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I. DEPAR'lMENT OF CORRE::TIONS 

The Departrrent of Corrections was established to return individuals 
corrmitted to the State's care to the status of full and productive citizens 
nore able to cope with the nonnal expectations of the camnmity in which 
they live. 

'Ihe Departrrent is responsible for the direction and general adminis­
trative supervision of the correctional programs wi thin the Maine State 
Prison, the Maine Correctional Center, Charleston Correctional Facility, 
Maine Youth Center, the Division of Probation and Parole, and Juvenile 
Court Intake G 

The Department is authorized: 

- to adopt and inplerrent rehabilitative programs; 

- to establish regulations for and permit institutions under its 
control to grant an imnate or prisoner furlough fran the 
institution in which he is confined; 

',-.,. to estab4sh halfway house programs which provide an environment 
of ccmm.mity living and control pursuant to rues and 
regulations adopted l:r.f the Departnent of Corrections; 

to expand correctional institutional appropriations on persons, 
correctional programs being" administered physically apart fran 
the 'institutions to which. such. persons were originally sentenced 
or ccmn:itted for the purpose of defraying the direct and 
related costs of such person's participation in such. programs; and 

- to provide or assist in the provision of correctional services 
throughout 'the State as authorized by Maine law • 

**1t******* 

Deparf:nent of Corrections 
Station #111, 

Maine Correctional Center 
119 Mallison Street 

state Office Building 
Augusta, Maine 04333 
Tel: 289-2711 

Maine State Prison 
P.O. Bbx .. A 
Thanaston, Maine 04861 
Tel: 354-2535 

" Maine Youth Center 
675 WestbroOk Street 
South PoIiu.and, Maine 04106 

,Tel: 772-7\134/289-3298 
~ . ~ . 

'1 
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South Windham, Maine 04082 
Tel: 892-6716/289-2127 

'Charleston Correctional Facility 
Charleston, Maine'" 04422 
-Tei: 289-~060 " 

Division of Probation & Parole/Juvenile 
Court Intake 

Station #In, state Office Building 
AugustaI' Maine 04333 
Tel: 289";'2711 

[\ 

o 
,,~ tl 

District I, Probation and Parole 
P.o. Box 3836 
175 Lancaster Street 
Portland, I' Maine 04104 
Tel: 775-6133 

District II, Probation and Parole 
P.O. Box 274 
2 Tllr:ner Street 
Auburn, Maine 04210 
Tel: 782-5991 

District III, Probation and Parole 
station #31 
16 Winthrop Street 
Augusta, Maine 04330 
Tel: 2E9-240l 

District rl, Probation and Parole 
26 Franklin Street 
Bangor, Maine 04401 
Tel: 942-6386 ' 

District V, Probation and Parole 
Box 219 
School Street 
Houlton, Maine 04730 
Tel: 532-7168 

-2-
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JOSEPH E. BRENNAN. GOVERNOR DONALD L. ALLEN. COMMISSIONER 

STATE OF MAINE 

DEPARTMENT OF CORRECTIONS 
-STATE HOUSE -, STATION #111 

AUGUSTA, MAINE 04333 

(207) 289·2711 

AFFIRHATIVE ACTION POLICY STATEHENT 

February 25, 1982 

The Department ef Cerrectiens, affirming its cemmitment to' equal empleyment 
eppertuni ty, declares the felle~ving pelicy: 

1) 

2) 

3) 

4) 

The Department shall recruit, hire, upgrade, train, and 
premete individuals without regard to' race, celer, religien, 
sex, natienal erigin, ancestry, age, physical er m~ntal 
handicap (e.~cept where such weuld interfre with job related 
situatiens), marital status, status as a disabled veteran, 
er veteran ef the Vietnam Era, except 'tvhere baseC!:-"h a bena 
fide occupatienal qualificatien, er under circumstances where 
inmates right to' privacy er security needs are censi.dered 
parameunt. 

All otherpersennel actiens and cenditiens ef empleyment, such 
as compensatien, benefits, layeffs, jeb assignments, discipline, 
shall be administered witheut regard to' race, ceier, religien, 
sex, natienal origin, age, marital status, physical or mental 
handicap (except where such weuld interfere with job related 
si,tuations), status as a disabled veteran er veteran ef the 
Vietnam Era, except where based en a bena fide eccupatienal 
qualificatien or under an7circumstances where inmates right to' 
privacy er sec~rity needs are censidered to' be parameunt. 

Empleyment decisiens to' hire the persen best qualified fer the 
jeb will be based en the 'principle ef equal empleyment eppertunities. 

Each institutien and field se~iice unit of the Department shall ma~e 
reasenable attempts, as eut,lined in the Affirmative Action plan, 
to empley and advance in empleyment qualified handicapped persens, 
disabled veterans and veterans ef the Vietnam Era at all levels 
ef empleyment, including the management leve~. Such actien will 
app1:y to all empleyment practices, including but net limited to': 
hiring, upgrading, layeff or terminat;ten, rates, of pay and selectien 
ef training. In addition, the DepartmenttvilL make reasonable 
accemmedat:i.ens, whenoD~,R€lrtmental staffing needs necessitate such 
accemmedatiens, '.in order to previde increased employment opportunities 
for underutilized groups. ' -, 

5) It is the respensibility of the management within the Department 
to' assure compliance ivith this pelicy. Any vio].atiO.n ef this 
policy, or the practice of discriminatien by any unit/person in 
persenr{el administration, within the Department of Corrections shall 
be censider,~d grounds fer $iisciplinary action~ up to' and including 
dismissal. 

"k 

." " . 

I', 

'\ 

I have assigned responsibility for the implementatien, interpretation, and 
monitering of the Affirmative Action plan, as 'I!:rell as departmental EEO 
programs to Nancy Dikeman, Affirmatbre Action. Officer. Mrs. Dikeman's 
responsibilities will include prov'idllng technical assistance to 
departmental staff in EEO!Affirmative Action matters, identifying actual 
or potential problems as early as possible and assisting management in 
appropriate resolution. 

Nancy Dikeman can be reached at Department of Correctiens Central Office 
in Augusta (Station #111), tel~pho~~289-27ll. 

, / " 

>!Jwd fltZI?~ 
Dctnald L. Allen, Commissioner 

i\ 

jJ 
1 
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DONALD L, ALLEN. COMMI;;S!.ONER 
JOSEPH E, 8RENNAN. GOVERNOR 

February 25, 1982 

STATE OF MAINE 

DEPARTMENT OF CORRECTIONS 
STATE HOUSE - STATION ';;111 

AUGUSTA. MAINE 04333 

(207) 289.2711 

POLICY STATErffiNT AGAINST SEXUAL HARASS}ffiNT 

Employees of the Department of corrections are entitled to work in 
an environment free of discriminatory intimidation, b~s7d on any . 
difference of sex, race, color, religion; national or~g~n, age or hand~cap. 

sexual harassment, by definition, is deliberate or repeated 
unsolicited comments, gestures or physical contact of a sexual na~ure 
which are um.elcome and which adversely affect the ~vork place env~ronment. 
Such adverse effects may be measured by whether the alleged. sexu~l .... 
harassment undermines the integrity of the employment re1at~onsh~p, lo~e_s 
morale, interferes with constructive/creative job performances and/or 
is detrimental to ones career. 

When sexual harassment can be shown to be affecting.em~loyme:t de~isions 
or to be creating an offensive work place environmen~,.~t:s a v~olat~on 
of the Maine Human Rights Act and Title VII of the C~v~l R~ghts Act of 1964. 

Sa~ua1 harassment will neither be condoned nor tolerated by the .. 
administration of this Department; if any condu:t ~s ~ho't<rn to ~e sexual 
harassment, it will be considered grounds for d~sc~?l~nary act~on up 
to and including dismissaL 

Each employee of the Department shall be co"gni~~nt. of ~~hatactuallY 
constitutes sexual harassment and should learn to d1 .. 5 t~ngU1.sh such 
discri.minatory behavior from personal/SOCial re1ati9nships. 

Any employee believing that sexual harassmer'it is occuring, is urged 
to resolve the situation at the 1mvest possible l7ve1, wo:~in~ through 
the specific chain of command, within the re~pect~ve inst;l..ut~on or fi.eld 
service unit. An eventual option for any employee would De to contact 
the Affirmative Action officer at Central Difice. 

Further, it is expected that the Affirmative"Act;i.on Officer ~vill be 
kept informed by correctional managementr. of an)' sexual harassmen: problem/ 
complaint and' ';vhat steps d£ resolve were itaken, for the purpose~ OJ: 

identifying training needs andior pr/Jdin~ any n~easarY techn1cal assistance. 

L fA /;/II {4/ m'//' . 
.... IIJPt.0/£,-t( '/ I .?/P/,/c_-~--,. 

L. Allen~ commissioner 
II 

··-5-
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III. DISSEr·m'i.~.l.Tla\f. OF POLICY 

A. Internal 

.The Departn'ent will thoroughly. disseminate its AA/EED Policy Staterrent 
to enployees encouraging understanding, support and participation of staff. 
The policy st:aterrent, along with EEX) 'notices, will be visibly posted on 
bulletin boards throughout the Departn'ent.. Copies of the r:;epartmental Affirmative 
Action plan will be available in all facilities of the Depcn::tIrent of Corrections, 
inclu:1ing all District Offices of the Division of Probation and Parole; 
enployees are invited to review the Plan and discuss any questions or concerns 
with the Aff:i:rnative Action Officer. 

The Affirmati VB Action Officer will conduct the necessary training of 
supervisory staff to assure their knowledge of AA/EED and their 1.m.ders·~pd:ing 
of individual· responsibility for the iIrplementation of policy and related issues 0 

Additionally, o~ ; entation regarding n../EEO principles will be provided to line 
staff, as well as new employees. (New employee orientation programs will 
include an explanation/discussion of M/EEO principles and departn'ental policy 0) 

'!he Affinnati ve Action Officer will periodically review the progress of 
the Department's affirmative action efforts with correctional managenent, 
making recontnendations for prevention and/or rercedial rreasures. 

A copy of the Affil::native Action Plan will be provided to the labor unions; 
the Affinnative Jlction Officer will neet with union officials to discuss 
M/EEO is~;\es whenever necessary. 

B. External 

The Depart:nent of Personnel,·will be provided a copy of this Departr[ent' s 
Aff:innati ve Action Plan (incluling policy statarents) and will be requested 
to assist mere possible in the att:a.inIrerit of affinnative action goals. 

Recruiting sources (Appendix A)' will be contacted and encouraged to 
refer minorities, females, handicapped individuals and covered veterans. Copies 
of the Departmental Affinrative Action Policy Statement will be provided 
to these agencies r as ~ll as a list of the location of correctional facili ties/ 
programs throughout the state. 

. A copy of the Affinrative Jlction Policy statement will be given to each 
applicant for'\ enployrrent in non-coopetitive pos:i,tions administered by the 
Department of C01'.rections. For carpetitive positions, said statercent .will be 
given to all awlicants referred by the Dep~rtnellt of Personnel me are actively 
seeking ,enploynent within the. Departn'ent of Corrections. . 

.\ 

All recruitnent advertising will continue j:o include the clause: "Equal 
Opportunity Enployer - Minority/Fenale/Handicapped.". An EEO statemmt 
(seeoAppen:lix B) is included in all contracts "issued by this Deparl:nP..nt. 

l -6-
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IV. RESPONSIBILITY OF ASSI~.ft..1T 

Comnissioner Donald L. Allen has the overall responsibility for the 
Department of Corrections' corcpliance with State and Federal EEO laws, 
regulations and policies. 

Nancy Dikeman, Affinnative Action Officer, will report 'directly to 
Carmissioner Allen regarding AA/EEo progress, issues and problem areas. Ms 0 

Dikeman's duties shall include, but not be limited to, the follow:ing: 

A. Develop and rronitor the Departcrent's Affinnative Action Plan, 
rreasuring the effectiveness of the Departrcent I s .M/EEO efforts 
and assuring prev-entive and/or remedial action. 

Bo Provide training for superviso:ry staff relative to their 
AA/EEO responsibilities. 

C. Info:rm Departrcental EmPloyees as to their employrrent rights 
and responsibilities. 

D. Info:rm rranagenent of current AA/EEO issues; advise management 
of problem areas, suggesting rerredial measures. 

E. Provide technical assistance to Departmental errployees relative 
to AA/EEO matters, including discrimination and sexual harassment 
carplaints • 

F. Serve as liaison between the Depart:m:nt of Corrections and State 
and Federal AA/EEO enforcerrent agencies; serve as liaison between 
this Deparbrent and local state and national organizations concerned 
with equal enployrrent opportunities. 

" . 
L, 

G. Provide technical assistance in the review, revision and periodic 
rronitoring of the hiring procedures within the institutions to 
assure AA/EEO corcpliance. . 

H. Condtrt on-going assessnent of the M/EEO efforts of the entire 
Departrrent. 

_._--- -------

Frank Mack, Chief Personnel Officer, is responsible for ensuring that 
personnel actions are administered fairly, in accordance with State and Federal 
Em laws and Depart:Irental policy. ' 

Correctional managers/supeiVisory staff are responsible for corr.pliance with 
Departrrental ,policy witl:Un the sphere of thei:i:- respective administrative/ 
superviso:ry ponsibilities. 

-7-
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V. UTILIZATION' ANALYSiS 

'n;te utili~at!-0n analysis contained in the following pages is based on . 
staffmg statistics as of December 31, 1981. This utilization analysis has 
been broken down as follows: 

I. Central Office 

A. Probation and Parole 

II. Maine State Prison 

III. Maine Correctional Center 

IV. Maine Youth Center 

Goals - TiIretables 

In estab~shing goals for tmd~tilized job groups, the appropriate 
,personnel off~cer was requested to estimate anticipated vacancies and 
feeder groups. 

In setting goals for m:i.I;orities, ~£ the number underutilized by was .8 
or ~ve, a goal was estaJ;>lished to hire a member of a minority group; if .1 
tc;> • 7! the group was cons~dered tmderutilized, but to set. a goal of one 
Inll1ont.¥ for eaa; of these would be tmreasonable considering the minority 
population of Maine. 

'Jlle two year nax:i.rrnmt tinetable maybe tmreasonable in sane under-utilized •. 
~as such as e.t;~-level corrections positions, trades, and· sare . service/ 
~tenance pos~tions. Although ther:e are females who are qualified for these . 
Job~,. as reflected in the availability figures, warren do not apply for these 
pos~tions due to sex role stereotyping; these barriers will not be eliminated 
to. ~e extent which will allow attaiment of the ultirrdte goal in a ~year 
per~od. For the sarre reason, requisite skills factors were weighted rrore heavily 
than w:>uld nonnally be the case in ent:ry-level positions. 
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DEPARTHENT ,Corrections 

EEO 
JOB TITLE CATE-

GORY 

Clerk Typist II 43 

Clerk steno II 43 

Clerk Typist III 43 

Clerk steno III 44 

Secretary 44 

Accountant I 12 

Admin. Secretary 44 

Accountant .II 12 

Jail Inspector 21 
HUmanservlces 
Worker II 13 
correcnonaL 1:'.Lans 
Coo:r.'dinator 13 

Vollmteer Services 
Coordinator 13 

Personnel Specialist 13 
Planning and' Research 
Associate II 13 

Court Intake Worker . 14 
Probation Parole 
Officer I 14 

Chief Advocate 14 
7?fbbation Parole 
Officer II ,. 14 

-. 

o 

11"'\\ l. ' .. - "¥. ;r--'t -- r---t" ! ,,~ LU t c,..n , 
WORK FORCE ANALYSIS 

,~-. I)-

ORGANIZATIONAL UNIT Central Office LINE OF PROGRESSION 

WAGE; RATE ALL EMPLOYEES MINORITY EMPLOYEES 
OR RANGE I MALE FEMALB 
WEEKLY TOTAL MALE FEMALE B A/PI NA H B A/PI NA H 

'" 
, 

177.20-219.20 6 6 -

181.20-224080 10 10 

195.60~245.20 1 1 

201.20-253.20 1 1 

201.20-253.20 :-1 1 
~ 

;, 

207.20-262.00 .. 1 1 

220.80-282.20 1 1 

228.80-292.00 1 1 

256~80-332.00 1 1 

256.8Q-332.00 1 1 

306.80-401.20 1 1 . 
279.60-364.00 1 1 

-
280.80-366.40 1 1 

292.40-382.40 1 1 ., 

298.00-385.20 21 10 11 1 

298.00-385.20 28 24 4 ~ 

)! 

