Recommendations from the Model Employer Task Group
The Model Employer Task Group was formed in response to Executive Order 13 FY 06/07 “An Order Regarding Maine State Government as a Model Employer of People with Disabilities” and in accordance with the State Equal Employment Opportunity/Affirmative Action Plan.  The first meeting was held on June 30, 2008.  The group divided into two subcommittees – one on Recruitment and Hiring and the other on Accommodations and Retention Issues.  Members of the group are as follows:
Laurel Shippee, State EEO Coordinator, DAFS
Kathleen Lincoln, EEO Coordinator, DAFS
Patricia Beaudoin, Director of Human Resources, DAFS

Kathy Dostie, Personnel Specialist, DAFS

Valerie Oswald, Rehabilitation Business Consultant, DOL

Kim Pierce, Personnel Officer, Natural Resources Service Center
Libby Stone-Sterling, Lead Disability Program Navigator, DOL

Christy Cross, EEO Coordinator, DOT

Holly Pomelow, EEO Coordinator, DHHS

Leona McKenna, Rehabilitation Counselor, DOL
Michaela Loisel, EEO Coordinator, Security & Employment Service Center

Floyd White, Systems Analyst, OIT
Holly Stover, System Integration Director, DHHS
Kelly Colby, Secretary, IF&W

Both sub-committee reports are attached.  After reviewing, discussing and prioritizing the recommendations from the sub-committees, we developed the following recommendations.  Once an overall direction has been determined, it will be necessary to identify who will be responsible for each item as well as realistic timelines.  
1. Work with the Bureau of Rehabilitation and the Bureau of Human Resources to finalize a comprehensive description of how the Special Appointment Program process functions, to include a provision for ongoing meetings between the bureaus to assess how the program is functioning.  Once developed, training needs to be provided to appropriate HR and VR staff in order to assure the ongoing utilization of the program.

2. Develop and implement a comprehensive training plan to include:
· A “Working for the State” workshop for all community rehabilitation providers and Career Center staff (including VR counselors);

· An accessible on-line tutorial about “Working for the State”

· ADA training for supervisors and managers in both workshop and on-line formats.

3. Examine the State’s websites, particularly the State Homepage and the BHR webpage, for opportunities to highlight our interest in and efforts to recruit and hire people with disabilities (e.g. providing links to such documents as the Executive Order concerning the State as a Model Employer, the Reasonable Accommodation policy, List of EEO Officers, etc.).
4. Review all job bulletins to identify and correct language that would discourage some otherwise qualified people with disabilities from applying if not absolutely required for the position.  At a minimum, a statement regarding the availability of accommodations for people with disabilities should be on all bulletins.

5. Make career counseling for state jobs available through BHR/service centers for job seekers with disabilities and train Career Center staff to ultimately  provide this service.
6. Conduct exit interviews for employees with disabilities who are leaving their positions for reasons other than promotion.  This recommendation will necessitate re-issuing an invitation to all state employees to self-identify if they have a physical or mental disability.  It is recommended that a list of EEO Officers be distributed with this invitation to assure that employees know who to contact if they have questions, concerns or need for accommodations.
7. Explore establishing a statewide policy regarding the use/display of TTY (Nextalk) numbers on all state letterheads, websites, brochures, business cards, etc. as well as statements regarding auxiliary aids for people with disabilities seeking state services.

8. Establish a statewide ADA accommodations database to document and track information about the provision of reasonable accommodations.

9. Research Vermont’s model of requiring mandatory interviews for qualified applicants with disabilities to determine applicability in Maine.

10. Explore the possibility of seeking a blanket waiver from the hiring freeze for a) employees with disabilities being reassigned under the ADA; b) VR clients being placed through the Special Appointment Program.
11. Explore the possibility of creating a centralized fund for accommodations and/or a central list of equipment purchased as an accommodation but no longer used as a means to saving on the cost of accommodations.

