensure that administrative supervisors are held accountable for the achievement of affirmative action
goals and objectives and the fulfillment of equal opportunity requirements established by the college.

D. Review, investigate, and process complaints of harassment or discrimination of protected class issues
(e.g., race, creed, color, sex/gender, national origin, martial status, age, sexual orientation, disability,
status with regard to public assistance, religion, membership or activity in a local commission, political
opinions or affiliations), and/or lack of equal opportunity in accordance with established guidelines.
Serve as the college’s primary resource for employees and students on equal opportunity laws,
regulations, and procedures.

E. Monitor the search and selection process for positions in accordance with established guidelines and
procedures for recruitment.

F. Direct and oversee the internal and external institutional reports on equal opportunity/affirmative action
efforts and accomplishments.

2. Duties

A. Create and distribute college policies pertaining to equal opportunity/affirmative action, including Title
IX, 504 legislation, and the Americans with Disabilities Act and contact names and locations. Advise
the college president of equal opportunity/affirmative action program progress and status in meeting the
college’s goals and objectives.

B. Provide education opportunities for supervisors and administrators.

C. Establish a procedure to process complaints and complete investigations.

D. Train and advise the chair and interview committee members by providing guidance on the selection
and screening processes.

3. Accountability
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The Equal Opportunity/Affirmative Action Officer is directly accountable to the college president for the
overall implementation and administration of Riverland Community 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.

1. Responsibilities

A. Assure that equal opportunity/affirmative action policies, plans, and procedures are complied with and
carried out in their respective units.

B. Assure that employees within their units are informed of the college’s equal opportunity/affirmative

action policies, procedures, and practices.

Assist the Affirmative Action Office in determining annual vacancies and hiring goals.

Identify factors which may impede the college’s pursuit of its equal opportunity/affirmative action

goals and objectives.

e

Duties

Display policies, plans, and procedures, and identify a contact person within the department.

Assist and promote training activities.

Include affirmative action opportunities in hiring processes and assist in training for interview
committees.

Notify the Affirmative Action Officer of any circumstances or incidents that may conflict with college
equal opportunity/affirmative action policies, procedures, and practices.
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3. Accountability
Accountability for administrators/supervisors is reflected in the Riverland Community College’s
organizational chart.

Vice President of Employee & Public Relations

In addition to the responsibilities and duties described above for the administrators/supervisors, the VP of
Employee and Public Relations is also responsible as described below for classified and unclassified
positions.

1. Responsibilities

A. Monitor the recruitment and selection process of classified positions at Riverland Community College,
in accordance with Minnesota Statutes 43.18 and 179.74, Minnesota Management & Budget (MMB),
personnel rules, and applicable collective-bargaining agreements.

B. Monitor and ensure that the recommendations of supervisors and others involved in the selection
process are based on job-related criteria and are consistent with affirmative action goals and objectives.

C. Establish the structure of the interview process. Train and advise the chair and interview committee
members by providing guidance on the screening and selection processes.
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Monitor, analyze, and report on the retention process.
Monitor, analyze, and report on the evaluation process.
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Duties

Assign department staff to produce reports of the recruitment and selection processes.
Perform job analyses when duties change and make recommendations.
Assign department staff to send out notification of performance-evaluation schedules.
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3. Accountability
The VP of Employee and Public Relations is accountable to the college president.

Dissemination of Policy

The following measures will be used to inform Riverland Community College’s educational community
and the public of our commitment to affirmative action and equal opportunity in all employment and
educational policies, procedures, programs, services, and opportunities.

INTERNAL DISSEMINATION

1. The Affirmative Action Plan will be available to the public in the libraries of the Austin and Albert
Lea campuses, the director’s office of the Owatonna College and University Center, and the offices of
the college president and Vice President of Employee and Public Relations.

Employees will be given the college website location to receive a copy of the Affirmative Action Plan
upon employment;

2. Training will be provided to managers and supervisors on affirmative action and equal opportunity
1ssues;

3. All recruitment brochures, job announcements and vacancy notices shall identify Riverland
Community College as an Equal Opportunity Employer and Educator;

4.  Make available copies of the Affirmative Action Plan to employees and students upon request, and;

5. The policy is included within the online Employee Handbook policy section.

6.  The policy will be made available on the college’s public web site in the diversity section of the
Current Student site (The emergency management plan has been removed from this posting.).

EXTERNAL DISSEMINATION

1. All job announcements, vacancy notices, website home page, letterhead, and other education or
employment-related materials shall identify Riverland Community College as An Equal Opportunity
Employer and Educator.
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2. Aggressively publicize via a variety of protected-group and non-protected-group media sources
Riverland Community College’s commitment to the recruitment, employment, promotion, and
retention of individuals with disabilities, women, and minorities;

3. Make available copies of the Affirmative Action Plan to all interested parties upon request;

4.  Information on Riverland Community College’s Affirmative Action Program and Plan shall be
available to all external constituents; and

5. The statement on nondiscrimination in Employment and Education Opportunities is published within
the Student Handbook.

6. Individuals who receive an application form for employment with Riverland Community College will
receive our summary statement describing our commitment to equal employment opportunity and
affirmative action, followed by a voluntary request for supplemental affirmative action information
from each applicant.
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Riverland’s Harassment and Discrimination Policy and Procedures

Riverland Community College and Minnesota State Colleges and Universities are 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 shall apply to all individuals affiliated with Riverland Community College and 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.

Riverland’s complete policy and procedure can be found in MNSCU Board Policy 1B.1 Nondiscrimination
in Employment and Education Opportunity, and Procedure 1B.1.1, Report/Complaint of Discrimination, at:
http://www.mnscu.edu/board/policy/1b01.html and http://www.mnscu.edu/board/procedure/1b01p1.html.

Any individual who believes she or he has been, or is being, subjected to conduct prohibited by MNSCU
Board Policy 1B.1 Nondiscrimination in Employment and Education Opportunity, Procedure 1B.1.1
Report/Complaint of Discrimination, Harassment /Investigation and Resolution, and Sexual Violence
Policy 1B.3 is encouraged to report the incident to the Affirmative Action Officer’s designee, Cindy
Brimacomb-Whiteaker, Human Resources Office, West Building, Riverland Community College, Austin,
Mn., at 507-433-0529 or at: cindy.brimacomb-whiteaker@riverland.edu.