332.80-436.40 1 1 // 
" . 

324.00-422.40 16 13 3 
, 
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WORK FORCE ~ALYSIS 
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DEPARTMEN~' Corrections 

( --===:.;;:; ... ---
LINE OF PROGRESSION ___ ~_. ORGANIZATIONAL UNIT'central Office - 2 

v, 

iti. EEO WAGE RATE ALL EMPLOYEES 
. 
j MINORITY ,EMPLOYEES 

JOB TITLE CATE- OR RANGE I ; MALfl FEf.1ALE 
GORY WEEKLY TOTAL MALE FEMALE B A/PI NA H B A/PI NA H TarAL 

Business Services 
Manager 14 334.00-443.60 1 1 ;~~~! 

'\~ ;> 

Court Intake lvlanager 6 334.00-443.60 1 1 
Departmental , 

Personnel Officer 7 363.60-482.40 1 1 \1 

Psychologist II 15 368.40-483.60 1 1 
" . 

District SUpervisor, '. 

Probation & Parole 7 387.60:-514.40 5 5 
,. 

" 

DlIector, 
Correctional Programs 7 405.20-538.80 1 1 
Drrector, 
Probation & Parole 7 418.00-556.40 1 1 

. 
Psychologist IV 15 429.60-565 0 20 1 1 ,. 
ASSeX::1a-ce" 
Ccmnissioner 8 522.80-697.20 .'\1 1 

" 
Ccmnissionet" 8 662.40-883.60 1 1 .. 

Ij 
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UNI'!': Corrections'" Central Office 

GROUP: I. Officlals/P.dministrators 

]. Court Intake Manager 
5 District., SUpervisor, p&P 
1 Business Services Maru:l.ger 
1 Deparf::Irental :'!'e+sonnel Officer 
1 Director, Correctional Programs 
1 Director, Probation and Parole 
1 Associate Camrissioner * 

r, 1 Comnissioner * 

* Appointed Officials 

i) 

." 
Name of Protected Group 

1. Population of labor area 
2. Size of unempl'oyment force 
,3 •. ~!orkforce in imml.~diatJe labor area 
4. Requisite skills iri :i1..~~ate labor area' 
"5., ~qW,site skills in recruitment area 
6. Promotable 0& '. transferable ~tth ,.organiza,tiop·' 

::"~_::;c 

26 
26 
26 
27 
30 
32 
36 
91 

}. Training ins'i:i tutions capable of training persons 
8. Degree 'b~ train:~g contractor may undertake 

Availability c./' 

{J 

Canments: 

~ghted're,quisite skills am prarotables factors. 
'I" 

. " 

---~-----

" 

j 
.' 

J :,!ale ~emale ~·!i:1cri :::t j 
J 

-I 
1 
5 
1 
1 

, 

1 :-:; 

1 
1 \,;) 1 " 

j 

12 

" 

% 

j ~ 
% 

Female 'Minority 

i 52.4 
~B.3 ;j 
~S.~ !f 
25~O If 

(f 

o 
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UNIT: CorrectLons~ Central Office 

GROUP: ~ II. Professional 

A. PPO/CoUrt Intake 

21 Court Intake Worker 
2 8 Probation Parole Officer I 
16 Probation Parole Officer II 

'(I 

/] 

Name ~ of ,Pro1:'!cted Group 

I· 

'~ 

l.!', Pqlul_a~~ of labor area ) 
(J 2., Si~, of up'em.ployment force j 

3., Workf~ce in 1mmediate labor area 
4. Requisite skills in, immediate labor area 
s. Requisite skills ,in recruitment area " 

Range 

20, 
20 
22 

6. PramOtable& transferable with organization 
,7~ •. Traininginstituticns capable of training persons 
8.. Deq;-ee of training contractor may undert~ ~ 

Availapility 

c' 

COmments: 

Weighted requisite skills factors. 
\) 
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Male I 
10 
24 
13 