12. We believe our final recommendation to have broader value to the State than the model employer issue, but it is an essential aspect to hiring people with disabilities in the long term.  We recommend that a Succession Planning Team be developed for State government, with representation from VR, to identify critical vacancies now and projected for the future.  
Although the actions recommended can be accomplished with existing resources, it must be acknowledged that resources are severely limited and the actions would need to be addressed one at a time.  For this reason, the Model Employer Task Group recommends that a position within the Bureau of Human Resources be dedicated to the employment of people with disabilities as soon as fiscally possible.  We believe this to be essential to assuring a successful program for the long term.
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Introduction 

On June 30,2008 the Model Employer Workgroup, convened by Laurel Shippee, met for the first time to begin the process of developing a set of recommendations to present to the Director of the Bureau of Human Resources to move Maine state government to be a model employer of people with disabilities.  The workgroup divided into two subcommittees:  the Subcommittee on Recruitment and Hiring, and the Subcommittee on Accommodations and Retention.  This report summarizes the work of the Subcommittee on Recruitment and Hiring and presents recommendations specific to the outreach and application process, the interview process and the actual offer of employment.  Members of this Subcommittee and the authors of this report are:

Patricia Beaudoin, Director of Human Resources

Kelly Colby, Secretary

Kathy Dostie, Personnel Specialist

Valerie Oswald, Rehabilitation Business Consultant

Kim Pierce, Personnel Officer

Libby Stone-Sterling, Lead Disability Program Navigator

Sandy Weeks, Building Maintenance Supervisor

Floyd White, Systems Analyst

The Subcommittee on Recruitment & Hiring began its’ work on July 24, 2008.  We developed the following mission statement and goals to guide our work.   
Mission

By November 1, 2008, identify & recommend to the Director of the Bureau of Human Resources, development and implementation of “best practices” related to employment of people with disabilities in Maine State Government.   
Goals 
Goal #1) Increase the number of applications from qualified individuals with disabilities
Goal #2) Increase the number of qualified applicants with disabilities who are interviewed

Goal #3) Increase the number of qualified applicants with disabilities who are hired 
Subcommittee members read the EEOC Final Report: Best Practices for the Employment of People with Disabilities in State Government (Oct. 31, 2005), and Trends and Implications for the Maine Workforce; A report to the Governor’s Workforce Cabinet, 2005, prepared by the  Maine Department of Labor, Labor Market Information Services.  At a subsequent meeting, the Subcommittee brainstormed barriers and obstacles to state civil service employment for people with disabilities.  We considered the three general areas of job announcement and application process, the interview process and the actual offer of employment.   Then, in order to better understand the current practices and perceptions of state managers and employees, members of the subcommittee interviewed several hiring authorities and current state employees with disabilities.  Additionally we spoke with several Vocational Rehabilitation Counselors to explore their experiences trying to assist job seekers with disabilities to access employment with Maine state government. These interviews were discussed at a meeting on August 26, completing the assessment phase of the Subcommittee’s work, and leading to a work session to brainstorm potential strategies or recommendations to overcome or eliminate the barriers identified during the assessment.  

On Sept. 10, the Subcommittee on Recruitment and Hiring presented its’ progress to the Model Employer Workgroup and heard from the Subcommittee on Accommodations & Retention regarding their efforts to date.  Both subcommittees shared a recommendation to establish a centralized fund for accommodations, available to all state agencies.  The Subcommittee on Accommodations & Retention indicated an interest in further developing this recommendation to include return of adaptive equipment when an employee leaves state service.  The used equipment could then be available to other employees as needed, and possibly available to job seekers with disabilities to “try out” before investing in or committing to a permanent accommodation.

The Subcommittee on Recruitment & Hiring continued to add to the list of potential strategies or recommendations.  On October 2, 2008 a day long meeting was held to organize, prioritize and finalize these recommendations.  The group assigned the following criteria and rating system as a method to determine which of the several strategies would be most strongly recommended.

A. Cost Effectiveness

1=most cost effective  2=somewhat cost effective  3=least cost effective

B. Biggest impact (number of people recommendation will reach or attract)

1=greatest impact  2=moderate impact  3=lowest impact

C. Ease of implementation (time, existing resources)

1=easiest  2=moderate  3=most difficult

As a result of this process, the Subcommittee on Recruitment & Hiring agreed to present nine recommendations with the highest priority (see below: each of these recommendations was rated a 1 for criteria A, B, and C).  Since all of the recommendations have merit, the remaining list of recommendations is also included for consideration.  