Riverland Community College has appointed these investigators:

1B.1 Investigations (harassment & discrimination)
Ricki Walters, Regional Diversity Trainer and Investigator
507-433-0368 or cell phone: 507-438-0588

Student Code of Conduct Investigations (non-academic student misconduct allegations)
Nel Zellar, Student Affairs Admissions Assistant507-433-0820

College Personnel Investigations (college employee allegations other than 1B.1)
Celeste Ruble, Vice President of Employee & Public Relations

Academic Affairs Investigations (academic misconduct allegations)
Academic Deans
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Riverland Community College has designated the following decision-makers for 1B.1 investigations,
academic misconduct, and non-academic misconduct complaints:

Academic Affairs
Ron Langrell, Executive Vice President

Finance, Facilities & MIS
Beth Fondell, Vice President of Finance/Facilities/MIS
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RIVERLAND COMMUNITY COLLEGE
Goal and Timetable

2010-2012
Women Minorities People with Disability

Number Number Number
EEO Job Group Under- Goal | Timetable | Under- Goal | Timetable | Under- Goal | Timetable

utilized utilized utilized
Officials and
Administrators 0 1 0 0
Professionals,
General 0 0 5 2 6/2011
Professionals,
Postsecondary 0 15 3 6/2011 7 1 6/2011
Technicians 1 0 0 0
Paraprofessionals 0 1 0 1 0
Office/Clerical 0 2 1 6/2011 2 1 6/2011
Skilled Craft 0 0 0
Service
Maintenance 7 1 6/2012 2 1 6/2012 2 0

*See electronic submission
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Program Objectives

Riverland Community College is committed to providing educational and employment opportunities to
persons of diverse cultures and backgrounds toward the achievement of their learning, employment, and
citizenship goals. The college is proactive in its attempt to enrich the cultural diversity of its campus
environment by employing people from groups which represent the fabric of our communities. In pursuit of
our commitment to affirmative action, Riverland Community College will address the following program
objectives, which address maintenance and improvement of the Affirmative Action Plan that will identify
and foster institutional access and promote success for traditionally underrepresented populations.

* Policy and Process Awareness

* Recruitment and Hiring Processes

¢ Career Development and Growth Opportunities
* Training and Development

* Affirmative Action Resources

* Appreciation and Recognition

*  Community Involvement

* Retention and Turnover

MAINTENTANCE PROGRAM OBJECTIVES

1. The Affirmative Action Officer makes every effort to keep informed of the Office of the Chancellor’s
policies and procedures, EEOC guidelines, and other pertinent local, state, and federal information to
effectively implement the affirmative action plan at Riverland Community College.

Action Steps:

* Regularly attend training opportunities provided by the Office of the Chancellor on topics of diversity,
disability, discrimination, and/or harassment.

* Contact the Office of the Chancellor for Equal Opportunity for assistance with any concerns or
questions.

* Review ADA training materials and discuss with the college ADA Coordinator any changes or
implementations pertaining to the topic of disability compliance.

* Regularly research topics on diversity, disability, discrimination, and/or harassment for any changes or
developments.

* Actively participate with the Office of the Chancellor in the OCR audit process.

Target Completion Date:
Ongoing during 2010-2012

Person(s) Responsible:
College President, Regional Diversity Investigator & Trainer, Affirmative Action Officer, Vice President of

Employee & Public Relations, College ADA Coordinator, College Supervisors, Executive Vice President,
Vice President of Finance and Facilities.
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2. Identify and recommend best practices for recruitment, retention, and turnover and foster an
environment that promotes a feeling of value and support by management.

Action Steps:

* Continue to refine our recruitment and retention plan with an ongoing analysis of college positions.

* Involve managers/supervisors in developing internal procedures to distinguish between avoidable and
unavoidable turnovers in personnel.

* Provide training to managers/supervisors that will assist in improving management and coaching skills.

* Establish goals that were defined in the 2010 Climate Survey, 2010-2012 College Diversity Plan and
incorporate into the college’s strategic planning process.

* Analyze the decision-making process and identify and resolve any potential barriers within that system.

* Participate in AQIP projects that study continuous improvement in communication efforts, especially
those assisting with employee empowerment.

* Review the college’s current survey documents to ensure that diversity is included in the surveys, and
to determine what these data can tell us about improvement in our recruitment and retention practices.

* Create and consult with a student focus group to assess the college’s ability to meet the needs of its
diverse students.

Target Completion Date:
Ongoing 2010-2012

Person(s) Responsible:
Affirmative Action Officer/Vice President of Employee & Public Relations, College Administration

3. Increase employee and customer awareness of the college affirmative action policies and processes and
keep stakeholders informed of any updates, training opportunities, or events.

Action Steps:

* Continue to provide and enhance new student/customer online orientations and student-advising
sessions that describe what is and is not acceptable behavior. The orientation includes rights,
obligations, and the process for reporting inappropriate behaviors that do not promote an environment
free of discrimination or equal opportunity. Progress on this goal will be measured by student and
employee evaluations.

* Provide information that details any changes in the obligations or the structure of reporting or processes
for complaints or investigations. This information can be included in any publication or posters
throughout the college, on the college website, distributed at professional development days during
each academic year and provided in the Desire2Learn environment.

* Continue to provide and enhance supervisor awareness of the affirmative action plan policies and
procedures at specialized supervisor-training sessions.

* Continue to provide information within the internal/external college web pages with local information
or links to the Office of the Chancellor or publications, MMB offices or publications that address
affirmative action or opportunity topics.
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* Continue to provide college notices on the college web site and maintain and promote Global Voices
and other diversity information on the web to promote/increase diversity awareness on campus.

Target Completion Date:

Ongoing 2010-2012After each new employee hire

Before each new student/customer begins his/her educational experience
College publications and web-site enhancements

Professional development activities

New student orientation and advising sessions

Person(s) Responsible:

College President, Affirmative Action Officer/ Vice President of Employee & Public Relations, Executive
Vice President, Campus Directors, , Vice President of Finance and Facilities, and College Supervisors,
Admissions, Counselors

4. Riverland Community College continues to expand career development and growth opportunities
within the college community.

* Continue to use Promantek.Com to conduct Performance Appraisals and to develop Individual Growth
Plans.

* Arrange for experts to present to college employees at college professional development days or other
specialized training options on topics pertaining to discrimination, diversity, workplace violence,
disability, and harassment to improve cultural competence each semester to employees at each of our
campuses

* Arrange for diversity speakers and events to be presented to students and employees throughout the
academic year on topics pertaining to discrimination, diversity, workplace violence, disability, and
harassment.

* Develop current educational materials for training supervisors/managers specifically on their
responsibilities for affirmative action and equal opportunity.

* Promote Global Voices as an internal resource for cultural information.

¢ Continue to support the Employee Leadership Development Program every other year to enhance
employee satisfaction and develop leadership skills while familiarizing them with key concepts specific
to our college culture and the communities we serve.

* Evaluate the statewide staff development survey results and establish goals that will promote value and
support established outcomes.