47 

~~~------ -~----------------~----------------

Female M1norl.ty 

,11 iliA 
4 
3 

" 18 

,,! 

~ ~" 
l'emale., __ " Minority 

o 

- $ 

') 0: 
D' 

0' 
• 

HI 
il 

q u 

·11 u 
'" 

f] 

I. 

o 
[J 

rJ 
tr 0 

[J" 

n 
,in 

[1 
" ,Il] 

" '-I 

ONI~:corrections - Central Office 

GROU~: II~, Professional 

B. Fiscal 

1 Acco1.mtant I 
1 Acco1.mtant II 

~ , 

NamI! ' of ~ Protected Group 

i. Populaticn of labor: area 
2. Size of ·unem.ploy~ent force 
3. WOrkfor~ein iimnediate labor area 

Range 

14 
17 

,::, 

[J 

4. Requisite skills in immediate labor area 
S. Rl!quisite skil.ls in recruitment area 
6. Pr~~le, & transferable w:i:th or9'ani~ati~ , 
7.; Tr&l.l1;ng insti tuticns capable 'of training persons 
8. De~e" oft;r~i'ng contractor may undertake \ 

Availability' ~~p= 
"''\ 

Caaments: 

weighted. requisiteskills,factars. 
c 

., () 

{t, . 

, ' 

'\1 

Male 

(,' 

" 

- - --- ~--------

" 

F~i!lle I Mino:t:i ty 

1 
1, 

T 

" 

~ 

l?emal.e 

I 

" 

" 

,: 
. 

, . 
~l Ii 

Minority 

-: 

\ 
\ 
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UNIT: Corrections - Central Office 

GROUP :II. Professional 

C~ Otber Professio~s 

1 Human Services W::>rker II 
1 Personnel SpeCialist 
1 Voltmteer Services Coordinator 
1 Plarming & Research Associate II 
1 Correctional Plans Coordirliitor 
1 Chief Advocate C) 

1 Psychologist II 
1 Psychologist IV 

Name of Protected Group 

.~ l.Pop~ati~ ,of labar area 
2.' Size,of unemploywmt force 
3 •. }1orkforce in ilImediate labor area 
4. Requisite skills in immediate labor area 
5. RequiSite skills in recruitment area 
6. Promotable & transferable with organization 

Range 

20 
21 
22 
23 
24 
26 
29 
33 

!; 

~~ 

7. Tr~ing insti tutiQlS capable of training, persons 
~_. ~~e "of training contract6rmay tmderf:ake 

Availability 

Caaments: 

t~ighted requisite· skills factors. 

o 

-14-, 

Male 

1 
1 
1 

1 
--

4 

" 

:'tC 

Female 

" 

1 
1 
1 

1 
--
A 

,. 
~'. 

~ 

Female 

52.4 
48:3 ' 

! Minor1ty, 

" 

, 
Minority 

i) \ 

" 

o 
D 
n 
o 
11 

o 
B 
o 

'0 
n 
n 
o 
n 
n 
n 
o 
u 
o 

i U 

t i: 
[1 

f
"1 

J 
\r:. 

U 
fl 
n 

, 

fl 
m fJ 
~ 0 
n 
fl 
Cl " j ~ 

Corrections - Central Of~:i.ce 
'1~ ,"(). "': 

GROUP : III • Technic~ans 

1 Jail Inspector 

.. Name of Protec:ted Group 

Size 9f unemploymen~ ~orce 
1'1orlcforcein immediate labor area 
~quisite skills in immediate labor area 

5. Requisite skills in recrw.tment area 

" 

6. Promotable & transferable with organization 

Range 

20 

7. Traininci.ins'tituti~s· capable of training persons 
a. Deqreeoftrainingccmtractor may undertake 

Availability , , 

Male Female I 

1 
i;:, 

,~ 

, 
/", 

':L 

. 

" 

Female 

" 
," 

Because this is a' single incun:ibent EEO category, it does not constitute a 
statistically significant group •. No availability analysis was conducted 
nor hiring goal established. " . 
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Minor1ty 

, 
Minority 

.. , .. ,~. 

.) 

. \\ 
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UNIT: Corrections - Central Office 

GROUP: IV. ,Office Cleric;::al 

6 Clerk Typist II 
10 Clerk stene, II 
1 Clerk Typist III 
1 Clerk Stene III 
1 Secretary 
1 Administrative Secretary 

Name of Protecte& ,Group 

1,. ,.~~~;;~ of labor area 
~~ Size, of _unemployment force 

o 

, 3 0 ~1?rkfcn:ce in immediate labor area 
4. _Requisite "skills in immediate labor area 

~/ 

5. Requisite skills in recruitment area 
6. 'Promotable & transferable t"ith organization 

Range 

8 
9 

12 
13 
13 
16 

7. ~~inginsti tuticms capable of training persons 
8. Deqree, 9f training con1:raetor may undertake 

A.vailability 

CCXmDents: 

SUggested clerical weights used .. 

" -16-

.-~---.. ----

Male 

1 
II 

l) 

n 

,------ - --------

Femalel " Minorl. ty 

6 
10 

1 
1 

1') " 

19 

;'/ 

~ 

Female" 

52.4 
.,:1 

c 

(0 
~,' 

" 

0 
~;.I 

, 
Minori1;f 

0'f5 
; ".'. 

L,S 

/) 

U 

D 
0 
n u 

D 
n 
0 
fl ' , 

" 

n 
n 
D 
0 
n 
0 
[] '"" J 

"Q 
... J 

, li 

B 
0 
0 

.,\ 

\. 
\ 

----y-----

D-

~) 

a 

(/ 

/1 ' 

(} 

(J 
"" {, 

:f:,' 

\ II 

() 
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Corrections - Central Office 

A 

1. 3. Curren 

r--' .. jl 

B 

Em DATA SUMMARY 

c 
I 

EEC>-4 All 
Period Data as of: ~ J 
Minority Employees Determination of Underutilizatian 
Male • Female......... Minor! t;y • FeJIIIlle CATEGORY • Employees . 

.4' 5 

. ,-.. ." 

~.3J~~ .• '151 16F7 1 ~~ 2. Job Group 6 'I 9 lC 11 12 19 120 21 22 
., " I--'- --

~. • • -,J.I " '4/ ! I • 4/ It • i 
-, ~ 

~ 'U ~ ~ -.t 1! i 
~ l i 

i l 
10- i I ~ ij ri .i( H 

~,j 3 GI a ~ "D . e-. .S .II-i I~ • :~ • 
~ ; = ;1 

41 ... ~ f>o I( ~ I( .~ 

I. Official/Admin ~ /~ 
('". 

0 .K !l 0 I~ :-',;1 

II. Professional 

A. PPO/Court Int ('5 ¥7 Ii I ~I ·f tV . ;)7.7 ~ : 'j 
B. Fiscal .Q. ct 0, .i' IH /00 ~ IJ 

9 .y r () " 50 ~~ ;V C. Other Prof. 0, . f ~ 

/ / 
: 

III. Technicians 

IV. Off. Clerica aD I 19 (): ., Ii ~ 9S ~:r 
to AJ 

: 

. -

-17-

........... = ';""' ....... 

(! 

r r--l 

D E F G 
Future Period from: 
Job Openings to be filled Goals ~ck Target 
Anticipated as To Minority/ Up Year 
a xesult of To be filled by Female . , 
2 24 25 26 ~7 28 29 30 31 32 .3i 3~ 3! 3~3+1 3 40 41142 

g .. • 8. UI 

Ii 1 
8 ! II g III 

~ 
III 

J I ~ GJ ~ fl ~ fl :>. 
"D 

J 
'" 1: ;1 ;1, II Q) 

~ i • OJ ~, Il ; ] i ~ l ! J .~ 
0 ; 

~ '" ~ ~ ~ t' ,! :! Ii r.. 

, . 

0 
.. 

~~ ~ g1' : 0 
" 

~. I 3 I :!' .3 ./ ~ 3 139 
.) gr 

0 " , 0 ., 't-
r I I I " 

' . 
~ " 

' . 

I '/ / I I~ 111 

, 
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i 
WORK: FOR?E fNALYSIS . i 

: I 

DEPARTMENT ___ co_r_r_e_c_t_i_o_n_8....,,-_-,--___ _ 
f! i 

ORGANIZATIONAL UNI~ Maine ~tat~ Priso~ ~INE OFlpROG~SSION __ ~ ____ _ 

EEO WAGE RATE 
JOB TITLE CATE- !, OR RANGE 

GORY WEEKLY 

Clerk Typist I 43 166.40-204.00 

Clerk II 43 173.20-213.20 

Clerk Typist II 43 117.20-219.20 

Storekeeper I 43 181.20-224.80 
,. 

Account Clerk I 43 
. 

181.20-224.80 
'.' 

Clerk III 43 195.60-245.20 

Clerk ~ypist III 43 195.60-245.20 

Boiler OperatDr 51 195.60-245.20 

Account ClerR II 43 195.60-245.20 

Secretary 44 201.20-253.20 
i' 

Accountant I 12 207 •.. 20-262.00 

Master Carpen'ter 52 ~07.20-262.00 
Correctional 
Maintenance Mechanic 52 207.20-262.00 

X-Ray Technician 20 '213.60-271.20 

Librarian I 36 213.60-271.20 

Electrician II 52 21j.60-271.20 

Laundry " c 

-Blln~rvi Ror iI 60 213 60-271 .20 
Assistant 

218 .00-255,2{1 .' :ez::iSIlD Steward 60 

',' 

C] Lli ,C~ r-:l. 
,_ '.~> .... ~-.'_.~ ........ _..___ __ ._". .• _ .... __ .~ •. "_. _. _~ ___ '",..-". _. f .. " 

;.' 

o 

,':" 

J . I i 

ALL EMPLOYEES i 

TOTAL 

3 

1 

4 

1 

2 

1 

1 

4 

1 

1 

2 

1 

3 

1 

1 

1 

1 

1 

-

MALE FEMALE 

!} 

1 

tl4 ' 

1 

3 

1 

1 

i 
II, 

1 
J 
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3 

1 

4 
., 

2 

1 

1 

1 

1 

2 

" 

~' ( 
" 

B 

MINORJTY EMPLOYEES .. 
I 

flJALR : FEMALJ I 

A/PI NA H B A/PI NA H TOTAL 

-

I 

., 

.' 

.' 

I: 

'.' 
" 

., 
'. 

: 

Cl 
J)" t - • 

! 

11 

il 
11 
'\ 
,I 
'I 

:J 
/1 

I 
~ 

r 

I 
I 

',0 
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WORK FORCE ANALYSIS 

DEPARTMENT Corrections ORGANIZATIONAL UNIT Maine state Prison - 2 LINE OF PROGRESSION 

EEO J WAGE RATE ALL EMPLOYEES MINORITY EMPLOYEES 
JOB TITLE CATE- OR RANGE MALE FEMALE 

~:J GORY ,~ WEEKLY TOTAL MALE FEMALE B A/PI NA H B A/PI NA H 

Cook II 60 218.00-255.20 3 2 1 

Guard 28 218.00-255.20 136 125 8, 1 2 

Butcher 60 218.00-255.20 1 1 

Metal Shop Manager 52 220.80-281.20 1 1 
", 

L.P.N. 20 220.80-281.20 6 2 4 
ASSistant CJrass. 
Rehab. Officer 12 220.80-281.20 2 1 1 
Grounds and " 

Equipment Foreman 60 220.80-281. 20 1 1 

Wood Shop Manager 52 220.80-281. 20 1 C 1 
" 

,,' 

weod Shop Foreman 52 225.20-264.80 5 5 . , 
j', 

Automotive 
Mechanic Foreman 52 228.80-292.00 1 1 

I rj 

" 

Accountant IT 12 228.80-292.00 1 1 
Maintenance " 

Mechanic,Foreman 52 228.80-292.00 1 1 
Assistant Manager 
Metal Shoo 52 232.80-274.00 1 1 , 

Assistant 
C' " 

Woodshop Manager 52 232.80-274.00 2 2- " 

Assistant Manager 
Prison Store 44 232.80-274.00 1 1 

,\ (:, -; 

'Guard sergeant \ 28 240. 80-284. ()O 12 12 .', 

Human,Services 
worker I 13 246.80-317.60 ~ 1 1 

l'::J 

<0 
. , 

., 

Personnel Tech. I 13 ,246.80-317.50 1 1 , 
\) 
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TOTAL 

3 

.'-
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WORK FO~CE ANALYSIS 

corrections ORGANIZATIONAL UNIT Maine State Prison - 3 ------------------------------- LINE OF PROGRESSION DEPARTMENT 
-----------~--,-------------

EEO . WAGE RATE ALL EMPLOYEES MINORITY EMPLQYEES 
JOB TITLE CATE- OR RANGE MALE FEMALE 

" GORY MEEKLY TOTAL MALE FEMALE B A/PI 'NA H B AlP I NA H 
Correctional 
Training Officer 13 246.80-317.60 f 1 

Print Shop Manager 52 249.60,,:294.80 1 1 
Furn1t~re 

Shop Manager 52 249.60-294.80. 1 1 
prl.son l,{et:al.J. 
Store Manager 44 249.60-294.80 1 1 

Food Service Manager 13 256.80-332.80 1 1. 

Guard Lileutenant 29 256.80-332.80 8 8 

Cook III 60 258.40-306.00 4 4 
: Prison Inaustrl.es 

Manager 13 267.60-348.80 1: J 

V~cation81 Trades 
j:J~s true tor, •. MH&C 13 267.60-347.20 1 01 
Human Services 

267.60-347.20 worker III 
., 13 1 

;, 
1 , 

'I 

Guard Captain 29 267.60-347.20 6 6 
, '.' 

Classit:1catl.On 
Rehab., Officer 13 267.60-347.2<1 1 1 
Supervisor (I 

Recreation 13 278.00-331.60 1 , 1 
" 

" 
., 

" Advocate 13 279.60-364.00 1 1 
0 

Plant Maintenance ., 
Engineer II 13 279.60-366.40 1 1 " 

" Counselor, MH&c 13 ,279.60-364.00 1: 1 
<l 

(, 

Prison Steward 61 280.40-333.20 1 ,,1 
~\ 

" " " 
Guard Major 6 292.40;-385.60 1 1 I" 

" 
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C .. J C.J C:--J C .. J 
WORK FORCE ANALYSIS 

DEPARTMENT corrections 
----~~~~~~--------------

ORGANIZATIONAL UNIT, Maine State Prison - 4 

;." 
'. , 
r· 
f· • 
~-, 

r 
u 
r 
~ , , 
l 

I 

II 

., 

JOB TIT4E 

Probation Parole 
offi~er I 

Business Manager II 

Chaplain I 

Chif,,:~,' 
Pris(ln Security 

physician, Extender 

Teacher/Principal 

Deputy Warden 

Psychologist II 

Psychologist III 

Warden, 

Psychologist IV 

~; 

" 

-, 

-------------'-~ ---

EEO WAGE RATE 
CATE- OR RANGE 
GORY WEEKLY 

14 298.00-385.20 

14 306.80-406.00 

14 306.80-406.00 

6 306.80-406.00 

14 322.00-421.20 

14 322.00-426.80 

6 356.80-474.40 

15 368.40-483.60 
c 

15 397.20-521.,,60 

7 418.00-5~?40 
\ \' 

15 429.60-56J1.20 
iI 

.' 

~~ 

.. , 

-/ 

,c 

.\ " '? 

{J 

ALL EMPLOYEES MINORITY 
I MALE 

'TOTAL MALE FEMALE 13 A/PI NA H 
., 

1 1 

1 1 " 

2 2 

1 1 

1 L, 

1 1 _~,/i ::;'-, 

2 2 
.. 

" 1 1 
,. ,\ 

1 i\, 
" -

1 1 

1 1 

" 

cJ 

'II 
II 

jI 
" ~ 

'~ . .j 
G 

\\ 

., 
,. 

" ',\ ,0 
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LINE OF PROGRESSION __ ~ ____ __ 

EMPLOYEES 
FEf.!ALE 

B A/PI NA H TOTAL 
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'I 

UNIT: Maine State Prison 

GROUP: I. Officials/.Mministrators 

1 Guard Major 
1 Chief, Prison Security 
2 Dep.rty Warden 
1 Warden 

Name of Protected Group 

1. Population of labor area 
2. Size 9f unemp19yment force 
3. ~7orkforce in immediate labor area 
4. Requi$ite skill$ in immediate labor area 
5. Requisite skills in reC?ruitment area. 
6. Promotable & transferable with organization 

?an ge I !·1ale 

25 
27 
29 
32 

1 
1 
2 
1 

5 

7. Training ins.ti tuticns capable of trainillg persons 
8. De'gree of trai."ling contraetor may undertake 

. Availability , 

Comments: 

Female 

Female 

~'linorit7 

% 

Minority 

reighte:1 requ.i.site"'skilis and pronntables factors. With exception of Warden, ;; 
errp:y irito group 'YWldbefran II.A or' IV.' ' 

0' 

'j 

,I 1\ 

01 
O! 

(\ n 
U 

n 
n.· 
n 
o 

C> 

o 
'0'; 
[} 

B 
C):_ 

H 
f 
\ 

"'t 
I 
I 

L1 

n 

.'~ n .. 
t.;,,~~::~,,~~. 

",or;.> 

UNIT: ~~e State Prison 

.' GROUP: II •. Professional 

A. Care/Treatrrent 

2 Human Services 'W:>rker I 
I Human ~ices 'W:>rker III 
I Counselor 
1 Chaplain I 
1 Physician Extender 
I P~cho1ogist II 
I P~chologist III 
1 Psychologist IV 

Name of Protected.Group 

l.Population of labor area 
2. Si~eof unemplo~.ent forqe 
3. "'7orkforce., in. immediate labor area 
4 .~~li!J;i,te skills in immediate labor area 
5. Requisite skills in recruitment area 

F.ange 

19 
21 
22 
24 
25 
29 
31 
33 

6: J,P,romotable & transferable ,with organization 
7. h'Ji'raining institutials capable of training persons 
a. Degree of training contractor may undertake 

. Availability: 

Comments: 

W3igh,ted requis,ite skills ··factors.' 

, ,) 

o 

"';23-

~1ale 

1. 
I 
1 
I 
1 
1 

I 

7 

--

1 

I 

'\ % 

Female Minority 

% ., 
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UNIT: Maine state Prison 

GR6~,: II. Professional 

B. Adm.inistration 

2 Accountant I 
1 Accountant II 
1 Personnel Specialist 
1 Mvocate" " 
1 Business Manager II 

C~! 

Name of Protected Group 

l. 
2. 
"3. 

l?9PW.~ti9I! of labor area 
Size o£unemployment force 
~!orkforce in inunediate labor area 
Re~isite skfllsin immediate labor ariia . '" .. 

Requisite skills in recruitment area 

P.ange 

14 
17 
21 
22 
24 

4. 
5. 
6. 
7. 
8. 

Promotable & transferable wi~h organization 
Trai~ing institutions capable of training persons 
Degree of trapting contractor may, undertake 
Availability 

Comments: 

Hale 

1 
1 
1 

3 

., 

Female 

2 

1 

3 

% 

Female 

c, 

Minority 

u 

% 

reighted requisi te skil~s fac~rs. .Accountant ~ may be filled fran Group V .B~ , 
which accounts for cons~deratian at prarotables. .' . 

o .', ..,/ " 
o 

ul 
I 

[l 

o 
n 

UNIT: Maine state Prison 

GRO(!P'~ II. Professional 

C. Programs 

2 Asst. Class. Rehab. Officer 
1 SUpervisor, RecreatiPn 
1 Class. Rehab. Officer 
1 Vocational Tr:ades Instructor 
1 Teacher/Principal 

Name of Protected Group 

, i. _.pC?pulat~5JIl of . labor area 
2. Size of unemployment force 
3. t1orkforce in iIranediate labor area 

(,I 

" I 
i 

4. Requisite skills in immediate labor area (~ 
5~ Requi;;ite skills in recruitment area 
6: Promotable & transferable with organization 

16 
20 
21 
21 
25 

/~ 

. 7. Trai~ing .;insti tutions capable of training persons 
8. Degree of training contractor may undertake 

Availability 

C~nts: 

~·!ale 

1 
1 
1 
1 
1 

5 

?emale 

1 

% 

Female 

W3ighted requisite skills factors.'" ConsideratiOn .given pra'(Ptables factors 
since sane classifications co~d CCiie fran Groups IV ani·V.B. 

l'; 

I:' 

.. 25 .. 
r' 

i-linority 

% 

Minority 

" 0 

.;, 
:\ 
; 

~;:; 
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UNIT: Ma¥le state Prison 

GROUP: II. Prof~ssional 

D. other Professionals 

1 Correctional Training Officer 
1 Focrl Service,' Manager 
1 Probation Parole Officer I 
1 Plant M:lintenance Engineer II 

Name gf Protected Group 

1. .?opulation ~f labqr area 
2. Size ,of ,unemployment force 
3. ~1orkforce in immediate labor area \' 
4. Requisite"'Cskills in immediate labor area 
5. Requisite skills e in recruitment area 

?.ange 

19 
20 
20 
22 

o 

1 
1 
1 
1 

4 

6. Promotable & transferable with prganization 
7. Traininginstitutioos,capable of training persons' /-P 
8. Degree of 'training contractor" may undertakei ~f . 

Availability . 

Comments: 

Eemale 

Female 

Minority-

% 

Minority 

o 

~'E.ighted requisite skills factors. Consid~tatiOI:l given prarptables since sare 
claSsifications could be· fille1 fran GrOUP,fIV. " 

a 

'u,t 
'::::j 1 

1.1 

~, n 

;. 
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u 
n 
Oi 

o 
n 
o 
u 
01 
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j1 
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,~ n 
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tl 
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UNIT: Maine State. Pris;n 
() 

GROUP: III. Technicians ___ ?_a!_n..;:.g_e-+_a~a;.;:1;.;:e_+.....;"E'-=e:.::m:.:2.::1:.:e~~: :.:.~ '-:::::.:'.:;l:.:r:.:i:.:t:.;~:.-...' 
-i 

Name of Protected Group 

1. Popul~tion of 'labor area 
2 ~ Size of t\Ilemployment force 
3. ~1orkforce in immediate labor area: 
4. Requisite skills in iImnediate labc.)r area 
5. Requisite skills in r~crUitment u.ea 