Throughout the Subcommittee’s discussions, a central question repeatedly resurfaced: “Who will do that?”  Given the current staffing and budget realities in Maine state government, the Subcommittee also spent considerable time discussing a practical implementation strategy for these recommendations.  By a clear consensus, the Subcommittee strongly encourages consideration be given to the creation of a dedicated position in the Bureau of Human Resources that would oversee the coordination of these recommendations.  This model (a Human Resources position dedicated to employment of people with disabilities) is currently in practice with successful outcomes at many fortune 500 companies such as Walgreens and Wachovia.  The IRS actually has an entire team of employees dedicated to tapping this promising segment of the workforce.  

Additionally, the Subcommittee recommends exploration of potential funding sources, such as the CHOICES CEO grant (Muskie Institute) to support the implementation of the recommendations where appropriate.

The Top Ten Recommendations
1. HR/Service Centers, in collaboration with the CareerCenters, develop and implement  a “Working for the State” workshop.  Deliver this training to all Community Rehabilitation Providers and CareerCenter staff (including Vocational Rehabilitation Counselors) throughout the state.  


2. BHR develop an accessible on-line tutorial about “Working for the State,” using the content from the above recommended workshop.


3. Require a comprehensive review of all bulletins to identify and correct language that would discourage some otherwise qualified people with disabilities from applying (e.g., “must be able to communicate using a two way radio). At a minimum, a well-worded statement regarding accommodations should be visibly placed on each bulletin.  

4. Make Career counseling (for state civil service careers) available through BHR/service centers for job seekers with disabilities.  The BHR staff should train the CareerCenter staff to ultimately provide this service.

5. Hold bi-annual or annual “summit meetings” between BHR/EEO community & the Bureau of Rehabilitation Services.  These could be incorporated with existing HR briefings.

6. Promote the use of Special Appointment to arrange interviews for qualified applicants with disabilities.

7. Research Vermont’s model of requiring mandatory interviews for qualified applicants with disabilities to determine applicability in Maine State  Government.

8. Seek a blanket waiver from the hiring freeze for Vocational Rehabilitation  clients and individuals placed through the Special Appointment Program.  

9. Develop a centralized fund for accommodations.  (Research Return to Work model.  Also see Washington & Utah for models. )
 

10. Develop a Succession Planning Team for State Government.  Include VR on the team.  Team to focus on “critical vacancies” now and projected for future.  

Additional Recommendations

1. BHR develop marketing/outreach package to inform people of the benefits of working in state government and to clarify hiring opportunities during “the freeze” 

2. Identify “essential functions” in all job descriptions/postings (see Fla., Kansas, Utah for models)  

3. Revise state application form (hard copy and on-line).  Make notice of accommodations more visible.  Simplify the form. (Already being done – critical re: ADA compliance – NOTE: should make notice re: paper application & accommodations more visible)
4. Make the BHR website accessible.  Consult with Florida, N.H. & Kansas as their sites exceed Section 508 Rehab. Act standards.  

5. Promote telecommuting, Part-time work, flexible schedules and job sharing for all applicants/state employees. (This should already be in place per the Governor’s recent announcement)
6. Improve partnerships with Vocational Rehabilitation, the CareerCenters and other applicable DOL programs (i.e., apprenticeship, internships, etc.)  

7. Develop a state cadre of mentors for new employees with disabilities.  This cadre would help orient new employees with disabilities to the workplace.    
8. BHR could build on the existing efforts to hold a Disability Mentoring Day when VR Counselors and the cadre of mentors can arrange for job shadowing/job tryout experiences at state agencies; and/or conduct informational interviews.  
9. Provide Disability Etiquette and ADA Training through State Training (BRS as trainers, ST & D to administer)  

10. DAFS/BHR have at least 2  interpreters (preferably 3) on staff  - available to all state agencies (charge agencies fee/self-sustaining) 


11. Develop a merit system or incentive for state employees to do community volunteer work for/with people with disabilities.   This could be set up similar to United Way fundraiser with volunteers choosing from a list of designated organizations where they will do the volunteer work.

12. Mandate Disability Etiquette Training for all state HR and EEO staff and integrate into “Managing in State Government.  Best policy/practice is to require at least one person on every interview panel has to have this training.  

13. Amend state policy that drops person from register if they refuse (1 for outside applicants/4 for internal applicants) interviews or a job offer (if refusal was based on challenges related to the disability).  