Target Date of Completion:

Evaluation: ongoing

Presentations:

Ongoing 2010-2012

Activities are offered each semester.
Materials: Annually

Publications: Revise when necessary
Committee Meetings: Monthly
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Person(s) Responsible:

Affirmative Action Officer/Vice President of Employee & Public Relations, College Supervisors, Staff
Development Committee

5. Riverland Community College promotes and expands appreciation and recognition of the diverse
cultures within the college and the communities it serves.

Action Steps:

* Promote leadership and volunteer opportunities within all three communities.

* Sponsor a Spring Fling: Displays of minority art work, music, and other talent on two campuses
including community participation.

* Continue to support theatre presentations on social issues.

* Compile and distribute information to help increase understanding of straight and gay alliance groups.

* Provide learning opportunities for students, employees and community members by sponsoring cultural
events and speakers on topics of ethnicity, sexual orientation, etc. throughout the year.

¢ Continue to broaden community and employee involvement by serving on the Inclusion Committee and
bringing forth current and relevant issues.

* Collaborate with area public schools when coordinating events that promote appreciation and
recognition of diverse cultures.

* Find methods and opportunities to increase attendance and participation in these events throughout the
college.

Target Date of Completion:
Ongoing 2010-2012
Some activities are continuous throughout the academic year, provided each semester.

Person(s) Responsible:

* College President, Affirmative Action Officer/Vice President of Employee & Public Relations,
Executive Vice President, , Student Activities Director, Awards & Recognition Committee, College
Supervisors, Faculty, Staff, Inclusion Advisory Council.

IMPROVEMENT PROGRAM OBJECTIVES

1. The Affirmative Action Officer will review and evaluate the recruiting and hiring practices and
documentation to ensure that the college’s practices are consistent with the affirmative action pre-
employment plan and hiring goals.

Action Steps:

* Refine the Personnel Action Request Packet that will serve as a checklist and also provide convenience
in the hiring and recruiting process.

* Use the electronic application process, NeoGov, for recruitment and hiring.

* Distribute the Personnel Action Process to all faculty and staff for review and feedback.
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* Arrange orientation meetings with college managers/supervisors and search committees to review
hiring data, suggest recruitment methods, and to identify if there is a disparity.

*  Work with the Office of the Chancellor, MMB's Office of Diversity and Equal Opportunity to establish
other methods to improve recruitment.

* Publish job opportunities electronically, both internally and/or externally, via e-mail and college
website.

Target Completion Date:

Ongoing during 2010-2012 to be reviewed semi-annually by the Affirmative Action Officer
Person(s) Responsible:

Affirmative Action Officer/ Vice President of Employee & Public Relations, Human Resources Specialist,
College Supervisors

2. Make a good-faith effort to increase faculty, administration, and staff ethnic percentages during budget
reductions and reorganization.

Action Steps:

*  Promote the tuition waiver procedures for eligible employees’ professional development.

* Create a multi-faceted recruitment and marketing plan for minority employees.

*  Explore employment barriers and resolve any that surround credentialing requirements.

*  Explore recruitment barriers and resolve any that interfere with people with advanced degrees.

*  Review workforce analysis for underutilization and determine realistic goals based on data.
Target Completion Date:

Ongoing during 2010-2012 with specific annual review dates of November 30 and June 1.

Person(s) Responsible:

College President, Affirmative Action Officer/ Vice President of Employee & Public Relations, Human
Resources Specialist, College Administration, College Supervisors, Inclusion Advisory Committee

3. Provide non-traditional methods for disseminating affirmative action, equal opportunity, and other

employee development training needs.

Action Steps:
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* Continue to use and review the new-employee orientation to include a training module in the
Desire2Learn environment, which can include more comprehensive information. It will continue to be
delivered in segments, which will be more conducive to many learning styles. The orientation includes,
and is not limited to, the rights, obligations, and the process for reporting inappropriate behaviors that
do not promote an environment free of discrimination and equal opportunity.

* Create an internal web page specifically for announcing college training opportunities that may include
but are not limited to AAO/EEQ, crisis management, drug and alcohol awareness, data privacy
practices; website to be ADA compliant.

» Utilize the statewide database to gather training data to survey and analyze employee training needs.

* Evaluate the new online delivery of harassment and discrimination and safety training.

*  Monitor and update the Global Voices website semi-annually, or as needed.

Target Completion Date:
Continuous 2010-2012

Person(s) Responsible:
Regional Investigator and Trainer, Affirmative Action Officer/ Vice President of Employee & Public
Relations, Director of Communications, Director of Computer Operations, Web Developer

4. Develop and maintain positive community relationships with under-utilized populations to recruit
protected-group members actively and to support community appreciation and recognition programs.

Action Steps:

* Attend semi-annual meetings to build relationships with people in three communities and communicate
vacancy notices within this population.

* Build relationships with community organizations by administrative staff involvement in civic service
organizations specific to protected group members.

* Assist in planning activities with other community organizations promoting and celebrating diversity or
other issues related to violence, gender, and discrimination.

* Create and publicize a schedule of diversity events for each academic year; beginning each fall.

* Involvement of the college’s Inclusion Advisory Council to assist in evaluating diversity initiatives at
the college.

Target Completion Date:
Ongoing throughout academic years

Person(s) Responsible:
Affirmative Action Officer/Vice President of Employee & Public Relations, College President, Minority

Advisor, International Student Advisor, Executive Vice President, , Director of Communications

5. Evaluate the process in which data is collected for the workforce-analysis information to determine
if specific populations have not been included.

Action Steps:
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*  Consult with the Office of the Chancellor and MMB's Office of Diversity and Equal Opportunity to
assist the refinement of the workforce-analysis process.

* Conduct a confidential survey of current employees obtaining additional protected-group
information.

* Disseminate new workforce analysis information to the college's Administrative Council and the
Inclusion Advisory Council to inform the supervisors of hiring disparities within the job groups.

Target Completion Date: 2010-2012

Person(s) Responsible:

Regional Diversity Investigator & Trainer, Inclusion Advisory Committee, Affirmative Action
Officer/Vice President of Employee & Public Relations, Human Resources Specialist.
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Methods of Auditing, Evaluating, and Reporting Program Success
PRE-EMPLOYMENT REVIEW

State law governing affirmative action programs requires Riverland Community College to establish
methods of auditing, evaluating, and reporting program success. This includes a procedure for pre-
employment review of hiring decisions for units where under-utilization currently exists. When such a
vacancy occurs, the procedure below will be followed before an offer of employment is made for classified
and unclassified positions:

The Personnel Action Request packet has been designed to assist in this process outlining the steps below:

1. The Human Resources Office will receive a completed, signed Personnel Action Request form from
the supervisor responsible for the hiring process (screening committee chair) that includes a current
position description, rationale for filling the position and appropriate cost center information. The
Human Resources Office will submit for administrative cabinet approval to fill the position.