, 15 
16 

6. Promotable &' transferable with orglmization 
7. Training'instituticns capable of tr'l.fning persons 
8. Degree of training contractor may PnClertake 

Availability 

Camnents: 

~ightediequisite skills factors. 

(/ 

\\ 

;"'4.7-
!~ ~1' 

u 

1 
2 

-3-
4 

% 

Female 

52.4 

o 

I 
I 

% 

.' Minority 

" 0.5 

" 

" 
I ., 
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UNIT: Maine State Prison 

GROUP: 'N • ,Protective Services 

133 Guard 
12, Guard Sergeant 

(j 8 Guard Lieutenant 
6 Guard captain 

I ,,:?ange 

12 
15 
20 
22 

" 

" 

~ale Female l Minority I 

125 8 lE, 2A/PI 
12 

3 8 
6 

151 

" 

" 

. 

<"'> 

.. 

Name of Protected Group Female 
% 

Minority 

1., ~oEu.lation .of labor area 
2. Size of unemployment force 
3. t70rkforce', in immediate labor area 
" 4. Requisite skills in immediate labor area 

5. Requisite skills in recruitment are?l 
6.'Promotable & transferable with organization 
7. Training institutions capable of training persons 

" 8. Degree of training contractor may u:ndertake 
Availability 

}"j, 
CODmients: 

,__ ('c, 

52.4 0.5 
48.3 1.5 
45.3 0.4 

~-eighted re:jUisite skillr:; factOrs. Statistics 'obtained fran Manpower Research 
Divi~ion,'l'.anpower Affruxs. Entry into group is fran outside (See narrative 
fran 1980 Affinnati ve Action Plan). 
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UNIT: Maine State Prison 

GROUP: V~, Office Clerical 

A. Stores 

1 Storekeeper I 
1 Asst. Manager Prison Store 
1 Prison Retail ,Store Manager 

Name of Protected" Group 

1. Popula~01::'; of labor area 
2. Size of unemployment force 

t70rkforce. in immediate labor area ' 
Requisite skills in immediate labor area 
Requi~ite skills in recruitment area 

9 1 
14 1 
16 1 

3 

3. 
4. 
5. 
q. 
7. 

,8. 

Promotable & transferable with organization. 
Training institutions capable of training persons 
Degree of training contractor may undertake 
Availabil.i,.ty I 

,'I 

Commen ts: ,. 

Female 

52.4 

Entry into group fran outside' or Group 'N. (5 
Suggested clerical Weighting. 
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UijIT: Ma.ine state Prison 

GROUP: V. Office Clerical 

B. Other Clerical 

I, 'Qange :·1ale Female , Minority., 1_.....::.-.::· ::.:=~-I-..:.:::::.::~,....;::,.::,::.::;.;;:.;:..._+~~~--..;-~ ..... k, 

3 Clerk Typist I 
1 Clerk II 
4 Clerk Typist II 
2 Account 01:3k I 
1 Clerk III 
1 Clerk TYPist III 
1 Account Clerk II 
1 Secretary 

:; 

Name of Protected Group 

l.?opulat.;~ of lab ox: area /;'/ 
2. Size of unemployment force 

cJ3. tlorkforce in immediate labor area 
4. Requisite ,skills in immediate la?or a~7a 
5., Requisite skills in recruitment area '-I 

6. promotable & transferable with organ izati OI), 

5 
7 
8 
9 

12 
12 
12 
13 

7. Training institutions capable of training persons' 
8. Degree of training contractor may undertake . 

Availability 

Comments: 

SUggested clerical weightS 'Used. 

o 
'" 

!~.' 

'l.' 

... 30-

." 

3 
1 
4 
2 
1 
1 
1 
1 

14 

Female -, 

t) 

ci 

% 

Minority 

~ 

" ! 

01 
o 
n, 
o 
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f 

fJ 
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[J 

n, ·, .' 
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n 
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UN~,T: M:iine" State Prison 

GROUP: VI. Skilled Craft 

A. 'IradeS 

1 M:ister carpenter 
3 Correctional Maintenance M:chanic 
1, Electrician II " . 
1 Autcrcotive M:!cha:n:ic Forem:m 
1 Maintenance M:!chanic For9nan 

Name of Protected Group 

l.populat;.On of labor area 
2. Size of unemployment force 
3. ~1orkforce in immediate labor area 
4. Requisite I3killsin iJmnediate labor area 
5: Requisite skills in recruitment area 
6.Promota~bie & transferable with organization", 

14 
14 
15 
17 
17 

7. Training institutialscapable 'of training persons 
8. Degree, of training con~;~actor may qndert,ake ' , 

"t"' ".,17 '\......./' Avulabil,ity 

, Commen ts: ' 

" . 

1 
3 
1 
.1 
1 

7 

'I, 

I 
f' , 
I 

Female 

\7 

Weigthed requisite skills and praiO~les." Entryfrtm :outside or Group DI. 

o 
". 

"fJ 

, '.\ 

'% 
Minority 

o 

~I 

--1 
, .~ 

I 

" 1 
./ 
{ 

H 
~f ;:\ 
.~ 

·1 
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't 
,j 
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1 
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M:rine state Prison. 
.. 

G?V:;:: ; VI. Skilled craft 

B. other Skilled Craft 

4 Eoiler Operator 
5 vbOdshop Foreman 
1 .~st. Manager ~ta.l Shop· 
2 Asst. WJQdshop Manager 
1 Matal Shop Manager 
1 VbOdshop Manager' 
1 Print Shop Manager 
1 FUrniture ,Shop Manager 

. ".; 

c' 

.. Name 6!~otected. Grou12 

1. population of la.!::lor. are.a 
.... - .-' .-. .~ - . - . ,... p 

2. 'Size of unemployment force 
3. ~!orkforce iniiDmediate l':L.bQr area 
4 • Biquis'ite .. skills inim1nedi.:.te labor area 

?ange 

12 
" 13, 
"JA 
14 
16 
16 
16 
16 

5. Requisite skills in ,re:crOll:i.1:mellt area 
6. ProtnOtaille & trans fera~lle ';.lith organization 
7. Training insti;tutions caElillk1le of training persop.s 
8. Degree oftrming cont:~cj.ctor may undertake 

Ava~labili ty" 
··1 

~·!ale 

4 
5'" 
1 
2,,, 
1 
1 
1, 
1 

16 

" -..:...~., .• . ,_,;L~.,,,,,,.=>-'=!r-=~;?-''''·~''=~·'-····''·'' t 

Female 

/' ,( 

% 

Female 

Minority-I 

o r 
(I' .. 

o 
Dd 

o t 
n 
n t u I, 

I 

n 
n 
n 
o 

" 

o 
u 
o 

, comments: 
V~ighted.r~ites~llsJ' and Fronotab1elil,. Entry £ran outs~de orGr01lP rv. 

fl - ·n 
'n 1 

n 
" . 

'0 

; 11 

(;:" 

o 

\) . . 
.. ~ .. ,.,."..,--, .. ""'~.'~ 

\:' ' ..... 

0" 
n 
,;, 41 

UNIT: Maine state ,Prison 

v ' • Service MaintE:'.nance .'. GROT'P·. VII 

1 Asst. "Prison Steward \\ 
3·· Cook II : 
'1 Butcher 

,1 Laundl:y SUpervisor II . 
1 Gromtds and Equipn:ent Foreman 
4 Cook III 
1 PrisOn steward 

II 

Name of Protected 'Grou12 

1. P~Pul'a,tion 0; labor area 
2. Sl.ze o£tinemployment force 
3. ",,1orkforce in 1mmediatelab 

I 

I' 

IJ 

" 

4 ~ . . . or ar$a 
• qul.sl.te skills in immediate lab . 5 Rern.u. • te' • . or area ' 
• . ~. sl.sk.J.lls in recruitment area ' 

P.ange 
" 

12 
12 
],.2 
15 
16 
17 
19 

0 

" 
!I 

.. 

6. PrO~O~17 ~ 7ran~ferable with organizati~n 
.7. Tr¥:ll.ng l.Ilstl.tutl.alS capable of train' . 
8. Dearee of- train' . . .' l.Ilg persons 

"'. :t'

l 
b' '., long contrac,tor ,may undertake 

""val. a loll. ty " 

Comments: 

I ~·lale Female J Minority I 

1 
2 1 . 

1 
1 <' 

1 
4 " 

" 1 

-- '. 

II 
, 

" 

0 

" 
" 0 

Ii 

" 

'. 

,. 

% 

Female' . Minority 

i> 

~. 

W:!:i.ghted ra;IUisi te sk:i~ls. 'and ~rcm::>tab1es. Entry' fran outsid~ and (koup rl. 
\. ., ~} ., 

" 
-33~ 
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Maine State Prison 

r A 

1.' 3. CUrren 
EEO-4 () All 
CATEGORY • &nployees 

2. Job Group .,4' 5 6 

... 
3 j III 

g i 
• Official/Admin .s S 

p 

I. Professional 

A. Care/Treat 9 7 r:2. 
B. Admin. /, .3 3 
c. Programs ~ .5 I 
D. Other Prof. f ?I 
II. Technicians 7 3 'Y' 

rv. Protect Svcs. 'S9 19 g 
~o Off. Clerical 

A. Stores ~ ~ 
B. Other Cler. If 1'1 

\ 

, " ",. 

~, , : IJ 0 

, v 

EEO DATA SUMMARY 

B c D 
I Future Period from: 

Period Data as oft .J ..~ Job Openings to be filled 
Minority Baployees Deteradnation of Und~~tiliEation Anticipated as 

• Kale 0 F8IIIlle......... Minor! t;y • Feaa1e a result of '1'0 be filled by -. .., " 
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Maine stkte Prison - 2 

A 

l. 3. Curren 
EEO-4 All 
CATEGORY • Employees . 
2. Job Group ".41 5 6 

II 

3 ! QI 

i ,fl 

~I. skill craft 

A. Trades 7 7 

B. Oth. Ski. eft /~ lis, 
VII. S":·o. Maint. /a II I 

\1' 

-------- -~~ ~ -----~. ------------ ---- ------.------ ---~-. ~ -----

'C] -, .. 
EEO DATA SUMMARY 

B c D E F G 

I Future Period from I 
Period Data as of. ~~ Job Openings to be filled Goals Back Target 
Minority Employees Determination of Underuti1ization Anticipated as To Minority/ Up Year 

Male • Female Minor! ':;y • Female a result of To be filled by Fema: . , • ..c, .. .. 
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WORK FORCE ANALYSIS ' 

DEPARTMENT Corrections ORGANIZATIONAL UNIT Maine youth Center LINE OF PROGRESSION -----

EEO WAGE RATE 
JOB TITLE CATE- OR RANGE 

,GORY WEEKLY 

Laborer II 59 169.20-208.40 

Clerk Typist II 43 177.20-219.20 

Clerk ,,stano II ' '43 181. 20-224.80 

Account Clerk I 43 181. 20-224.80 

Maintenance Mechanic 
" 

51 190.40-238.00 

Auto Mechanic 51 125.60-245.20 

Carpenter 51 [95.60-245.20 

Electrician I c ,51 195.60";245.20 
~'''-' 
'~ 

Boiler Operator 51 195.60-245.20 

Teacher Aide 35 195.60-245.20 

Baker I 59 200.80-234.40 

Clerk Steno III 44 201. 20-253" 20 
" 

Correctional " 

Maintenance Mechanic 52 207.60-262.00 

Accountant I 12 207.60-262.00 
! 

Dental Hygienist 36" 213~60-271~0 

0 

Boiler Engineer 52 213.60-271.,20 

Cook II 60 218.00-255.20 

Training School 
36 218.09- Z,55 .20 Counselor I 

,', 

() 

ALL EMPLOYEES 

TOTAL 

4 

1 

6 

3 

2 

1 

1 

1 

2 

1 c, 

1 

2 
I) 

3 

1 

1 

1 

2 

80 

~ALE FEMALE 
""-

4 

I 

2 

2 

1 

1 

1 

2 

~\ 
II 

3 

1 

1 

56 

-36-
r:-:) 

f'J ' 
<1 

1 

6 

1 

1 

2 

24 

51 

B 

1 

.::\ ,-":"':1 

., 

'! 

2 

MINORITY EMPLOYEES 
MALE FEMALE 

A/PI NA H B A/PI NP. H TOTAL 
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WORK FORCE ANALYSIS 

ORGANIZATIONAL UNIT Maine youth Center - 2 ---------------------------DEPARTMENT Corrections 
--~---------------------

LINE OF PROGRESSION 

'f 

! 
,I 

if 

~ 

EEO WAGE RATE ALL EMPLOYEES MINORITY EMPLOYEES 
JOB TITLE CATE- OR RANGE MALE FEMALE 

GORY WEEKLY TOTAL MALE FEMALE B A/PI NA H B A/PI NA H TOTAL 
., i 

! 

Accountant II 12 228.80-292.00 1 1 :1 
J 

Tra1n1ng scnOOl J 
Counselor Supervisor 36 228.80-292.00 5 4 1 J 

Baker II ,60 232.80-274-.00 1 1 
.-c:-c:'1 

Supervisor, Grounds 
& Trans. Services 60 237.60-304.40 1 1 
Training School 
Counselor II 36 240.80-284.00 47 43 4 

Personnel Tech. I 13 246.80-317.60 1 1 
Food ServJ.ce 
Manage:r 13 256.80-332.80 1 1 

Nurse II 13 256.80-332.80 2 2 
Building Maintenance 
Supervisor 61 256.80-332.80 1 1 

Cook III , 60 258.40-306.00 1 1 
Teacher, lv1anual 
Training 13 267.60-347.20 1 1 
Training Center 
Caseworker 13 267.60-347.20 6 5 1 

\\ 
Teacher 13 267.60-347.20 17 13 3 
Vocational Trades 
Ins tructor 13 267.60-347'.20 6 6 ;; " 

Nurse III 13 279.60-366.40 1 1 
Adm1n~strat1ve 

Counselor 13 279.60-366.40 1 1 
, 

Teacher Supervi$or 13 279.60-364.00 1 1 

unit Dir~ctor, MYC ' 5 279.60-364.00 6 4 2 
--i) ·0 
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r DEPARTMENT Corrections 

EEO 
JOB TITLE CATE-

GORY 

Supv., Recreation 13 
District Supervisor 
Aft;ercare 14 

Business,Manager II 14 

Chaplain I 14 
Assistant Director, 
Cottage program 14 

Asst. principal 14 

Psychologist I 14 
Director, Cottage 
Program 6 
:u~rect:or, ttayaen 
Unit 6 

" 6 Principal 

Director, Social 
Services 6 

Asst. Snperintendent 6 

Psychologist III" 15 

Superintendent 7 

,~ ) 

{.l ~ 

R .. 

WORK FORCE ANALYSIS 
( 

ORGANIZATIONAL UNIT Maine Yo~th center - 3 LINE OF PROGRESSION 

WAGE RATE 
OR RANGE 
WEEKLY 

292.00-348.00 

292.40-385.60 

306.80-406.00 

306.80-401.20 

306.80-406.00 

306.80-406.00 

322.00-421.20 

334.00-443.60'" 

334.00-443.60 

346.40-459.60 

346.40-459.60 

356.80-474.40 

397.20-521.60 

418.00-556.40 

ft"""""ll 
!":-~_-Jl 

! 
ALL EMPLOYEES 

TOTAL MALE FEMALE 

1 1 

1 1 

1 '1 , 

1 1 

1 1 

1 1 

1 1 

1 1 

1 

1 1 

1 1 

2 2 

1 1 
" 

1 1 

" 
.. 

.. 
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MINORITY EMPLOYEES 
MAL]<~ FEMALl': 

B A/PI NA H B A/PI N1\ H 
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UNIT: Maine youth Center 

GROUP: i~ Officials/P.rlministrators 

6 Unit Director 
1 Director, Cottage Program 
1 Principal () . 
1 Director, Social Services 
2 Assistant SUperintenden.t 
1 SUperintendent * 

* Appointed Official 

Name of Protected Group 

1. Population of labor area 
2. Size of ~employment force 
3. Workforce' in immediate labor are~? 
~. "Requi;site skills in immediate labor area 
5\, Requisite skills in recruitment area 

, ~ 

6. Promotable & transferable with organization 

2ange 

22 
26 
27 
27 
28 
32 

7. Training inst:i.tutions capable of training pel\,sons 
8 •. Degree of training contractor may undertake 

Availability c· 

Comments: 

:·lale Female 

4 2 
1 
1 
1 
2 
1 

10 

Female 

~ighted requisiteskLlls and prarotable factqrs. Feeder groups II. B,C,D. 

~1inority 

% 

Minority 

(~ 

'.:, 

1\ 

Ii 

t 
W 

~ 
~'::::--: 

1 
',l 

10 

I 
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UNIT: ~.aine'You1rl1 tZenter 
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-,., """"" __ ~~""""7.,,.o':':l~.~""YiflC<;'rl-.", ••• ,.:rt., .... _,~ .. __ 

G?.C'U::: : ' II. Prbfes:~iol1a1 ?.ange' :'!ale Female '-\ ~.1inority I 
,. 

P.. Adr.ri..nistration 
., 

1 Accoillltant):I 
l' Pers0I)I1e1 Specialist 
1 BlsineSS Services r.1anager 

'l 
II 

,; 

Name of Protecte!!:.S~:oup 

1 "- "Population of ,l,abor area 
2 ~ Size of unemp19jrment force 

I, 

3. 1'7orkforce ;n imme,diate labor, area 
4. Requisite skills; .in immediate labor area 
5. Requisite skill~l ,in recruitment area .. 
6. Piomotable & "tri:lrlSferable with organi~ation 

17 
,21 
26 

7. Training institilticns capable of training person:; 
8. Degree' of train,iJng contra8tormay undertake" 

Availability' 

Coniments: 

l' 
1 

2 
'" 

1." 

9: 

Female 

.? 

% 

Minority 

0.5 

~~ighted requisite sJQ.l1.s, facf;ors. Accoillltant II may be fi1.1ed of ran Group IV 
mich aCcQunts for conSideration of" prarotab1.es. . 

, I' 
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UNIT: Maine Youth Center 

GROUP: II. Professional :?ange I :·!ale I ?e=.a2..e 

B. Teacher 

1. Teacher, Manua1. Tr:aiiting 
1.6 Teacher " 

6 Vocational Tr:ades Instructor 
1 Admin. CGunse1.or 
1. Teacher Supervisor 
1. Assistant Principal 

(~ () 

Name of Protected Grouf 
o 

1. 'PopUlation of labor area 
2. Size of ~~mploym.ent force 
3. ~lorkforce ininunediate labor area' 
4. Requisite'skills in iIDinediate' labor' area 
5. Requj;site skills in recruitment area 

21. 
,,21. 

21. 
22 
22 
24 

6., PrO,motable ~ t:rans~erable ~i th organj.zation 
7. Training in'sti tutiOns capable of"trcfining persons 
8. Degree of training contractor may undertake 

Airailabili1:;.y 

Comm.ents: 
!' ',' 

';,~ighted requisite. sk211s factors. 
, .. 'II .' I.t 

Outside hires. 

\I ,.l 
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1. 
13 3 

6 
1. 

1 1'./ 

1 

22 4 

Female 

() 

o 

:·:inori t~l 

// ,~~) 
( '-y' 

% 

Minority 
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rjNIT: Maine YoutbCenter 
,--___ --~_:','7'". ""::.-"7', ~".,.-.-,.-::'" .• -:-. -::'". - •• ~, ...... ' ;.... "I, 

,';1 
:;:;:{OCP: II. Professional 

?a;""lge ."a_e I - - ... ~-- .. - ...... _--.: 
I-~~~-+---~-------- "'---,,'---

\.', ,..--a. 

Co PSychologist 

, 1 Psychologist' I 
1 PsyCb?logist III 

Name of p~otected, G~oup 

1. popula:tion of labor area 
2'. Size of unel1lployment force 
3. ~?o~~o~ce in immediate labo~ area 
4. :Requisite" skill$ in immediate labor a~ea 
5. Requisite skills in ~ec~itment ,a~ea 

25 
31 

6. p~omotable & t~ansferable with organization 
7. Training insti tuticns capable of training per~ons 
8. Degree of ~raining cqntractor may undertake 

Availability d 

couunents: 

1 
1 

"2 

(I 

) 

o 

, % 

,Female 

I 

, 
Minority 

weighted requisite skills factor~\. ~tionwide recrui:t::m:mt area ... SJurce: of data:: 
statistical Data, of the U.S. 'lOOth Edition, p.S. Depart:nent of CC:mterce, Bureau 
of" tl1e Census. !? 

o 
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Maine Youth Center 

II,.. ProfeS's~onal 

D. Programs/Social services 

1 SUpervisor, Recreation 
6 Training Center caseworker 
1 District supervisor, Aftercare 
1 Chaplain I ,., 
1 Asst. Director, Cottage Program 

Name of Protected G~O~ 

1. P9Pulatiqn o:f;labor area 
2. Size of UI,lemployment force 
3. ~?orkforce in immediate labor area 
4. Req\1isi'te skills in immediate labor a~ea 
5. Reqw.siteskills in recruitment area -

;_ ,,\ 2angc 

20 
21 
23 
24 
24 

