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Office Memorandum

DATE:	 September 16, 2013
TO:	State Agency HR Directors/Designees
FROM:	Ann O’Brien, Assistant Commissioner, Enterprise Human Resources
SUBJECT: 	Employee Input of Disability Status in Self Service
Minnesota Statues 43A.19 and 43A.191 require that state agencies in the executive branch adopt affirmative action plans and establish affirmative action goals for three protected groups:  women, minorities, and persons with disabilities.  The purpose of the statute is to remedy past historical discrimination, eliminate the underrepresentation of these protected groups in state service and ensure that all positions within the executive branch are equally accessible to all qualified persons.  Minnesota Management & Budget (“MMB”) is required to report to the legislature each odd-numbered year on the progress of agencies in reaching their affirmative action goals.  
In 1999, more than 10% of the state’s workforce were employees with disabilities.  Since then, state employment for people with disabilities has declined to its current rate of 3.2%.  With the automation of employee personnel records, the majority of agencies are only capturing disability status at the time of hire.  Employees may not feel comfortable identifying their disability status at the time of hire.  As the state workforce ages, employees become more susceptible to disabilities, yet, employees may not be aware of how to update their disability status, or feel uncomfortable doing so through contacting their Human Resource office.  In order to ensure more accurate reporting, all state employees will be asked to update their disability status in the new Self Service Disability Status web page.  
MMB is asking HR Directors/Designees to forward a communication (attached) to all their agency employees regarding this statewide project to update employee disability status. 
Action Required:
Attached is a memo MMB is providing to all Executive Branch State Agency Human Resource Directors/Designees regarding state employee disability status. The Disability Status Page went live on September 12, 2013.  We ask that you forward the attached memo to ALL your agency employees by Friday, September 20th. 

Before emailing the memo to your employees:
1. Add your agency logo/letterhead
2. Insert the name of the HR Director/Designee
3. Insert your Agency Name in the first sentence.
4. Insert your agency HR office contact information at the end of the memo.
For questions about affirmative action, disabilities, or the Americans with Disabilities Act, please contact Ann Feaman, the State Affirmative Action Officer and State ADA Coordinator at 651-259-3643 or ann.feaman@state.mn.us.  
For system usage questions, please contact your SEMA4 HR Specialist in MMB.  
Thank you for your support and assistance with the statewide employee disability status project. 
Forward the following memo to all state agency employees by Friday, September 20th, 2013.

DATE:	 (INSERT DATE)
TO: 		State Employees
FROM:	Agency HR Director/Designee (INSERT NAME)
RE:		State Employee Disability Status and Self Service

(INSERT AGENCY NAME) is participating in a statewide project to update state employee disability status.  Minnesota Statute requires that the number of employees with disabilities in the state workforce be reported to the Minnesota Legislature on a biennial basis.  Additionally, as a state agency, we are required to set hiring goals, and track promotion and retention rates for employees with disabilities and ensure our workforce is inclusive of employees with disabilities.
Employees now have the option of updating their disability status at any time through Self Service.  We are asking employees to consider updating their current disability status on the new Self Service Disability Status web page by September 30, 2013. 
Please note that you are not legally required to provide this data.  This information, while voluntary, will assist the State in carrying out initiatives to recruit and retain employees with disabilities.  If you choose to provide this data, it will be reported in summary format and you will not be named or otherwise identified in association with this data.  More information regarding the definition of disability is provided on the Disability Status Self Service page.
We estimate it will take less than five minutes to enter your Disability Status. Use the link below to access the Self Service web page and update your information.
1) Select link to Self Service below;
2) Log into Self Service;
3) Select “My Personal Information;” and
4) Select “Disability Status.”
[bookmark: _GoBack]Link to Self Service:  https://www.s4web.state.mn.us/psp/employee/?cmd=login. 
Thank you for your prompt attention in updating your Disability Status.  If you have questions about the information in this memo, please contact your Human Resource Office at (INSERT AGENCY CONTACT INFORMATION).
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