2. The Human Resources Office reviews the data, and the representative for the Affirmative Action
Office determines whether under-utilization exists for a position vacancy that will be posted.

3. The screening committee chair will form the screening committee. A screening committee is
formed that includes the participation of minorities, other under-utilized classes, and both males and
females from the appropriate divisions that have the vacancy (when possible). Five to seven
members are recommended for faculty/staff searches and seven to ten members for administrative
searches for dean and above. The list of the members shall be submitted to the Vice President of
Employee & Public Relations for approval. Search committees are required to fill permanent part
or full-time openings but are not required if the proposed vacancy is clearly defined as a temporary
position.

4. The chair will also meet with the Human Resources office to review the existing position
description and affirmative action availability data. The first role is to review the minimum
qualifications for the position. Qualifications are more often determined by the state of Minnesota
or contract language. The screening committee chair will develop preferred qualifications. To do
this effectively, the chair may develop an ideal candidate profile in order to develop preferred
qualifications. To help the committee further develop preferred qualifications, the Riverland
mission statement will be referenced: Riverland Community College is a regional comprehensive
community college inspiring “learning for a living” through a personalized educational
environment.

5. The third important issue to be addressed by a screening committee chair is recruiting. Once
qualifications are clearly developed, the screening committee chair should advise on where, when,
who, and how recruiting should take place. The screening committee chair, in cooperation with
Human Resources, drafts advertisements, the formal vacancy notice, and the interview process.
(Full-time administrative and faculty positions must be advertised nationally according to college
policy.)

6. The Vice President of Employee & Public Relations or designee will facilitate the meeting with the
screening committee to review the position description requirements and provide an orientation for
the search and interview processes.

7. When applications have been received, the Human Resources Specialist will send each applicant a
Supplemental Affirmative Action Data Form, and a stamped, self-addressed envelope for its return
to monitor the application pool for equal opportunity progress. The Human Resources Specialist
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then examines the initial applicant pool for its composition of women, minorities, and disabled
candidates. When this review is completed, the Vice President of Employee & Public Relations
approves or disapproves the pool.

8. After the initial screening by the screening committee, the list of semifinalists is submitted. The
AAO Office/Vice President of Employee & Public Relations will approve the list of semifinalists;
interviews are scheduled and take place. If the AAO/Vice President of Employee & Public
Relations disapproves of the list of semifinalists, the committee meets again to revisit the pool of
candidates. When the interviews have been completed, the search committee submits a list of
strengths and weaknesses of each interviewee. The committee chair has the responsibility for
writing a rationale why non-selected finalists were not recommended for hire. The AAO/Vice
President of Employee & Public Relations or designee reviews and approves the report and
forwards the document to a vice president or the college president as determined at the beginning of
the process.

9. If the rationale is not a reasonable expectation of the position, the Affirmative Action Officer/Vice
President of Employee & Public Relations notifies the college president and the college president
will determine final action.

10. Decisions will be made in writing with the hiring authority’s or the college president’s approval and
signature and will be maintained on file in the Human Resources Office.

PRE-REVIEW PROCEDURE OF LAYOFF DECISIONS

Riverland Community College will make lay-off determinations consistent with applicable collective
bargaining agreements and personnel plans. Staffing decisions, faculty or non-instructional personnel, will
be reviewed and discussed at the college Administrative Council level prior to any decision of a faculty or
staff layoff. A decision will be made to support academic, financial, and affirmative action goals of the
college, and criteria will be developed that will support those goals.

Recordkeeping

As a representative for the Affirmative Action Office, the office of Human Resources and its personnel will
gather and maintain applicable affirmative action records documenting interview processes and hires,
turnovers, and any complaints regarding such hiring and retention activities. A report of this information,
without releasing private data, will be given to college administration on a two-year basis.

Evaluation
The Affirmative Action Officer shall evaluate the Affirmative Action Plan by:

* Reviewing monthly statistics reflecting current conditions based on protected classes and
availability data.

* Reviewing disciplinary actions taken during the past quarter including review of job classification,
bargaining unit, racial/ethnic group, gender, and disability status.

* Reviewing recruitment sources and strategies used and the results of those efforts to help fill future
vacancies for which there was under-representation.

* Reviewing formal discrimination complaints filed in the past quarter.
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* Reviewing training provided to employees to analyze for upward mobility impact, including job
assignment, job progression, promotion, and transfer by job classification, bargaining unit,
racial/ethnic group, gender, and disability status.

Audit and Reporting Structure

The Affirmative Action Plan for Riverland Community College will be reviewed by the Office of the
Chancellor, Director for Affirmative Action and Equal Opportunity. The college’s Affirmative Action
Officer will monitor the procedures to evaluate progress and ensure that the nondiscrimination policy is
carried out. A summary of the accomplishments for the prior year’s affirmative action goals and objectives
will be completed and included in the bi-annual Affirmative Action Plan.

The documents or reports that will be maintained, reported and used as an audit guide will include but not
be limited to the following documents:

Affirmative Action Plan and workforce analysis data

Underutilization data

Availability data

Recruitment documentation such as advertising sources, amounts spent, specific recruitment activities
Affirmative action/discrimination complaints

ADA complaints

Missed opportunities

Separation and layoff patterns and statistics
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Riverland Community College’s Reasonable Accommodations Policy and Procedures

Riverland Community College uses the System Procedures for Chapter 1 - System Organization and
Administration and Procedure 1B.0.1 Reasonable Accommodations in Employment to determine a person’s
eligibility for reasonable accommodations. The full policy and procedure can be found at:
http://www.mnscu.edu/board/procedure/1b0p1.html.

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.

Interested employees and applicants can make requests for accommodations to: Celeste Ruble, Human
Resources Office, West Building, Room A140, Austin Mn. 55912. Phone (507) 433-0666.

Students should contact: Mindi Federman Askelson ¢ 1900 8th Avenue NW ¢ West Building, Room A114
* Austin MN 55912 « Phone (507) 433-0569 « TTY 1-800-627-3529
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Weather Emergencies, Crisis Management Plan Evacuations

The college has developed a Crisis Management Plan (See Exhibit D) which includes three components:
1. Policy
2. Prevention
3. Procedures/Response

Each of those components is found within the following two areas:
A. Workplace Violence
B. Disasters (weather emergencies included)

Emergency procedures are designated to give guidance to those having responsibility for the safety of students,
college personnel, and visitors of college facilities.

Administrators of individual buildings or facilities have the primary responsibility for dissemination of
emergency procedures to their personnel. In addition, they must set up a designated chain of command so the
safety procedures are carried out in the event of their absence from the building.