(, 6. 0) promotable & transferable with organization 

1 
5 1 
1 
1 

1 
8 

2 

Female 
% 

~iiiority 

II- ,-.; 

7. Training insti tutioos ~capable of training persons 
8. Degree oftrainihg cor~tractor may undertake ' 

" -..rr.;",:,;;,-+--;;,:,,;---

Avail.abili ty " 

CommentS': 
, 

. w=ighted requis;i. te skills factors. Outside hires rccst likely with exception of 
Assistant Director, cottage Program, which ±~ rccst ~ely fran I!.B or III.A. 

" H 
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n.!I'!.': Maine Youth Center 

":;?CUP : II. Professional 

E" other Professional 

1 Food service Manager 
2 Nurse II 
1 Nurse III 

I) 

20 
20 
22 

1 

pemal'=-

2 
1 

3 

1 

o 

% ,. 

Name.of Prote~ted Group' 
Femal.,!. 

% 

~ority 

1. popUlation of labor area 
2. Size of unemployment for: ' 
3. ~!orkforce in immediate 1 .ort arleabaOr area 

Requisite skills in immedl.a e 
~. Requisite ski;J.is in recruitment area. . 

. Promo~-~le, & transferable with organl.zat~o~ 
6. ~ ft' ;~g lr.ersons Training institutia'ls capable 0 '. raJ.n..... J:- " 

~: Degree of training contractor ma7 undertake 
Availability 

comments:., 'ilk 1 
' ..', " FoOd SerVice MaIla,ger. nest ' e . y . 

weighted reqUJ.sJ. te skillsfa~rs. for Nurses
1

" which makes availability unrealistic 
to 'be filled £ran CO?k III which ;l.S 100% :rra e 
for this classi;Eication. 

~44-

n 
n 
iT 

Ll 

n 
1'1 L 

cD 

tl 

n 
n 
n 
n 
.0 
U 

I 

t " 

---.------------~--------------~------~~ 

'r L 
U 
n 

'\ u 
'T1 

UNIT: Maine Youth Center 

GROUP: III. Para-Professional 

A. Tt:-aining School' Counselor 

r ?.ange I :.!ale 

" 80 Training School Counselor'I 12 
47 Training School Counselor II 
5 Training School Counselor SUpervisor 

15 
17 

Name" of Protected GroUE. 

1. population of ,labor area 
2. Size of unemployment force 
3. ~lorkforce in i~diate labor area 
4. Requisite sltills in immediate labor area. 
5. Requisite'" skills in :cecrui tment area 
6. Promotable & transferable with organization 
7. 'Training insti tuticms capable of training persons 
8'~ Degree of training ,contractor may undert¥e 

" A,vailabili ty 

If .,. 

Comments: 

56 
43 

4 

103 

24 
4(; 
1 

29 

Female 

I '. .. ,;' ,.,.,",_~ t-"lT 
-.-........... -~-.l 

2B, :INA, ill 

4 

% 

Minority 

(( 

W;ighted requisite skills '£actors. Factor 3 was used for requisite skills factors 
due to the nature of thia job, entry requirerrents,"etc. (see narrative). 

" 
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[]~IIT: ~1aine Youth Center: 

G~OUP:" III. Para-Professional 

B. other Para-Professional, 

1 Teacher Aide 
1 Dental Hygienist 

Name of Protected Group 

1. popuJ.ation of labor area 
2. Size of unemployment force 
3. ~7orkfo:r;ce in immediate labor area 
4. Requisite skills in immediate labor area 
5. Requisit~ skills in recruitment area 
6. Promotable & tr~sferable with :organization 

:::.ange 

12 
15 

7. Training institutia'ls capable of training persons 
8. Degree of training contractor may undert~e. 

"~ . 
Avail~ility 

comments: 

Weighted requisite skills factors. 
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fjNI T: Maine Youth Genter 

G~OU?: IV. Office Clerical 

1 .. Clerk 'IYPist II 
6 Clerk stem II 
3 Account C1eik I 
2 Clerk stene III 

o 

/~' 

1. popuJ.ation of labor area 
2. Size of unemployment force 
3. ~1orkforce in itmnediate labor area 
4. Requisite s.kills in immedi.atelabor area 
5. Requisite skills in recruitment area 
6. Promotable & transferable with organization 

:?a."1ge I :.!ale 

8 
9 
9 

13 
2 

7. Traini~,g institutions capable oftraininq persons 
8. Degree of t~aining contractor may unde~take 

Availability 

Comrdents: 

SUggested c1ericaf waights used. 

., 

~om-' 0 .... _ ... ~a. __ 

1 
6 
1 
2 

10 

Female 

52.4. 

:~!inori.t~l 

% 

Minority 
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UNI~: Maine Youth Center 

GROUP: V. Skilled Craft ::=-.'":_:.. ~:..:._,_ . ~~t~a~e . , "--' -- . .;. ... -,----+---.,--~-' :"!inori t.:;" -
2 Maintenance M:cha.nic 
1 Autarotive ~c 
1 carpenter 
1 Electrician I 
2 Boiler Operator 
3 Correc'aonal Mrintenance Mec:hanic 
1 Boiler Engineer 

II 

Name of Protected Group 

1. _population of labor area 
2. Size of unemployment force 
3. Workforce in immediate labor area 
4. Requisite skills in immediate labor area 
s. Requisite skills in recruitment area 
6. Promotable & ~ansferable with organiz~tion 

I 

"+1 ~'i, ,I 
12 v' 

12 
12 '\, 
12 
14 
15 

2 
1 
1 
1 
2 
3 
1 

I 11 

7. Training institutions capable of training persons 
8. Degree of training contractor may undertake 

Availability 
.:.' 

Comments: 

Waighted requisite skills factors. 
., (\ 
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UNIT: Maine Youth Center 

.3ROUP :VI. Service Maintenance 
,-

..... ,. ?a::~~ ___ . __ .. ,.. ........ 

4 laborer I 
1 Baker I 
1 Cook II 
1 B3ker II 
1 CoOk III .;, 
1 SUpv., Grounds and TLansportation Services 
1 Building Maintenance SUpervisor> 

,~\ 

n 

Name of Protected Group 

1. Population of labor area 
2. Size 'Of unell}ployment force 
3 .'~7orkforce in imIriediatelabor area 
4. Requisj,te skills in immediate labor area 
? Requisite skills, in recruitment area 
6. Promotable & transferable with organization 

, I 
I 

5 j 4 
9 I 1 

12 i 1 
14 ! 1 
17, I 1 
18 I 1 
20 ! 1 

10 

I 
1 

I 
I 
J 

I 

I 

7. Training., insti tutions capable of training persons 
8. Degree of tr~ining contractor may Undertake 

Availability 

Comments: 

Female 

......... ' .' '--1' 
- ---. - - - -.t 

lB 

\' 
Minority 

VEightec;i requisite skills factors ?ue to skills reqtti.red. Availability inflated 
due to J.Ilc1usion of Iaborer in thi~ group~ ,., , 

(I 
~: ) 

0 -LIp 
(. " 

0 

, 

0 

(, 
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Maine Youth Center 

EEO DATA SUHMARY 

A B C 

I 
l. 3. Curren Period Data as ofl ~k .' 
EEO-4 All Minority Employees Determination of Underutilization 
CA'l'EGORY • Emolovees • Hale • Female Minori t;y • Fe_Ie 

• 41 

.. .. 

~.31~~. '1S116F7' ~~ 2. Job Group 5 6 ,'IE ~ lC 11 12 19 (20 21 22 
..... ~ --

j ..: • . . 
" 

d 
I • 

~ i 
i'll • .::l :-

I U 11 I ~'i j ~ !i i ~ t-4 

~ i i j 
~ 

I 11/ I u 

S ~ ! ! 1a i ~ 
r.. ; III ~ iii lUi 011:. 

I. Official/Admi fOl. /D 61. 0 • of 'J //,., , Ig 
" 

II. Professional 

A. Admin. 3 ~ / 0 ,g ~ 33.3 v; ~' 
B. Teacher p~ ~ J{ KJ " .B ~ ILl> ~ 9 
C. Psychologist ;J, Q ti ~: '" IJ 0 Pj I~ 

;0 g (;L 0; .g 11 ~ 91. W D. Prog/Soc.svc .5 

E. Other Prof. I / .3 0: ,f V 7S'" ') 'J 
III. Para-Prof. 

A. TSC ~ 4:13 p9 Il. I / ~~ .f IJ ';)/.9 1- ilJ .' 

B. ath. Para-l'r / / 0; I~ Ig /Ol) ~~ ~ 
IV. Off. Clerica /J- ~ /0 (); ., fI ,3.3 ~ 19 , 

'~. 

II 
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D 
Future Period from: 
Job Openings to be filled 
Anticipated as To 
a result of To be filled by 

2 24 25 26 2.1 28 29 30 31 32 
-.,~ 

1:1 
0 ,. III fI, 

I ~ i ~ 
III 6 M 

~ 

J 
fl ' ~ # iii 

.J j • • 1 !i J I # 
.~ A!' II :! 
.. 

0 0 

- . kJ 0 

I I / / 
0 0 

~ ~ Ol. OL 
() 0 

9 9 y s 9 
0 0 

1 / I I 

," 

E F 

Goals pack 
Minority/ Up 
Female ... 

.3i
34 3' 3'3~~1 3 40 

. 
III 

~ 
1/1 

1 tl Il iii • 11/ 

~ it : 1 :a ~ 
~ ~ J Ii ! 

f~ 

. , ,I if; 
/ 1'1 ~, '7 
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i/5 9'5 f~. 
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Target 
Year 
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Maine Youth Center - 2 

A 

1. 3. Curren 
EEO-4 All 
~TEGORY • EmPlovees 

" 
2. Job Group .4\ 5 6 

j .-I 

~ QJ 

i ~ .... 

IJ. Skill Craft II /7 
" 

~I. Svc. Maint. 
1--:-

/0 /0 
" 

C> 
, 

,I ;.,;.' 

/' 

&EO DATA S~Y 

B C 

I 
Period Data II.S of. ~ J 
Minority Employees Determination of Underutilization 

• Male • Female......... Minority • Female 
~ . ~.. ,. 

~,3J~~ .. , 'l511~F1 I ~ l( '11 12 11 19 ~o 21 22 
.... -

j 1-1 I ., • 
I'M 

'. , II , 
I • II • j 

" n ~ U .-I 

"" 11 {) 8, 

I J. 
'i 

~ ~ J ,~ ii H 

! 
H ,I j ! ~ 

g., .1 I~ .. 
illS, iil .~ ..c ~ ,21 

0 .,3 111 0 r'i , 
I .'l) ., AJ lJ r.; lj' 

. v, . 
, 

" 

: 
: 

: 

: 
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. 

: 
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D 
FUture Period from: 
Job Openings to,be filled 
A1Iticipated as 
a result of To be filled by 

23 24 25 26 27 28 29 30 31 _ ......... 

B 113 II 

1J 8 I " 6 IQ 

~ ft 

i i 1J iil 
,j 

.. 
I 'iii ~ J I .... 

'f, ., &! .1 ' '~(-" 
, / 
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0' 0 
() 0 
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E F 

Goals ack 
Minority/ Up 
Female , 

~i 3~ 3' 3i3~;1 3 40 

il H ~ 1 
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Target 
Year 
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WORK FORCE l\NALYSIS 

'I 
" 

Corrections ORGANIZATIONAL UNI~ Maine correctional Center LINE OF ,PROGRESSION DEPARTMENT 
~~-----------------------

EEO WAGE RATE 
JOB TITLE CATE- OR RANGE (, ! 

GORY WEEKLY 

Clerk Typist I 43 166.40-204~00 

Clerk Typist II 43 177.20-219.20 

Account Clark I 43 181. 20-224.80 

Boiler operator 51 195.60-245.20 

Clerk Typist III 43 195.60-245.'20 

Baker I 59 200.80-234.40 

Storekeeper II 44 "- 201.20-253.20 
" 

Secretary 44 201.20-253.20 
Laundry 
Su~ervisor I 59 206.80-240.80 
Correctional " 

Maintenance Mechanic 52 207.20-262.00 

AccountaJ;3t II 12 228.80-292;,00 

Boiler Engineer 52 213.60-271. 20 

Cook II 60 218.00-255.20 
Correctional 
Officer I 28 218.0~-255.20 

L.P.N. 20 220'.80-281. 20 
ABs~stant Class. 

0 

Rehab. Office~ 12 220.80-281. 20 
Ma~nt:enance 

Mechanic. Foreman 52 228.80-292.00 
AuromOC1ve 
Mechanic Fore~an 52 ~18.80-292.00·1 

'\ 

[-~ ... , .. ~. c 

o 

o 

ALL'El-1PLOYEES 

TOTAL MALE 

2 

3 

2 

2 

2 

1 

1 

1 

1 

5 

1 ., 

1 
" 

7 

92 

1 

1 

'"=l",,,, 

1 

2' 

1 

1 

" 

c 1 

5 

1 

1 

7 

79 

.-

C""""lI 
I < 

1 

1 

1 

n 

Fm.1ALE B 

2 

3 
" 

", - "II 

,~r~', ( 

2 

'~ )) 

1 / 
!) 
~ 

,.:-: 

) 

I.." ... 

t: ') 

13 

1 

MINORITY F~PLOYEES '~ 
\\ '. 

MALE FEMALE }I 

A/PI NA H B A/PI NA . H 

" 

( 

0 

C. 

I, 
c;-

(: 

.~ 

",-, , 

i 

.... 

~---

TOTAL 

-, 
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WORK FORCE ANALYSIS 

DEPARTMENT ___ C_o_r_r_e_c_t_io_n_s ______________ __ ORGANIZA~IONAL UNIT Maine Correctional Center - 4 LINE OF PROGRESSION 

EEO WAGE RATE ALL EMPLOYEES MINORITY EMPLOYEES 
JOB TITLE CATE- OR RANGE MALE FEMALE 

GORY WEEKLY TOTAL MALE FEMALE B A/PI NA H B A/PI NA H 
Correctional 
Trades Instructor 12 232.80-274.00 10 10 

Nurse I 12 237.60-284.00 1 1 
correctional 
Officer II 28 240.80-284.00 19 16 3 
Human Services 
worker I 13 246.80-317.60 1 1 
plant Maintenance 
Engineer I 13 246.80-317.60 1 1 
Correctional Trades 
Supervisor 12 255.60-304.00 1 1 
FO'od Service 
Manager 1'3 256.80-322.80 1 1 

" 

Nurse II 13 ,256.80-322.80 1 1 , 

Correctional 
Officer HI 29 256.80-322.80 7 7 -
Cook III 60 258.40-306.00 1 1 
Vocational ( ~-~ 

Trades Instructor 1.3 267.60-347.20 10 8 2 
Class1ticat ion 
Rehab. ,Officer 13 267.60-347.20 1 1 

Teacher 13 267.60-347.20 4 2 2 

Counselor 13 279.60-364.00 1 1 
Supervisor, 

0 Recreation 13 .~) 2 92 ~'OO-348.00 1 1 c 

Chief security' 6 292.40-385.60 1 1 ! 
.-

(", " 

Probation parole 
Officer I 14 298.00-385.20 1 1 
Business 1 '.' 

Manager II 14 306.80-406.00 1 1 
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WORK FORCE ANALYSIS 

.. ' f 
" ) 
~ 
II 
I 

DEPARTMENT _____ Co_r_r_e_c_t_i_o_n_s __________ ___ ORGANIZATIONAL UNIT Maine Correctional Center - 3 LINE OF PROGRESSION 

, 
EEO WAGE RATE /. ALL EMPLOYEES MINORITY EMPLOYEES 

JOB TITLE CATE- OR RANGE MALE FEMALE 
GORY WEEKLY TOTAL MALE FEMALE B A/PI NA H B A/PI NA H TOTAL 

Chaplain I 14 306.80-401.20 1 1 

Teacher/Principal 14 322.00-426,.80. 1 1 

Chaplain II 14 322.00-421.20 1 1 
/ 

" 

> 
~ 

Asst. Superintendent 6 356.80-474.40 3 3 
I' 
11 
.( 
( 

Superintenden t 7 401.60-534.00 • 1 1 I 
I .. 
A 
" ,. 
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UNIT: Maine Correctional Center 

GROUP: I. Officials/Administrators P.ange ':·1o.1e' .; e~.a.le :::':it.)rity 

1 Chief of Security 
3 ASsistant SUperintendent 
1 Superintendent 

23 1 
28 3 
32 1 

5 

% 

Name of Protected Group Femr.i1e Minorit1 

1. Population of labor area 
2. Size of unemployment-force 
3. Workforce ininunediate labor area 
4. Requisite skills in immediate labor are~ 
5. Requisite skills in recruitment area 
6. Promotable & transferable with organization 
7. Training institutions capable of training persons 
8.\, Degree of training contractor. may undertake 

Availabili ty' 

Conunents: 

52.4 
48.3 
4SJ, 
25.0 
25.0 
N7A 
25.0 
N7A 
33.0% 

O~5 
1.5 
-(J.4 
0.3. 
0.3 
N7A 
0.3 
N/A 

.41% 

veighted requisite skills factors. Entry into group rrost likely from within­
Corrections, but not necessarily M:C. '!he only exceptidn is Chief, Securi t-.t fran 
CO III class which is 100% male. 

" 
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UNIT: Maine Cm:rectional Center 

GROUP: II. Professionals 

A. care/Treatnent 

1 Nurse I 
1 HuIrBn Service WJrker I 
1 Nurse II 
1 Counselor 
1 Chaplain I 
1 Chaplain II 

Name of Protected Group 

1. population of labor area 

Range 

18 
19 
20 
22 
24 
25 

2. Size of unemployment force 
3. '~7orkforce in immediate labor area , 
4. Requisite skill~ in immediate l<!lbor area, ~\' 
5. Requis i te skills in recruitment area 
6." prQmotable & transferable wi th organ~z~tion \\' ',.1!~ 
7. Tra,ining institutions capable of tral.nlllg pel,\s9!lS 
8.. Degree of training contractor may undertake . 

~vailc;bility 

comments: 

~1ale' Female i Minori ty _~I 

1 

1 

2 

1 
1 
1 

1 
<"--

4 

% 

Female 

~\ 

1:-

% 

Minority 

reighted requisite skills factors. outside hires nost likely. 

1.',' 
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. U~IT: Maine Correctional Center 
, 

::;,<OUP ,: II. Professional 

B. Programs 
. \\ 

10 Correctional Trades Instructor 
1 Asst. Class. Rehab. Officer " 
1 Correctional Trades SUpervisor 
1 SUpervisor, Recreation '. 

10 Vocatipnal Trades Instructor 
1 Class. Rehab. Officer 
4 Teacher 
1 Teacher/Prmcipal 

Name~ of Protected Gro~ 

1. Population of labor area 
2. Size of unemployment force 

/:.-' 

3. ~7orkforce in immediate labor area 
4. Requisite skilIs iti' tmmediate labor area 
5. Requisite) skills in recruitment area 

, 

6. Promotable & ~ransfera~le with organization 

P.ange 

14 
16 
18 
20 
21 
21 
21 
25 

7. Training institutions capabJ,e of training persons 
8. Degree of ~rainiilg contractor may Undertake 

Availability . 

Comments: 

,~·lale 

10 
1 
1 
1 
8 
1 
2 
1 
--
25 

\t '. 

Female 

2 

2 
--

4 

.Female 

, Minority 

% 

Minority 

i 1,1_ -=':=-==---l~~'----

waight~, ~si~e skills faptors. Consideration given prarotables factors since 
sore classif~cations could carre fran Gr<:)~p~ IV and v. 
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UNIT: Mrine Correctional Center 

GROUP: II. Professionals 

C. Other Professionals 

1 Accountant II 
l Plant, Maintenance Engineer I 
1 Focxi Service Manaaer 
1 Probation Parole Otficer I 
1 Business Services Manager 

Name of Protec~ed Group 

1. p'opulation of labor area 
2. Size of unemployment force 
3. ~!orkforce in iIranedia-qa ·labor area 
4. Requisite'skills in immediate labor area 
5. Requisite skills in recruitment area. 

F.ange 

17 
19 
20 
2C i 

26 

6. Promotable & transferable with organization 
7. Training ,institutions capable of 'train"-ing pe~sons 
8. Degree of training contractor may undertake 

Availability 

Comments: 

V'Sighted requisite skills factors. 
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=·lale I Female ' Minority 

1 
1 
1 
1 
1 

5 

Female 
% 

Minority 

" 

n ! I 
I n ., 

I 
I 

U 
!, 

I 
I 

U 
r 

B 
n 
-0 

~ !l 

fl 
p t 

n 
n 

i 
I 

11 
i 
J 

I 
n 
n 
n (; 

~ 

n 
n 

<) 

U 

""1 i ' f.' .1 
~ 1 I l. , 

t) '\ 

l~ 
r 

rn r' " .,1 

F; 
.. ,j 

f1l 1 ; Ii tJ 
') 

[1 
r1 
FltR ..... 

t . 
11 

~ J.; n 
Ii it 
1;'! 

~ i 
; ,,' 
i "' .. 
~ 

'f n f1 

t
J [f j 

!{ 
1% 
Ie n 
\1 

j n ;j ,. 
J 

t n j 
~ 

fl 

I ~l 
J fl·, 
J r 'r .! I 

f r1 

I" I 
lin tl ' 
n ," 
r. n ,~ ., 

d 
o ti n 
tl·· 
~~~ 