14. Develop a pool of qualified workers with disabilities to fill temporary positions and/or job share.  This “pool” could be key to assuring hiring agents the job will get done.  Simultaneously, it would provide an opportunity for VR clients to develop skills and gradually adjust to a work environment (similar to a transitional site).  (See Washington for model) 
15. Identify current and future “critical vacancy” list.  Seek funding to train VR clients (especially transitional clients) to prepare for these jobs/careers.  
16. Increase utilization of DOL’s Apprenticeship program for people with disabilities – again as a path to fill “critical vacancies.”  
17. Use inmate labor to transcribe public materials into alternative formats (e.g., Braille, audio, etc.)  

Summary

The Model Employer Workgroup, Subcommittee on Recruitment & Hiring developed several recommendations to move the state toward becoming a model employer of people with disabilities.  Given the aging workforce and projected retirement figures, we have an unprecedented opportunity and an obligation to be more creative in the methods used to fill Maine state civil service jobs.  Since 2/3 of working age Mainers with disabilities are unemployed, this segment of the workforce has tremendous potential to address a growing need for skilled, qualified workers.  State Government’s success in attracting and retaining workers with disabilities would be significantly enhanced by the establishment of a full time position in the BHR to oversee the implementation and coordination of these recommendations.


Maine State Government as a Model Employer of Workers

with Disabilities

Retention & Accommodations Subcommittee

Subcommittee Members:  Holly Pomelow, Leona McKenna, Michaela Loisel, Holly Stover, Kathleen Lincoln
Recommendations

11/03/08

High Priority
1.  Conduct exit interviews for employees with disabilities who are leaving their 

      jobs in state government.  Exit interviews may provide valuable information 

      and insight into problems and/or issues.  This information could be used to 

      improve modification of worksites and/or eliminate barriers.

2.   Conduct statewide training on ADA for supervisors and managers, on-line  

      and face-to-face.  DHHS has already developed an on-line program which 

      can be modified for specific agencies.

· Along with this training initiative, an ADA Reference Guide should 

     be developed for supervisors and managers to be used with 

     training programs and/or as an educational tool until such 

                       time as training can be provided.  This tool can also be used to 

                       remind supervisors/managers of their obligation on an annual 

                       basis, similar to the annual Harassment notice.

· Include in training that reasonable accommodations are granted

to “enjoy the privileges of employment” and not merely in order

to be able to perform the essential functions of the job.

3.   Post a notice stating on the State’s Homepage or the Bureau of Human 

      Resources’s webpage that the State of Maine is an equal opportunity 

      employer and provide links to the Executive Order concerning the State a 

      Model Employer for People with Disaiblities, Reasonable Accommodations 

      Policy, List of EEO Officers, Diversity, etc.

4.   Ensure the use/display of TTY (Nextalk) numbers on all state letterhead, 

      websites, brochures, business cards, etc.  Insert a tagline on the bottom of 

      each Agency’s letterhead that reads: “The State of Maine provides equal 

      opportunity in employment and provision of services to all individuals.  

      Auxiliary aids will be provided upon the request of an individual with 

      disability.”

5.  Establish a statewide ADA accommodations database to document and track

     Information about the provision of reasonable accommodations throughout 

     state government.  This will provide a means for agencies to evaluate their 

     performance in responding to requests for reasonable accommodations and 

     in implementing measures to improve performance in this area where 

     necessary.

Moderate Priority
6.  To ensure that agencies accommodate an employee who presents a note 

      from a healthcare provider while the EEO Coordinator is processing the 

      request for an accommodation through the ADA process.  This can be 

      accomplished through the training initiative described above.

7.  Provide Disability Awareness training for all employees.  This would include 

     areas of etiquette, inclusiveness, disability education, etc. which are not 

     necessarily covered in training described above.

8.  Explore the possibility of central funding for accommodations and a 

     mechanism for agencies to share resources and equipment.

Lower Priority
The items listed in this category can, in all likelihood, be accomplished with existing resources (EEO coordinators). 

9.  Research and employ various methods of notifying employees/applicants with 

     disabilities of information concerning resources beyond ADA posters.

10.  Ensure that standardized accommodation denial letters are used throughout

       State government.  

11.  Develop a tool to reinforce the separation of employees’ medical documents

from personnel files, i.e., stickers to be affixed, or rubber stamp to be stamped on all documents relating to medical issues which states, “Confidential Medical Information – not to be placed in Personnel File.”
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