Additional Information

In case of an emergency all employees and students will receive notification, if at work by the supervisor or
designated staff. If an emergency related to weather or any other designated crisis is called after work or college
hours, an official notification will be made on television broadcasts on KTTC, KAAL, and/or KIMT television
stations and these broadcasts are closed captioned.

As indicated in the college Crisis Management Plan, college personnel will attempt to assist students or other
personnel who have special medical and/or physical needs during an emergency evacuation situation. College
personnel have a one page summary sheet of practices during an emergency posted at their office locations.
Faculty members will inform the Human Resources Office or the ADA Coordinator of any student who may
need this assistance at the beginning of each semester. The VP of Employee & Public Relations and the ADA
Coordinator will make arrangements with the Crisis Management Team member at each college location of this
potential need.

The Safety Committee and the Crisis Management Team members have made arrangements with other agencies
within the college facilities such as independent food service and child care vendors of this assistance in case of
emergencies. The college performs fire and tornado drills as required by law which gives the personnel the
ability to practice the shelter and evacuation plans. The college conducts yearly training sessions for the Crisis
Management Team.

The college has sponsored an in-service training program on Crisis Management at various Professional
Development Day events, at all new employee orientations, and the plan was disseminated to all personnel and
city and county law enforcement agencies.

The full Crisis Management Plan can be found on the Riverland Community College intranet at:
https://staff.riverland.edu/humanresources/policy.cfm
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Riverland Community College ADA Compliance Procedures

It is the policy of Riverland Community College to comply with the provisions of the Americans with
Disabilities Act and the following individuals are the primary contacts that will assist with those compliance
issues: ADA Coordinator, Mindi Askelson, and the Vice President of Employee & Public Relations, Celeste
Ruble.

Procedure for College Personnel

The policy and procedure established for all employees to request reasonable accommodations may be found in
the staff and faculty handbook in hard copy form as well as the college web site within the Human Resource
section of the administration pages. The contact person(s) are listed in these documents as well as documented
on all posters throughout the college classrooms and offices. With prior notification, this material is available in
alternative formats, such as large print, or on tape. Or one may access the TTY number 1-800-627-3529 or call
Minnesota Relay Service at 711 and ask them to place a call to Riverland Community College. The procedure
for existing staff follows:

1) Riverland Community College will inform all employees of this accommodation policy in multiple
accessible formats.

2) The employee shall inform his/her supervisor of the need for an accommodation.

3) Riverland Community College may request documentation of the individual’s functional limitations to
support the request (Exhibit B.1 - Request for Reasonable Accommodation).

4) When a qualified individual with a disability has requested an accommodation, the employer shall, in
consultation with the individual.

a) Discuss the purpose and essential functions of the particular job involved. Completion of a step-by-step
job analysis may be necessary;

b) Determine the precise job-related limitation;

c) Identify the potential accommodations and assess the effectiveness each would have in allowing the
individual to perform the essential functions of the job; and

d) Select and implement the accommodation that is the most appropriate for both the individual and the
employer. While an individual’s preference will be given consideration, the college is free to choose
among equally effective accommodations and may choose the one that is less expensive or easier to
provide. (Exhibit C — Reasonable Accommodation Agreement)

5) Riverland Community College's ADA Coordinator, Mindi Askelson, should work with the supervisor and
employee to obtain technical assistance, as needed.

6) If the supervisor is unable to make a definitive decision, for whatever reason, about providing the
accommodation, the supervisor will forward a written request for accommodation, along with his/her
recommendations, to the Affirmative Action Office (AAO), Celeste Ruble, within 5 working days following
the employee’s request.
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7)

8)

9)

If the Affirmative Action Office is unable to make a definitive decision, for whatever reason, about
providing the accommodation, the ADA Coordinator will forward a written request for accommodation,
along with his/her recommendations, to the college president within 10 working days following the
employee’s request.

The college president will provide a decision in writing to the ADA Coordinator and employee within 10
working days of receiving the ADA Coordinator’s recommendation.

If an accommodation cannot overcome the existing barriers or if the accommodation would cause an undue
hardship on the operation of the business, the employee and the Affirmative Action Officer shall work
together to determine whether reassignment may be an appropriate accommodation. The Affirmative Action
Officer shall first look for a vacant position in Riverland Community College equivalent to the one presently
held by the employee in terms of pay and other job status. If the individual with the disability is not
qualified, with or without reasonable accommodation, for a vacant position (or position Riverland
Community College knows will become vacant within a reasonable period of time), Riverland Community
College may reassign the individual as a reasonable accommodation to a lower graded vacant position for
which the employee is qualified. If this occurs, Riverland Community College is not required to maintain
the individual's salary at the previous level. Riverland Community College will consider promotion or
transfer opportunities, mobility opportunities, appointment opportunities, noncompetitive, and competitive
opportunities (Minnesota Statute 43A). Riverland Community 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.

10) If a request for accommodation is not approved, the college president shall inform the employee of the

reason(s) for non-approval, in writing, within 3 working days of the decision.

Procedure for Job Applicants

1)

Riverland Community College shall notify all applicants of this accommodation policy using accessible

formats.

2)

3)

4)

5)

When a request for accommodations is received from an applicant, the Affirmative Action Officer will
discuss the needed accommodation and discuss possible alternatives.

The Affirmative Action Officer will make a decision regarding the request for accommodation and, if
approved, take the necessary steps to see that the accommodation is provided.

If the Affirmative Action Officer is unable to make a definitive decision, for whatever reason, about
providing the accommodation; the Affirmative Action Officer will forward a written request for
accommodation, along with his/her recommendations to the college president within 3 days following the
applicant’s request.

If approved, the ADA Coordinator shall take the necessary steps to see that the accommodation is provided.
If the accommodation is not approved, the Affirmative Action Officer will inform the applicant of the
reason for non-approval in writing within 3 working days of the decision.
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Reasonable Accommodation Procedures for College Services

Riverland Community College will provide equal access to qualified students with disabilities in all programs,
services, and activities. Compliance issues should be directed to the ADA Coordinator, Mindi Askelson, or
Celeste Ruble, Affirmative Action Officer.

The policy established for all students or customers to request reasonable accommodations may be found in the
student handbook and registration guides in hard copy form as well as the college web site within the Student
Affairs section of the college pages. The contact person(s) are listed in these documents as well as documented
on posters classrooms and offices in throughout the college. With prior notification, this material is available in
alternative formats, like large print or on tape, or one may access the TTY number 1-800-627-3529 or call
Minnesota Relay Service at (612) 297-5353 and ask them to place a call to Riverland Community College. The
procedure for students is listed below:

1) Riverland Community College will inform all students of this accommodation policy in accessible formats.
2) The student shall inform the ADA Coordinator and his/her instructor of the need for an accommodation.