--------~- -------------------=------- ------~------------- - -

UNIT: Maine Correctional Center 

GROUP: III. Technicians' ?.ange ~'lale( I Female :""S1inority 

1 LPN 16 1 

Name of Prot.ected Gro\lp Female 

1. Population of labor area 
2. Size of unemployment force 
3. ~lorkforce in immediate labor area 
4. ~quisite skills in immediate labor area 
5. Requisite s~lls in recruitment area 
6. Promotable & transferable with organization 
7. Training, institutions capable of training pe~sons 
8. Degre~ of training contractor may undl?rtake 

Availability r, 

Comments: ' 
\' 

n~ thi',· ' , II 1 ' =cause s ~s a slllg e incuItU:Jent. Em category, it does not constitute a 
s~~tical1y~ignificant group. No availabillty analysis was conducted nor 
P..J.rUlg goal established. " 

,:;. 

() 
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UNIT: Maine Correctional Center 

GROUP: IV. Protect.i ve $erVices 

92 Correctional Officer I 
19 Correctional Officer II 

7 Correctional Officer III " )J 

(\ 
~./ 

,I.] 

12 
15 
2EJ 

79 
16 

7 

102, 

Female 

13 
3 

16 

Minorit:{ 

Name of Protected Group 
% 

Female 
\, 

52.4 

% 

Minority 

1.. Population of labor area 
2. Size of unemployment force 
3. ~10rkforce in immediate labor areai' I 
4. ~quisite Sikills in immediate lab6:r"area 
5. R.e~site skills in recruitment area 

, 6. PromotalJle & trans fe.rable with organization 
7. Tl:;~ning insti tutians capable of training persons 
8 '\r'O~greeof training contractor may undl?rtake " 

Availability ~ .. 
o 

'<I 
/ 0 

Con'fItlen ts : au' 
We~~ted ~±te skil~s fc:ctors. Ef,1t"tY into group frqn ou~ideo Requisite 
,skills factors ,are CCiPbl.l'la,p.on of prdtec:tive services statistics received fran the 
Manpower ~s~ch Division <;>£ Manpower Mfa'] rs and ~Fkforce factor due to ha~e 
of the"posl.tion (see naxrao.ve) • ' '" c, D 

/, 
',} 
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Mrlne Correctional Center 
\) 

UNIT: 

\ 
GROUP: t"V. Office Clerical 

2 Clerk ~~ist I 
3 J~lerJs~ Typi~t II 

. 2 \~~iiiit Clerk I 
2 "Clerk Typist. III 
1 Secretary rl 
1 Storekeeper"'II 

if 

Name of Pro~cted Grou~ 

L Popul~;f!ion of labor area 
2. Size of unemployment force 
3. ~1orkforce in immediate labor area 
4. Requi~ite skills ~ immed±:).te 'labor area 
5. Requisi:te skill So in recruitment area 

:Range 

\\ ,5 
8 
9 

12 
13 
13 

6. Promotable & transferable with organization 
Train,ing institutions capable of training persons 
Degree of training c~nt)actor may undertake 
A~ailability 

7. 
I) 8. 

( " (! 
\\ 

Comments: 
~, 

SUggested clerical weights used. 

\i 

1\ 0 

-61'" 

:;Iale 

1 

Female 

2 
3 

',' 2 
2 
1 

10 

Female 

, 

'..:' 

j) 

~·linority 

% 

Minority 

\~f_~",=","_-+_="",";"" __ 
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UNIT: Nerine Correctional Center 

GROUP: VI. Skilled Craft . :.cl\q-= :"1._.': t ~ smale .':.:...:..}r:" ty 
----~~~- "~, --------~------~--I 

2 Boiler Of,erator . 
5 Correctional Maintenance Mechanic 
1 Boiler Engineer 
1 Mrintenance ~c Foreman 
1 Autaroti ve Mechanic For~m:m 

\J 

Nama of Protected Grou~ 

1. population of' labor .)area 
2. Size of unemployment force 

c 

3. ~1o:r:kforce in immediate labor al:'ea 
4. ~site skills in immediate labor a,rea 
5. F~quisite skills in recruitment area (/ 

12 
14 
15 
17 
17 

6. ~omOtable & transferable with organization 
7. II Training instituticns capable of training persons 
8 • Degree of" training contractor ,may undertake 

Availability (/ 

C!D 

Comments: 
(~~, 

W:ighted requisite skills factors. 
o 

'"""'""-"';'''''''''''-~''''·~''~~·''''''''-~'tJ) 
!~! ! ~l 

-62-

"j, 

I 

2 
5 
1 
1 
1 

10 

o 

I 
I 

Female 

1:'1 

,r; 

j 

% 

Min~rity 

Ii' 

(. ), 

n 
p 

i 

n 
n 
n 
n 

,n 
f

~' 

i , 

r
'·l 

~ t 

~1 

[1 

Or" 
o 

f! 

----~-----~~ ~-----

17 

UNIT: Maine Correctional Center 

GRqUP: VII. Service Maintenance ~------~--~.~.,~=---~-~~~--~--~ :r<.ange :1ale Female! ~1inority 

1 Baker I 
1 laundry SUpervisor I 
7 Cook II 
'1 Cook III 

Name of Protected Group 

Ii 
() 

1. Population of labor area 
2. Size of unemployment force 
3. ~1orkforce in immediate labor area 
4. Requisite skills in immedia5e l~or area' 
5. Requisite skills in recruitment area 
6. Promotable & transferable with organization 

= 

,,9 
10 
12 
17 

I) 

07.-' Training insti tuticns capable of training persons 
8. Degree of training contractor may undertake 

Availability 

" Comments: 

# 
W=ighted requisite skills, factors dtle to skills. required. 

.' a 

o 

<") 

IJ 0 

,r _'{.! 

10 ''0'' 

Female Minori~,z. 
0 

52.4 0.5 
48.3 1.'5 
4.5.3 0.4 
62~,2 0.6 
02.2 0.6 

N/A N/A 
,62.2 0.6 " 
N7A N/A 
57.2% .6% 

,,," 

() 

\\ 
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Maine Correctional Center 

A 

1. 3. CUrren 
E\lO-4 All 
CATEGORY • anployees 

2. Job Gr~)Up ,,4 5 6 

j ~ • 
~ It 

" 
.... 

I. Offi~hlfAQmi~ 5 .5 

II. Professional 
<:: 

A. Carp/Treat 6 02. .y 

B. Programs ~9 ~5 .y 

c. Other Prof. 05 S 

III. Technicians I I 

IV. Protect Svcs '1g 1&2 lIP 
V. Off. Clerical 1/ I 10 

VI. Skill Craft /0 ID 

VII. Svc. Maint. 10 /0 
;:: 

EEO DATA SUMMARY 

B c D 

I Future Period from: 
Period 'Data as of: IJ Job Openings to be filled 
"Minority ElIIployees Deteraination of Underutilization Anticipated as, 

• Male • Female......... Minor! ty • Female a result of To be filled by .. .. 

~.31~~" 151 l6F7 1 ~. 
. ' 

, E ~ Ie 11 12 19 ~o 21 22 2 24 25 26 27 28 29 30 31 
·-fJ - r- _ .. 

, ~ .: '" '" ': 6 ~ II 1/1 

J I '" ~ i'tt <II . " 
,) ~ s I 

1/1 6 til 

~ U ..t' 

d 
~ 

~ ' .. ~ i 

I I ~ i j :I 41 

~ IH i I ~ u i .I( H 

j j ! I j is u 

~ ~ Il'. S "i • :!i :i a • J .' t, . .1 ii :z: iii ~ «1 ,~ 

0 '1'/ !I 0 ~ .~ '[0' 0 
0 

0 '7 Y "., ~ ~J 0 0 
,0 '7 fJ /3.' ~ 'J I / / / 

0: '8 IJ 0 ~ y I / / / 
I 

; 

0: "1 lJ V3.5" ~. , V rz 7 / 6 7' 
0: 'f, 
~ 'J 90.9 ~1 ~ / I I / 

Oi '.3 Ij 0 ~ , , 
'0 0 

>"'~ 0; ., ~ 0 ~J ~ 0 0 -, - , 

: 
,.I 

: 

:~ 

! 
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Goals BlIck Target 
To Minority/ Up Year' , 

Female . , 
32 ~i 34 3~ 3i

3+ 3 40 41142 
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VI. AFFIRMATIVE ACTION PRCGRAM GOALS Al9D OBJECTIVES 

A. Selection Procedure 

Probl~ statefu:nt: 
, 

The selection procedures for the non-ccmpetitive positions wifr..in the 
~part::nent have not been in conpliance with BED/M' selection standards. 
.Accurate, up-to-date job descriptions have been, in sane instances, non­
existent. Problems have been identified in screening, testing, interviewing, 
and final selection techniques. 

Goal: 
';" 

'lb assure that all phases of the selection procedure for institutional 
entry-level positions are objective, job related, and non-discriminatory by 

. developing and irnplenenting a carprehensive/consistent selection process for 
entry-level positions in each correctional institution. (~vithin FY 83) 

Objectives: 

1. To asSE'>..ss current selection 'process/;:;tandards for Maine State Prison 
(Guards), Maine Correctional Center (Correctional Officers), and 

Maille Youth Center" (Training School C~elors). '(By October 31, 1982) 

2. To coordinate implercentation of revised procedure, involving institutions 
(administration, personnel, and training), Department' of Personnel and 
Central Office (personnel/affirmative action), to do job task analysis, 
revise job descripq.ons, design ,appropriate/justifiable testing 
mechanism(s) arrl necessary tools/forms for the selection of entry-level 
positions in correctional facilities. (By Decenber 30, 1982) 

3. To syni:hesize all informational materials/forms into selection rnan~s (3): 

. - Maine State Prison Guaid Selection Manual 
- Maine Correctional Center Correctional Officcrc Selection M3nlJal 
- M4ne Youth Center Training School oCotmselors selection MantEl 

(By January 317 1983) 

4. To evaluate procedure(s) 12 nonths followirig'the irnplew.:ntation of 
hiring procedures, detennine scoring standards, and m-"lke necessary 
revisions. 

5. To rronitor the selection process of the entry-lelfel positions within 
all institutions, identifying arw problem ~' and naking necessaxy / 
appropriate changes. (Ongoing) 

B. OpportuniUes(Equal. Employment 

Problem Staterrent: 

Corrections has, historically, been a male-daninated system; ferrales 
continue to beunderutilized and, perhaps, subtly discriminated against, 

-65-



\1 

~ .. 

'~, 
, + ,,''<' ,..;c',c:.',;:,,-:;,:·,>:'"'C"'·> 

i( 
\, 

G 

n 
n 
0\ 
nl 
n 
B 
n 
n 
p, 
J 

n 
n 
n 

it 

( I 

I I 
'I ); f I 

f I 

!f 

particularly in pronotions and assign:rrents. Different barriers thwart 
pdsi tive change, thereby limiting employnent opPOrtunities. 

1. Organizational barriers - policies/practices/persormel systems/ 
,.ccmnunication. .. 

2. Interpersonal barriers :... attitooes/values/expectati.o~/stereotypeso 

3. Intrapersonal barriers - attitudes/behaviors/self-images/educatian. 
" 

BeyOnd this, the value conflict between the iIwates' right to privacy 
and the errployees' right to equal errploynent/fair t:rea:tnent continue to 
surface. Judicial rulings (and interpretation of these) playa significant 
role in employrrent decisions wi thin Corrections. 

Goal (l): ", 

'Ib assure ~ enployrrent ~Jrtunities (recruitment/hiring/'M:>rk assigrment/ 
prc:m::>tion) for waren in corrections through a proc~s of assessnent/research/ 
dialogue. and develo};!IeIlt of a carprehensive correctional career ladder. 