3) Riverland Community College may request documentation of the individual's functional limitations to
support the request. This would include documentation based upon a recent psychological or medical
evaluation. The student must give two-week advanced notice of the need for such accommodation. This
form may be obtained from the web site or Student Affairs Service Center (Exhibit B.2- Form for Student
Request) or by contacting the Student Success Center.

4) When a qualified individual with a disability has requested an accommodation, the ADA Coordinator shall,
in consultation with the individual

A. Discuss the academic requirements that are essential to a program of study or to meet licensing
prerequisites;

B. Determine the precise limitation;

C. Identify the potential accommodations and assess the effectiveness each would have in allowing the
individual to access or participate in all programs, services, or activities; and

D. Select and implement the accommodation that is the most appropriate for both the individual and the
college. While an individual’s preference will be given consideration, the college is free to choose
among equally effective accommodations and may choose the one that is less expensive or easier to
provide.

5) Riverland Community College’s ADA Coordinator should work with the faculty member and student to
obtain technical assistance, as needed.

6) If the faculty member is unable to make a definitive decision, for whatever reason, about providing the
accommodation, the faculty member will forward a written request for accommodation, along with his/her
recommendations, to the Affirmative Action Office (AAO), within 5 working days following the students’
request.
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7) If the Affirmative Action Office is unable to make a definitive decision, for whatever reason, about
providing the accommodation, the ADA Coordinator will forward a written request for accommodation,
along with his/her recommendations, to the college president within 10 working days following the
employee's request.

8) The college president will provide a decision in writing to the ADA Coordinator and student within 10
working days of making the decision.

9) If an accommodation cannot overcome the existing barriers or if the accommodation would cause an undue
hardship on the operation of the business, the student and the Affirmative Action Officer shall work together
to determine an appropriate accommodation.

10) If a request for accommodation is not approved, the college president shall inform the student of the
reason(s) for non-approval, in writing, within 3 working days of the decision.

11) If the student wishes to appeal this decision, he or she may contact the Minnesota Management & Budget,
Office of Diversity and Equal Opportunity at 651-297-1184 or TTY number 651-282-2699.
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Recruitment Plan and Report

Riverland Community College will actively recruit talent from diverse backgrounds for all positions in the
agency. Recruitment for agency positions is the responsibility of every supervisor and administrator who has
authority to make hiring decisions. The Human Resources Office will partner with college supervisors and
provide them with guidance and assistance as needed. The Affirmative Action Officer along with senior
administration will lead the agency’s recruitment efforts by establishing meaningful relationships with diverse
communities and provide technical support as needed.

Since the last Affirmative Action Plan, Riverland Community College has filled new positions and existing
vacancies with new recruits or promotional or transfer opportunities (see Retention Plan and Report for the
statistics). The recruitment effort increased the number of women hired in the technical category, and the
number of minorities hired in the Postsecondary Professional and the Office/Clerical categories, resulting in
lowered underutilization scores; however, the numbers for underutilization for minorities in the
Officials/Administrators and Postsecondary Professionals, and for people with disabilities in the General
Professional and Postsecondary Professional categories increased resulting in an increased underutilization from
the previous report. During the 2008-2010 hiring period, the college reached the goal of hiring one woman in
the Technical category, one minority person in the General Professional Category, and one minority person in
the Office/Clerical category.

ADVERTISING REPORT & RESULTS
Attached to this plan (Exhibit E) are the advertising expenses and sources for the 2008-2010 academic years.

The college continued to use electronic advertising to increase the candidate pools during the 2008-2010
reporting period, with 32% of the 510 applicants reporting that they were made aware of employment
opportunities by Internet postings. 5% of the applicants reported that they heard about the employment
opportunity because they were an employee or knew an employee, 1% reported that they heard about openings
via newspapers or trade journals, and less than 1% reported that word-of-mouth was how they learned about the
opening. 62% of the applicants came in through Resumex, where there was no opportunity for them to indicate
how they had heard about the opening.

Some other methods we have used in the past reporting period include:

1) The electronic publications of Higher Education Jobs data indicate that we receive a large amount of
exposure, and the pools have been much more diversified than secured during previous advertising efforts.

2) Increase in personal contact through memberships and other affiliations.

3) Online/state-sponsored recruiting sites.

4) The Regional Diversity Investigator and Trainer will continue to support the goal to establish a college
environment of cultural awareness for employees.

5) Inclusion Committee commitment to identify and foster institutional access and promote success for
traditionally underrepresented populations; establish a work plan with opportunities and strategies.

6) Monitor and update on-line training for sexual harassment and expansion to diversity and other related
issues.

7) Development of training programs to build awareness of cultural values and beliefs and promoting a number
of campus and community-wide diversity events.
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Other Methods of Recruiting

* Continue to improve internal communications that promote new positions or vacancies at the college.
Improvements in college communications will be determined by climate survey results and the AQIP process.
* Continue to improve external communications that promote new positions or vacancies at the college,
including marketing documents that promote the college’s mission, vision, and value statements.

* Collaborations with other city and county agencies and offices within the three communities of Albert Lea,
Austin, and Owatonna are necessary to understand the needs of the communities and work as partners to
provide services or support.

* Seek out increased or alternate funding resources for recruitment and retention of highly-qualified diverse
employees.

* Review past strategies for recruiting and embrace best practices.

* Review survey data collected and compiled by Institutional Research to assist with developing best practices
in recruitment and retention of employees.

Supported Employment

Riverland Community College has employed individuals under the Supported Work Program in the past;
however, there are no individuals currently employed under the supported work program. The Human
Resources Office is developing a comprehensive policy and plan to identify positions within the college that
could be used for supported employment. In the meantime, we continue to follow the state policy and plan
regarding supported employment. We have supported Austin Public Schools Special Education Program
students by providing limited work experience for them in the general maintenance areas of the college. In
addition, we will work with MN DRS to recruit more supported employees.

Internship Employment

Internship opportunities are directly related to a specific academic program of the educational institution. When
possible, student interns will be provided an opportunity to earn academic credit and/or work experience while
performing a valuable service to the department and college. The supervisor seeking a student intern will
establish a mentoring relationship with the student and will work with the Human Resources Office to formalize
and implement specific internship arrangements. This is a valuable tool in assessing work skills and often leads
to future employment with the college on a permanent basis. The request for applications for internship
opportunities were posted each year with no request from administrative or academic areas. We will continue
to pursue opportunities in this area.

Recruitment of Persons with Disabilities

We are currently complying with the requirements of the Americans with Disabilities Act in our recruitment
activities by making materials available in alternative formats and making the search-and-interview process
accessible through prior notification to applicants via correspondence.

The college will continue to look for other publications and resources to use as advertising resources.

PROJECTED HIRING OPPORTUNITIES AND STRATEGIES

Due to the budget forecast, we will have limited new hires during 2010-2012. We may be filling vacant
positions, or using other methods such as restructuring, to fill personnel gaps. The college anticipates the
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following vacancies in the 2010-2012 reporting period; this analysis is based upon projected retirements or
college initiatives in the following areas:

Faculty positions: liberal arts & career programs
Administrative positions: none
Staff positions: limited

We plan to implement the following recruitment plan to fill these vacancies:

*  We will advertise faculty positions within the Higher Ed Jobs, Chronicle of Higher Education, the
Minneapolis Star and Tribune, Austin Herald, Albert Lea Tribune, MnSCU Employment Opportunities, MN
Career Opportunities (in print and on-line), RCC-web site, NeoGov, HERC and other related trade journals
as appropriate.

* Utilize the new statewide hiring toolbox of the “Vacancy Builder” and “Resumex” computer software
systems to reach more qualified candidates.

* Utilize the new electronic application process: NeoGov.

* Build relationships with community organizations specific to protected group members to aid in our
recruitment efforts.

* Recruit internship opportunities internally and post the openings by April 1 of each year.

* Schedule recruiting earlier in the academic year, if possible.

¢ Work with MN DRS to recruit more supported employees.

* Focus on and using resources (radio, newspaper, public television, and on-line sites) that have a history of
being successful in attracting diverse applicants.

* Attend specialized job fairs in Southern Minnesota and Northern lowa.

Retention Plan and Report

Riverland Community College will strive to create an environment that promotes the retention of a diverse
workforce. The goal of these initiatives is to create a work culture that fosters a feeling of being valued and
supported by management and to guide both existing and new employees toward opportunities that support
individual growth within the college. The responsibility for these retention efforts ultimately lies with each and
every employee at the college. However, primary responsibility lies with the Vice President of Employee &
Public Relations, college administration, and supervisors. Our retention plan will be a diagnostic approach
coordinated through the Human Resources Office, with the Vice President of Employee Public Relations
organizing and facilitating the process.

The following chart describes the employee changes during 2008-2010 with some historical data from 2007-
2008:

Description of 2007-2008 2008-2009 2009-2010
Position (March 08) May 17, 2010
Change
Promotion 1-Admin 1 — Admin 2 — AFSCME
1-Faculty 2 — Faculty 1 — Faculty
1-MAPE 2 -MAPE 1 - MAPE
1 - MMA
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1 - AFSCME

1 — Commissioner’s

Temporary Mobility 1-Admin 1 - MAPE
1-MMA 1 - AFSCME
1-MAPE
Reallocation 4-MAPE 1 - AFSCME 3 - Commissioner
1-AFSCME 1 — Admin
1 — AFSCME
Annuitant Retirement | 1-Faculty
Phased Retirement 3-Faculty
Retirement 4-Faculty 4 - AFSCME 2 — Faculty
1 - MAPE 1 - AFSCME
2 — Faculty
Resignation 2-Admin 1 -MMA 2 — MAPE
3-MAPE 2 -MAPE
1 — Faculty
Death 1 - AFSCME 1 — MSCF
Layoff 7—-AFSCME 1 — Faculty
2 — Faculty:
1 - MAPE
Transfer 1-Admin 1 — Faculty
1-MAPE
Non-renewal 1-Faculty
Hires 3-Faculty 3 —-MAPE 4 — MAPE
3-AFSCME 4 — AFSCME 1 — Admin
5-MAPE 10 — Faculty 1 — AFSCME
Temporary Hires 2-Faculty 2 —MAPE 2 — Faculty
4 — AFSCME
Hold on Hires 4-Faculty
1-AFSCME
SUMMARY
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The college has established better documentation and recording methods to measure and analyze the
employment patterns of its employees. This assessment program has helped determine the degree to which the
programs and retention plans are working and are beneficial. We are continuing to track our improvement
targets and determine the gaps; however, it appears that they are making a difference by the new career
endeavors within the organization. Valuable information has also been obtained in the climate survey that will
assist in this process. The college will continue the retention plans that are in practice and determine which
plans are effective and which need to be modified or replaced.

The college anticipates that establishing the following methods for a formal retention plan, some that are new
goals and some that are brought forward from previous years, will enable the college to retain new employees
and support employees with long-term employment or who have been promoted to new positions within the
college.

METHODS TO RETAIN EMPLOYEES
Objectives

* Review past strategies for recruiting and embrace best practices.

* Discuss with faculty how to create a “best-practices” model for teaching underrepresented students.

* Establish a social support network for underrepresented employees.

* Complete analysis of the staffing assessment survey by department and provide specific data to the vice
presidents during the scheduled spring retreat.

* Develop a training program to begin addressing the needs identified by the assessment survey and other
relevant data.

* Provide more communication to employees on the college’s continuous improvement efforts.
* Analyze the Faculty CTL Report for faculty development input.

Continuing Best Practices

* Continue to develop and analyze ongoing retention plans and processes.

* Continue the exit-interview process and reporting documentation.

* Involve supervisors with developing internal mechanisms to distinguish between avoidable and unavoidable
turnovers.

* Provide training to managers/supervisors that will assist in lower turnover rates.

* Analyze the decision-making process and the potential barriers within that system.

* Utilize the climate survey analysis to study employee values and morale.

* The new employee orientation program has been redesigned and will be evaluated in 2009.

¢ Continue to use Desire2Learn as a tool for the employee educational experience.

* Conduct an evaluation of the Performance Feedback and Professional Development Plan to assess its
effectiveness with the involvement in the web-based pilot project.

¢ Continue to promote EAP and other mediation services to resolve internal and external conflicts.

* Analyze the current flexible and telecommuting schedules to determine effectiveness.

* Examine the wellness activities at the college and support that programming throughout the year.

* Provide tracking methods to survey and analyze employee training and recognition needs.

* Incorporate the statewide Staff Development Survey recommendations within college planning.

* Implement the plan for formal mentoring and coaching programs.

+ Continue to support and expand the awards and recognition program.
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Continue the support for the Employee Leadership Development Program and analyze the recommendations
from the participants.

Continue to actively support the Inclusion Committee with community and college division membership,
including student representation.

2010 Staff Development Survey Results for Riverland Community College

98% of Riverland’s survey respondents reported attending one or more professional/staff development
activities in the past year. (This compares to 79% in the system survey).

94% of Riverland’s survey respondents said that the activity they attended was on Riverland’s campus (This
compares to 88% in the system survey.)

80% of Riverland’s survey respondents received a performance evaluation in the last 12 months. (This
compares to 71% in the system survey.)

63% of Riverland’s survey respondents said that they have an individual development plan that they have
discussed with a supervisor. (This compares to 47% in the system survey.)