Obje=ctives : 

c 1. 'Ib ~tabli~ an Equality/~rtunity in Co;recti,\"DIlal EinploYlren~ 
Corrmittee Wl.th representatives from the Maine Youth Center, Maine 
correctiorlal Center, M=ri.ne state Prison, Probation and Parole, Juvenile 
Court Intake and Personnel. (By October 31, 1982) 

The CormIittee will have the following responsibilities: 

·a. Survey/assess correctional ercploynent relative to equalitY/ 
opportunity, identifying problem areas withih the system. 
(By March 15, 1983) (, 

b. Provide fo:r:ums for dialogue/definition of M/EEO areas of need. 
(By March 31, 1983) 

<;:. Research the existence of nobility/career " ladders already established 
''1 within other state systems. (By April 30, 1983) 

d. WXk in conjlmction with persannel at Maine Criminal Justice AcadeIT\Y 
and the University of "Maine System, to d~sign a correctional career 
develo.r;::nent plan, which will afford correctional enployees opporL-unities 
for tra..inipg, edu.cation., (credit), and advapcenent. (There is 
a possibility that grants may be, sought for this proj~t.) 
(By June 30 I 1983) 

Goal (2): 
c· 

'Ib overcane resistence to change by enabling increased knowledge/awareness 
, through training/education,conmunication and counseling. (Within FY 83) 

\1 
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Objecti,. ves : 

\\ 

1. To provide training/education in, AA/EEO areas, focusing alten:ately 
on knowledge (issues/policies/procedure), attitude (stereotypmg/ 
value systems), and behavior (standards/expect;ations) to all 
departrrental eIr(ployees. (At least 20 sessions ~ FY 83) 

2. To provide individual counseling regarding AA/EEO !?robleros/issues, 
policies/procedures, behavior/perfonrance expectations a.'1¢l oi;her 
related concerns to departrrental enployees. (Ongoing) 

3. To periodically disseminate infonnation regarding M/6EO matters and 
related issues through department.a1 comnunications channels. 
(At least bi-uonthly) 

(\ 

./ 
) 

I) 
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VII. AFFIRMATIVE ACrION RESPCN$IBffiITIES 

F-_. Guidelines 

In irnpl~ting its Affinrative Action Plan, the· Department will follow 
Federal EEO guidelines regarding sex, religious and national origin , 
discrimination and the ~loyrrent guidelines of the Maine Human Rights 
Ccmnission. In taking affirrPative action for Vietnam Era veterans and 
disabled veterans, the applicable Federal regulations will be followed. 

B. Expanded Register 

In accordance with Departrrentof Personnel Bulletin 8.14 (see Apwooix J), 
as referenced to Chapter 8, Section 5, Personnel Rules, 5 M.R. S.A., Chapter 65, 
Code of Fair Practices and Affirmative Action, the Departrrent of Corrections 
will carply with these guidelines which allow the ~ion of certification 
lists for affinnative action purposesG 

C. Handicapped Employment 

'1b assUl:e that qualified handicapped individuals have equal enployrrent 
opportunities, the Departrrent of Corrections, in accordance with the 
Rehabilitation Act of 1973 (and the subsequent 1978 anendrcents), in particular 

, Sections 503 and 504, and its own Affinnati ve Action Policy, establishes the 
following procedure: 

Current Employees: 

1. The Affinnative Action Officer shall cond.uct a survey, inviting any 
enployee of the Departrrent to identify himself as a TIandicapped 
individual or as a Vietnam Era or disabled veteran. (Refer to 
Appendices F and G.) 

a. Each' case involving a handicap will be reviewed. individually by 
the AffLvmati~ Action Officer. 

Considerations: 
1) Physica1/rrental requirenents of the particular job. 
2) S¢ety/security of clients, staff, and general public. 
3) Handicapped individual! .s limitations. 
4)"Adverse irrpact on errployrrent situation • . , 

b. ~e Affinrative Action Officer will confer with the appropriate 
resourse person, relative to the particular handicap. (RefI'3I' to 
Appen:1ix H.) 

c. 'Ihe Affirrrative Action Offio=o..r, individual employee, enployee's 
supervispr and other appropriate personnel will determine whether 
any reasonable acccmrodation should be made/nodified or whether such 
accanmxlatiorts would impose an undue hardship on the Depart:m:nt. 

Prospective Elnployees: 

l.~y applicant for errployrrent (non-canpetitive positions) within the 
Department, will be invited to identify his disability. (Refer to 
Ap~ H and "Expanded Register" section.) 

'\1 
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2. "Revised" (See AA Goal #2) hiring procedures (including the medical 
infonnation/physical examination policy - Appendix I), will be 
followed for all applicants, with the provision that special testing 
conditions will be arranged when necessary. . 

3. When a dete:r:mination is made that a disabled person is a qualified 
candidate for errployrre.nt, the Affinnative Action Officer should be 
contacted and considers the following: 

a. Physical/rrental requirerrents of the particular job. 
b. Safety/security of clients, staff, and general public. 
c. Handicapped individual's 1m tations. 
d. Mverse irrpact on ernployrre.nt situation. 

4. The Affinnative Action Officer will confer with tlJ.e appropriate resource 
person, relative to the particular handicap. (Refer to Appendix H.) 

5. The Affinnati ve Action Officer shall provide technical assistance to 
personnel officers in assuring that any decision regarcling hire 
(possible reasonable accomrodations) or refusal to hire shall be 
non-discrirninatory • 

Affinnative Action Grievance Procedure 

Einployees in the Pepa.rt:rnp..nt are co~ed by union contracts with specific 
grievance procedures. In discr:irnination carplaints, h~, enployees have the 
option of following :the union griewn.ce procedure or the discrirn:i.l'lation 
corrplaint procedure (see Appendices ~ and D) or both. '!he discriroination 
corrplaint procedure is also available to applicants and probationary errpl'Oyee5 
who are not covered by the union contracts. 

In sexual harassrrent canplaints, it is urged that resolution be attempted 
at the lowest possible level within the institution or field service unit; 
the Affinnati.ve Action Officer will l)rovide whatever assistance is needed. If 
an investigation is deemed neCessary, the Sexual Harassment Investigation Form 
(see Appendix E) may be used. 

THE AFFIRMATIVE ACrION OFFICER IS AVAILABLE TO ANY AND ALL EMPIDYEES 
TO ANSWER QUEsrIONS AND PROVIDE CCl.JNSELING IN MMTERS OF DISCRJIvITNATICN 
AND/OR SEXUAL HARASSMENT. 
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VIII. AUDIT/REPORTJNG SYSTEM 

Collection. of infonnatic;m regarding hiring, te:r:mination, prarotion 
and transfers Wl.il be done V1.a IIDnthlyreports (workforce analysis) from the 
institutions. ~onnation will be processed through the State Data Anal:ysis 
Cen~e:r' through whi~ data can be sorted and any statistics regarding personnel 
action can be retrJ.eved. 

Contact: Steve W:xJdard, Director 
State Data Analysis Center 
c/o Department of Corrections 
Station #111 
State Office Builcling 
Augusta, Maine 04333 

Tel: 207-289-2711 
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IX. ANNUAL UPDATE 

This FY 83 Affinnative Action Plan is a first for the Depari:Jrent of 
Corrections (established September 18, 1981). In the interim,· this Department, 
has tedhrLically been uncier obligations to the Affinnative Action Plan, 
Depari:Jrent of M:mtal Health and Corrections, May 1981.. However, many of the 
AA goals outlined in the DMIK:: plan were construed as either unrealistic or 
nebulous relative to the perceptions and priorities of the current 
correctional administration. 

Therefore, it is believed that to atterrpt a formal "update" at the present 
t:irre would be both difficult and inappropriate. It should be noted, however, 
that many positive AA/EEO efforts have been made in the past 10 nonths and 
these are referenced throughout this plan. 
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AFFIRMATIVE ACTION RECRfJI'IMENT SCURCES 

vbmen I s Organizations 

Maine AFL-CIO W:mEn I s Caucus 
499 Washington Avenue 
Portland, Maine 04103 

Mrine Civil Liberties Union 
97 Exchange Street 
Portland, Maine 04101 

Maine Nurses Association 
W:stern Avenue 
Augusta, Maine 04330 

Maine TeaCher I s Association 
W:::m:m I S Caucus 
35 e0!!lllllni ty Dri V'E;~ 
Augusta, Maine 043:!O 

National Secretaries Association 
1 Highland Avenue 
Lewiston, .Maine 04240 

National Organization for W::m1en . 
64 Second Street 
Hallowell" Maine 04347 

N.O.W. 
348 Ohio Street 
Bangor, Maine 04401 

Orono Women I S Center 
Fernald Hall 
University of Maine at Orono 
Orono, Maine 04473 

University Warren I s Forum 
94 Bedfom Street 
University of Maine 
Portland, Maine 04101 

Warren I S Resource Center 
YM::A Building - 17 Second Street 

,Bangor, Maine 04401 

MaineM=d.ia W:tren 
252 Foreside Road 
Fa1Ircuth, Maine 04105 

Older WJIren I S Liberation 
64 Oakhurst Road 
Cape Elizabeth, Maine 04107 

Wc:man I s Center 
W:stbrook College 
W:stbrook, Maine 04092 

camd.ssianer for W:men 
State House 
Augusta, Maine 04333 

Minorfty Organizations 

Franco-American Gerontology Program 
University of Maine - Presque Isle 
Presque Isle, Maine 04769 

Centrado-Frano Arrerican 
Turner Street 
Auburn, Maine 04210 

Franco-Arrerican Gf>..rontology Program 
Bangor camnmity ~llege 
Bangor, Maine 04401 

FranCO-AIr.erican Program 
Bangor M:mtcp. Health Institute 
Bangor, Mairt~~ 04401 

"\\ 

Central Maine Indian Association 
Indian Reservation Center 
93 Main Street 
Orono, Maine 04473 

Penobscot & Passamaquoddy Planning Board 
173 Main Street 
Calais, Maine 04619 

Tribal Governor I s Inc. 
Indian Township 
Princeton, Maine 04668 

Association of Aroostook In:lians 
One Bc:mloin Street 
Houlton, Maine 04730 

PenobscOt Tr:ilial Council 
CAP 
Imian Islam 
Old Town, Maine0446R 

Wabanaki Alliance 
95 Main Street ~ 
Orono, Mai.rie P4473 

I 
!- I 
r :: 

DepartJrent of Indian Affairs 
82 Main stree't 
Houlton~ Maine 04730 

Passamaquoddy Tribal Council 
CAP 
Pleasant Point 
Perry 1 Maine 04667 

Portland Area NAACP 
Green MerrDrial AME 
Zion Church 
46 Sheridan street 
portland, Maine ~04103 

Student organization for Black 
and Hispanic Unity 

Coly College 
Robert I s Union , 
Waterville, Maine 04901 

Afro-AIrerican Studies Program 
13oVrloin College 
Brunswick, Maine 04011 

'Agencies on Aging 

Ai"oostook Reg. Task Force of Older Citizens 
457 Main Street - Box 1288 
Presque Isle, Maine 04769 

Central Senior Citizens AssociatioIl; 
Box 484 
Augusta, Maine 04330 

Easte:m Task Force on Aging 
153 Illinois Avenue 
Bangor, Maine 04401 . 

western Older Citizens Council 
105 Main street - Box P 
Wilton, Maine 04294 
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APPENDIX B 

The Departrrent of Corrections A.greerrEnt to Purchase Ccmnunity Correctiqnal 
Services* includes the following section: . 

EQUAL EMPlOYMENT OPPORI'UNITY 

During the perfonnance of this agreem.=>.nt, the Provider agrees as follows: 

a. The Provider will not discriminate against any employee or applicant 
for employrrent relating to this agreement because of race, color, 
religious creed, sex, national origin, ancestry, age or physical 
handicap, unless related to a bonafide occupational qualification. 
The Provider will take affiDnati ve action to ensure that applicants 
are employed and enployees are treated during employrrent, without 
regard to their race, color, religion, sex, age or national origin. 
Such action shall incluc1e but not be limited to the following: 
employrrent, upgrading, denotions, or transfers; recrllitnent or 
recrui tnent advertising; layoffs or tenni.nati~s·, rates of payor 
other forms of cc:xrpensation; and selection for training including 
apprenticeship. The Provider agrees to post in conspicuous places 
available to employees and applicants for employrrent notices setting 
forth the provisions of this nondiscrirninationclause. 

b. The Provider will, in all solicitations or advertising for employees 
placed by or on behalf of the Provider relating to this agreement, 
state that all qualified applicants will receive consideration for 
errploynent without regard to race, color, religious creed, sex, 
national origin, ancestJ::y, age, or physical handicap. 

c. The Provider will send to each labor union Qr representative of the 
workers with which he has a collective or bargaining agreanent, or 
other contract or understanding, whereby he is fumished with labor 
for the perfonnance of this contract, a notice to be provided by the 
contracting agency, advising t.l-Je said labor union or workers' 
representative of the Provider IS ccmni brent under this section and 
shall post copies of the notice in conspicuous places available to 
employees and to applicants for employnent. 

d. The Provider will cause the foregoing provisions to be inserted in 
any sUbcontracts for any work covered by this agreement so that such 
provisions shall be binding upon each subcontractor, provided that 
the foregoing provisions shall not apply to 90ntracts or' subcontracts 
for standard cc:::mn:rrcial supplies or. raw materials. The Provider, or 
any sub-contractor holding a contract. directly under the Provider 
shall, to the maximum feasible, list all sui table employrrent openings 
with the Maine Employrrent Security Conmission.: This provision shall 
not apply to employment openings which the Provider, or any sub­
contractor holding a contract under the Provider, proposes to fill 
fran wi thin its CJWI1 organization. 'Listing of such openings with the 
Employnent Service Division of the Maine Employment Security Conrnission 
shall involve only the normal obligations which attaC'..h to such listings. 

*Other Depart::Irent of Corrections, Contracts for Special Services include 
a canparable EEO statement. 

A;>pendix C 

DISCRIMINATICN CG:lPLAINT PRcx:E)URE 

lmy employee, regardless of status, or applicant who feels he has been 
discriminated against on the basis of race, color, sex, national origin, 
ancestry, age, rrental or physical handicap, religion, or marital status, may 
follow this discrimination complaint procedure. 

1. Adjust Dispute 

2. 

a. Attempt to resolve the canplaint through verbal conmunication with 
. imrediate supervisor at the lowest possible level. 

'Ihe MO rray be contacted at this step for assistance. 

b. 'Ihe time limitation is within seven working days of the time that the 
employee is aware of the grievable incident. 

c. 'Ihe :irmediate supervisor is required to render a verbal decision within 
three ~rking days. 

Grievance in Writing 

a. If dissatisfied with the decision, present the carq;>laint to the 
supervisor in writing. 

'Ihe MO may be contacted at this step for assistance. 

b. The time limitation is within ten ~king days of the verbal decision. 

c. 'Ihe supervisor is required to reply within ten working days. 

3 • Affirmative Action Officer 

a. If the employee or applicant is still dissatisfied, he should contact 
the MO for assistance. 

b. 'Ihe employee/applicant may have a representative present. 

c. The time limitation is within thirty days of the grievable incident or 
ten working days from the written decision. 

d. TheMO may rreet with the employee/applicant and the supervisor to 
atterrpt settlerrent of the carplaint. 

e. 'Ihere may be a written appeal to the departm:mt head or Grievance 
Comnittee, if established. A rreeting will be held within fifteen 
~rking days. 

'Ihe Grievance Cocmd.ttee will make a recOImEIldation to the supervisor and 
departnent head within five working days • 

f. 'Ihe departm:mt head will render a decision in writing within five 
~rking days of the meeting or contnittee recarm::mdation. 
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5. 

Infonnal Complaint 

a. If the foregoing still results in dissatisfaction, the employee/applicant 
may appeal in writing to the Corrmissioner of Persormel. 

b. A reply in writing will be made within ten working days by the 
Comnissioner of Persormel. 

Fonnal Ccmplaint 

a. A discrllni.riation corrplaint may be sub:nii:ted to the Maine Human Rights 
Comnission at any time within 180 days of the alleged discriminatory 
incident. ' 

STATE OF MAINE lI.PPENDIX liD" 

DEPARTMENT OF PERSONNEL " 

DISCRIMINATION COMPLAINT-AFFIRMATIVE 'ACTION 
i I: ~A~E OF, COMPLAINANT 

-
2. ARE YOU NOW EMPLOYED BY THE STATE"? 