An area of opportunity is to focus efforts again on performance management, as there was a 16% decline in
respondents who reported receiving a performance evaluation in the last 12 months: 80% in 2010, as
opposed to 96% in the 2007 survey.
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Policy Statements and Forms

. Riverland Community College Complaint Intake Form
. Employee Request for Reasonable Accommodations
. Student Request for Reasonable Accommodation-Disability Service
. Reasonable Accommodation Agreement
. Crisis Management Plan
. Recruitment Expenses
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Exhibit A

Riverland Community College Complaint Intake Form

Date:

Person Making Initial Contact:

Name of Complainant:

Address:

City: State: Zip:

Sex: __ Male ____ Female

Status: ____ Student ___ Faculty __ Staff ___ Admin

Description of alleged incident:

Name of Respondent #1:

Address:

City: State: Zip:

Sex: ____ Male ____ Female

Status: ___ Student ___ Faculty __Staff ____ Admin
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Name of Respondent #2:

Address:

City: State: Zip:

Sex: _____ Male ____ Female

Status: _____ Student ___ Faculty _Staff ____ Admin

Name of Respondent #3:

Address:

City: State: Zip:

Sex: Male Female

Status: Student Faculty Staff Admin
Type of Complaint: __ Discrimination __ Harassment __ Retaliation

__Academic Grievance

Basis of Complaint:

__ Race _ Age ____ Welfare

_____ Sex _____ National Origin ______ Sexual Orientation
_____ Color _____ Disability ____ Creed

___ Marital Status Religion

Membership/Activity in Local Commission

Referred to:

MnSCU Equal Opportunity/Diversity Office
Attorney General

Equal Employment Opportunity Commission
Department of Human Rights

Other

Resolution:
Advice Only
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Resolved by Agreement of Parties
Dispute Resolution/Mediation Process
Informal Institutional Resolution
Other
Formal Institutional Resolution
_____ Decision by College Decisionmaker
The decision was:

Appeal Decision by College President
The decision was:

Sanction:
Oral Reprimand Termination
Written Reprimand Other (describe)
Suspension

Signature of Statement Giver:

Signature of Investigator:

Signature of Affirmative Action Officer:

INVESTIGATION NOTES/INTERVIEWS:

Exhibit B.1

Riverland

A Tectndcal & Comrmury Y College
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Employee Request for Reasonable Accommodation

Employee/Student Name:

Classification:

Date of Request:

Division:

*Statement of Limitations related to disability
(Attach medical statement if requested by manager)

*Attach additional sheets for questions below if necessary.

1. Type of accommodation requested to perform essential function(s).

2. Which essential function(s) of your job will the requested accommodation allow you to perform?

3. Why is the requested accommodation necessary to perform the essential job function(s)?

4. How will the requested accommodation be effective in allowing performance of the essential job function(s)?

Signature of Employee: Date:
Signature of Supervisor: Date:
Signature of Administrator: Date:

Additional Comments:

*Information of this form shall be confidential with the exceptions according to the Rehabilitation Act of 1973,
Section 504, Subd. 84.14, and the Americans with Disabilities Act of 1990, Subd. P.L. 101-336, Sec.

102.C.

Exhibit B.2

Student Request for Reasonable Accommodation-Disability Services

Student Name:

Date:

Riverland Community College
Affirmative Action Plan
2010-2012

Page 38



Major/Program of Study:

Statement of Disability™:

*Documentation of disability must be on record with Disability Services before accommodations or equipment can be provided.

Type of accommodation or services requested and for which classes is it needed: (Services typically include alternative testing,
taped text, tutors, note takers, planning, referral)

NOTE:
When a student and Disability Services have agreed to a plan, the student acknowledges that:

. Equipment and services are provided for one semester

. Attendance is required in classes where a note taker is provided. In addition, student must attend tutoring and testing
sessions. Services may be terminated after two unexcused absences. Excessive tardiness may count as an absence.

Signature of Student: Date:

Signature of Disabled Student Services: Date:

Information on this form shall be confidential with the exceptions according to the Rehabilitation Act of 1973, Section 504, Subd.
84.14 and the Americans with Disabilities Act of 1990, Subd. P.L. 101-336, Sec. 102.C.

Exhibit C

Reasonable Accommodation Agreement

This form is to be completed by the ADA Coordinator after the reasonable accommodation decision has been made. The signatures
on the bottom of this form indicate an agreement between the employee and the Department Supervisor to the specific
accommodation.

Name of Employee/Student Name of Division Supervisor:

The request for reasonable accommodation to the needs of the above named employee with a disability
was:
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O ACCEPTED O DENIED

Justification for the decision (indicate specific factors considered)

If reasonable accommodation was approved, was the employee’s suggestion accepted?

a YES 0O NO O PARTIALLY

REASON:

DESCRIBE specific accommodations to be made:

COST ESTIMATE:

I have read the employee request for reasonable accommodation. I understand that all tangible
accommodations purchased by the Department, will become the Property of the State of

Minnesota.
Signature of Employee Date
Signature of Commissioner Date
Signature of ADA Coordinator Date
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Exhibit D

Crisis Management Plan

Deleted: Not for public viewing
Exhibit E

Recruitment Expenses

2010
Austin &
Albert Lea Owatonna Rochester Mpls Free
Herald / People’s
Tribune Press Bulletin Tribune | Chronicle | Press OTHER | Total
$144.78 $241.21 $239.23 $625.22
$99.36 $141.73 $166.85 $407.94
$263.24 $431.36 $517.40 $1,212.00
$87.21 $64.84 $168.50 $320.55
$90.18 $131.23 $169.00 $390.41
$90.18 $136.48 $226.66
$100.16 $165.22 $233.63 $499.01
$875.11  $1,312.07 $1,494.61 $3,681.79
2009
Austin &
Albert Lea Owatonna Rochester | Mpls Free
Herald / People’s
Trib Pr
une ess | Bulletin Tribune | Chronicle Press OTHER Total
$118.46 $214.96 $333.42
$175.22 | $138.60 $313.82
$81.42 $161.22 $242.64
$102.48 $393.50 | $156.04 $216.84 $868.86
$86.40 $130.73 $84.60 $301.73
$92.64 $145.97 $238.61
$85.08 $138.23 $223.31
$94.68 $149.72 $244.40
$1,895.00 | $1,895.00
$158.47 | $142.85 | $569.43 | $2,936.00 $3,806.75
$94.86 $163.47 $142.80 $401.13
$92.01 $141.98 $233.99
$94.98 $179.22 $274.20
$91.85 $152.22 244.07
$91.71 $139.73
$1,126.57  $2,304.91 522.09 569.43 2936 $216.84 2037.8 $9,621.93
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