I DYES (If yes, complete A, B, C and D belowJ DNO 

STREET ADDRESS (Or RFD and Box numberl A. CLASSIFICATION TITLE 

CITY OR TOWN I STATE ZIP CODE B. DEPARTMENT 

I 
13. DATE OF A\-,LEGEO OISCR~MINATION C. ,BUREAU/ DIVISION 

I 
" 

4. PLACE OF ALLEGED DISCRIMINATION D. NAME OF IMMEOlATESUPERVISOR 

5. NAME OF OFFICE/PERSON(S) Cr IRGED 6. BASIS OF DISCRIMINATION 
I " " 

DRACE/COLOR o RELIGION o NATIONAL ORIGIN 

o SEX D AGE o HANDICAP 

D OTHER(Specify) 

7. NATURE OF CHARGE 

o HIRING PRACTICE o SEPARATION o LAYOFF \\ D OTHER (Specify below) 

o WAGES o PROMOTION o REASSIGNMENT 
, 

o BENEFITS o TRAINING o UNION/REP 

8. NA ME OF WITNESS(ES) DEPARTMENT/BUREAU 

-
" 

9. Have you brought this c~arge to anyone's attention? 
DYES ( If yes, describe below) DNO 

I 

I 
10. What corrective action are you seeking? 

r~, 
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\ 

.:\ ! 
! 

" J 
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DISCRIMTI{ATION C01P1A1Nl' PROCEDURE 

My employee, regardless of status, 0::' a?;>licant who feels he/she has been 
discriminate:! against on the basis of race, color, sex, national origin, ancestry, 
age, rr.ental or' physical ha .. ldicap, .religicn~ or marital status, may follow the 
Discrimination Ccmplaint Procedure. Ex-offenders are also included. 

1. Adjust DiSDute 

a. Atterrpt to resolve the complaint through oral canmunication with 
i.rnrredia te supervisor. 

The ANJ ma.y be contacted at this step for assistar"lce. 

b. The time limitation is wi thin seven working days of' the ti;r.e that the 
employee is aware of the grievable incident. 

c. The irrmediate surervisor is required .to render a verbal decision within 
three working days. • 

2 • Grievance in I-lri tim; 

a. If dissatisfied with the decision, pr""-sent. the canplaint to .the super­
visor in writing. 

The MO may be ccntacted at this step for assistance. 

b. The time limitation is within ten working days of the verbal decision. 

c. The superviso!" is required to reply within ten workirig .. days. 

3. Affirmative Acti~r"\ Officer 

a. If the employee or applicant is still dissatisfied, he or she must con­
tact the AAO for assistance. 

b. The employee/applicant may have a representative present. 

c. The time limitation is within thirty days of the grievable incident or 
ten working days from the 'Nritten decision. 

d. The agency ANJ rr.ay meet with the employee/applicant and the supervisor 
to atteT.pt settlement of the complaint. 

e. 'There may be a written appeal to the dep3.I"tr:ent head or Grievance Can­
mittee, if established. A rreeting will be held within fifteen lo,'orking Cays. 

The Grievance Comnittee will make a recatrn"..ndation to the-supervisor and 
department head ,,..,i thin five worldng days. 

f. The dCp3.rtment head will render a decision in wri tirrg wi thin five 
working days of the meeting or CCIl'.rni ttee reCOM'endation. . 

1;. Infom.a.l Comnlaint 

a.. If the foreg?il)g still re5ult~ il) dissatisracticn, the employee/applicant.: 
may a.ppeal li1 wrltmg ~o the Cormussloner of Personnel. 

b.. A reply in writing will be made '.-Ii thin ten Horking days by the CCflillissioner 
of .personnel. 

s . Formal Ccmolain t 

a. An unresolved discrimination C"J:lplaint may be submitted to the Maine 
Hurran Ri&hts Q::mnissicn at any time , .... ithin 18C days of the a.ll~g:;!d dis­
criminatory incident. 
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Complaint Received By: 

Date: 

Assigned (for investigation) to: 

Date: 

SEXUAL HARASSMENT INVESTIGATIVE FORM 

. The Department of Corrections, recognizing that sexual harassment 
~n the work place is a violation of Title VII of the Civil Rights Act 
and Section 4572 of the Maine Human Rights Act, reaffirms its own 
policy st<;ttement~gainst sexu,:-l ~ar,:-ssment by recommending the following 
be determ~ned (pr~or to any d~sc~pl~nary action being taken) : 

Complainant: 

Position (work area): 

Person(s) Charged: 

Date(s)/Place(s) of Alleged Sexual Harassment: 

What allegedly occurred? 

~~--:-----------------......:.----------,--

Further explanation: 

" . . 
,,~.",----.~--.~--.....;.....- ... ~~ ... ~. - ~ .. 
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Which of the above ..... ·act';ons have been \vi tnessed and/or documented? 

--~-----------------
By Whom? 

How has the workplace e:;:lvirorunent been adversely affected? 

Response of pers.on charged? 

Description of investigative process: 

.. 

-3-

Find·ings: 

o 

Conclusion: no sexual harassment Occurred. Explanation: 

Conclusion: the following sexual harassment apparently did OCcur: 

o Sexual relations not freely and mutually agreeable to both parties. 

[] Sexual contact/innuendo not freely and mutually agreeable 
to both parties. 

o I) Subtle pressure for sexual activities 

o 2} ~nnecessary touch~ng, patting or pinching 

o 3} Leering at a person's body 

o 4} Constant brushing against a person~s body 

o 5} Physical assault 

[J Threat or coercion for sexual purposes 

C] Threat. or insinuation that lack of sexual submission will 
ad'\Tersely affect one.! s eluployment, wages, advancement, assigned 
duties, or shifts, Or other conditions that affect one's livelihood. 

~ 

Sexually suggestive objects or pictures in the workplace 

.. 
't' 

.: '. 

-,. 

., 
, .f 
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What correc~ive action is taken?' 

Disciplinary: 

Date: \.: 

Preventive: 

I( 
II Ji';., 

., '/\'" --------~-------------------../--
(~ . 

_______ ~ ____________________ ~---- Date: 

Investigation conducted by: 
-------~~~,~--------------------

-.~ 

II __________________ ~ ________________ ~------------------~!.~O)--------

I~ 

o 

(; 

Date: 
'\\ 

J t 

" (I 

/1( 
U 

, 11 

S.H~ 8/82 
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Appendix F 

DEPARIMENI' OF CORREX:TIcNS 

Voluntary Identification Fonn 

Please carplete this fonn and retmn it to Nancy J. Dikel:an, Affinnative 
AQtion Officer, Department of Corrections, Station #111, state Office Building, 
Augusta, Mai.Tle 04333. (I 

NAME-_____________________________ DATE, _________________________ __ 

crASSIFlCATION. ________________ DIVISICN. _____________ _ 

:J;1):ATICN SUPERVISOR '----------------- -------------------~, 
Check the appropriate gttego:ry: 

1. Handicapped __ 

2. Vietnam Era Veteran 

3. Disabled Veteran 

If you checked #1 or #3, mat is your disability? _______ ----------

If you have a disability, do you feel Sate jab accamodatlons may be necessa:ry? 

/ 7 Yes 
'~ -'-- . . 

If you have a disability, should nedical persormel beinfonned? 

/ 7 Yes i 7 No 

, '~ 

~ 
'J 

~ 
'lliank you for providir~3' this infonnation. Please a::mtact Nancy J. Dikeman f 

. fl (289-2711) if you need assistance or advice. 1 

til; r 
C\ \\~ to} I, 

l .. ,""'·f,i I , 
l I,.. ' 

(I" I 

I P , I 
" r';' ~ ! K 
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JOSEPH E. BRENNAN. GOVERNOR DONALD L. ALLEN. COMMISSIONER 

STATE OF MAINE 

DEPARTi",,1ENT OF CORRECTlONS 
STATE HOUSE - STATION ;'111 

AUGUSTA. MAINE 04333 

(207) 259·2711 

Appendix G 

To: All Depa.rtrrental :Einployees 

From: Nancy J. Dikeman, Ai;fi.rnative P--r-tion Officer 
, '() , 

SUbject: Voluntai! Identifica·tion By Handicapped Persons, 
and Disable:l Veterans 

Viet.nam Era Veterans, 

'!he Department of Corrections as an equal opportunity errployer, adheres 
to a policy of non-discrimination :in all errployrrent actions, practices, 
procedures, and conditions of errployrrEnt. 

{~l \i 

Pursuant to this policy, t.~e department invites handicapped individuals, 
vietnam Era veterans, and disabled 'veterans, who are enployed by me depa.ri:nEnt 
or applicants for positions within the depa...."i::ment, to identify themselves. 
SUhnission of this information is voluntary and refusal to provide it will not 
subject you to any adverse treatrrEnt. By providing this info:rrration, you nay 
be able tq re.l1efi t fran relevant affimati ve action practices, wile assisting 
the departrrent in meeting record~eeping require.rrents. , 

'Ibis infonnation shall be kept confidential, except that (1) supervisors 
rray be infonred regarding w-ork restrictions and/or necessary accc:rrm::dations 
for you; (2) first aid and safet-j' persormel nay be i..TJiormeCi, when and to t.~e 
extent appropriate, if the condition might" require emergency treatment; 
(3) goven1l:reIlt officials investigating EEO carlpliance may be informed; and 
(4) affLrmative action procedures may be applied. 

Persormel practices and affi.nrative action procedures which are ap9licable 
to handicapped persons l Vietnam Eca veterans, and disable:l veterans include:, 

(a) Administration of veterans' preference in accordance with 
the Persormel raw, 5 N.R.S.A., 674~ 

(b) Reasonable accorrm:dation (in 'exarnsand jobs) to the physical 

(c) 

and rrental limitations of di.sabled persons, unless. such 
accom:rcdation would irrpose al1 undue' hardship upon the department. " 

RevisV' of physical and mental job qualifications to insure that 
they ?.re job related, consistent't;v:i th business necessi tv and the" 
safe, perfol:II1aI1ce of the job, and do not tlnjustifiablv scree..1). out 
qualified disabled vets and handicapped. per$ons. - " 

\'1-:-" . . " 

(d) Non-discri.·niIlation( i.l1cluc1i.,-{g" prohibition of Imassrr:eni:o 
\': 

It n ~ 

~ I ~ 
~ 

U r j 
ti 

fl J 
~ 

fJ 
f} 

For the purposes of this invitation, the following definitions ,shall 
apply: 

. (a) 

(b) 

(c) 

Handicap~ - Ar':y. person with a physical or rrental i.mpainnent which 
sub~~~allylimits one or rrore of such person's major life 
acti Vl. ties, has a record of such inpainnent, or is regarded as 
'ha~g such -:m i.mpainnent. Major life activities include: walking, 
seeJ.ng, hearmg, performing manual tasks, socialization, and 
breathing. 

Disabled Veteran - A per~on enti tied to disability conpensation 
rated at 30%* by the Veterans Administration ,or a, person whose 
.~elease ~ran active duty was for a disabi'lity incu!:r€'d or aggravated 
m the lme of duty. (*10% for Maine's Veterans' Preference.) 

Vietnam Era Veteran - One who served on active duty for more than " 
180 days, any part of which occurred between August 5 lQfi4 and 
July 7, 1975, am was discharged or released other ~ a dis­
honorable discharge, or was discharged or released fn:m active 
duty for service-connected disability if any part of such active 
duty W"dS perfo.t:m:d between August 5, 1964 am May 7, 1975. 

. ~ you fall wi thin th~ definition of any of these categories and wish to 
J.dentify yourself, please conplete the attached form and retum to ne. 

If you have any questions r~ding this or other affimative action 
matters, please don't hesitate to be in 'b.ouch 

, . " 

Thank you for your cooperation. 

If 

\) 

.. """'~~'.~~'''~''. 
, ~J , 

J 
/' 

f 

'" 
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Appendix H 

RESOURCES: Enployrcent of Handicapped Persons 

Disability Information Center 
246 Deering Avenue 
Portland, Maine 04102 

President's Ccmnittee on Errployrcent of the Handicapped 
llll-20th Street! N.W. 
Region I Coordinator 
Washington, D.C. 20086 

Governor's Ccmnittee on Errploym=>..nt of the Handicapped 
32 Winthrop Street 
Augusta, Maine 04333 

AFL-CIO Human Fesource D:velo:r;:m;mt Institute 
Handicapped Pla~t Program 
815-16th Street ~ N. W. 
Washington, D.C. 20006 

Bureau of Vocational Rehabilitation 
Central Office 
32 Winthrop Street . 
Augusta, Maine 04333 

Mid-Coast:. 1 Parle Drive 
Rockland, Maine 04841 

Southern Maine: 509 Forest Awnue 
. • 1\ 

Portland, MainE) 04103 
J 

Pathways, Inc. 
589 Minot Avenue 
Auburn, Maine 04210 

Goociw:bll of Mai.n: 
803 Forest Avenue 
Portland, Maine 04103 

WOrkers Coopensation 
capitol Shopping Center 
Western AVenue 
Augusta, Maine 04333. 

Fred S. James Co. 
One Monurent Square 

. Portland, Maine 04101 

Bureau of Veteran's Se:i:vices 
Carrp Keyes /1 
Augusta, ~~ 04330 

Mid-Coast: .356 Main Street 
Rockland, Maine 

jl 

II 

04841 

Southern Maine: 991 Forest Avenue . 
Portland, Maine 04102. 

o (> 

o 

,J.:" 0 .. _'_.0 .• __ 

fl 
.1 fJ 

L 
" " 

Disabled American Veterans 
P.O. Box 151 '; 
USVA 
Togus, Maine 04330 

Office. of Handicapped Individuals 
Clearinghouse on the Handicapped 
388 D South Portal Building 
Washington, D·.C. 20201 

National Info:rmation Center for the Handicapped 
Box 1492 . 
Washington, D.C. 20013 

Handicapped Rights Project 
Disability Infonnation Center 
246 Deei:ing Avenue 
Portland, Maine 04102 

Handicapped Rights Project 
capitol Shopping Center 
P.O. Box 972 
Augusta, Maine 04333 

Southern Maine Association for Handicapped Persons 
32 Thanas Street 
Portland, Maine 04102 

Maine Independent Living Center . 
32 Winthrop Street 
Augusta., Maine 04330 

Maine State '. Developrental Disabilities Council 
State Office Building -Station #40 
Augusta,Maine 04333 

The leisure Cel)ter for the Handicapp€d , 
70 Forest Avenue 
PortJ.and, Maine 04101 

The Maine .Fraternal Association 'of the Blind 
P.O. Box 1753 
Portland, Maine 04104 

17 •• ,- • ,< 

~';l' of ~~p.tatioo ,. 
D~ V1~~on of EY~~iCare and Special Servic;es 
32 Winthrop Street . 
Augusta, Maine 04333 

The Maine Association' of the Deaf, Inc. 
P.O. Box 779 
Portland, ···Maine 04104 

.Ingraham Volunteers, Inc. 
l4~ High Street 
Portland, Maine 0410,1 
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F • T. Center for <::cmnunications Disorders 
Thayer Hospital 
Waterville, Maine 04901 

Govel-nor Baxter's School for the Deaf, 
P.o. Box 799 
portland, Maine 04104 

.'J 

Alcoholice Anonyrrous 
P.O. Box 1861 
portland, Maine 04101 

CarmUni ty Support services p:oject 
State office Building - station #40 
Augusta, Maine 04333 

Marc.."I-], of DiIres National Foundation 
1385 Congress street 
portland,].m.ne 04102 

Maine Spina Bifidia Association 
10,· Hillcrest Drive 
cape Elizabeth, Maine 04107 

Cystic Fibrosis Fouruiation 
100 College Avenue 
Waterville, Maine 04901 

National Spinal Cord Injury FOundatidn 
32 Winthrop Street 
Au;JUSta, Maine 04330 

state of Maine Muscular Dystrophy Association 
10 Congress Street 
portland, Maine 04101 

AJ::thri.tis Foundation, Inc. Maine01apter 
P.O. Bax 333 
141 Front Street 
Bath, Maine 04530 

Cel:ebr~ Palsy Association of Greater port1arid 
331 Veranda street 
portland, Maine 04101 

Maine paraplegia ana. Wheelchair Confined 
Association, Inc. 

Mexico, Maine 04757 

National Multiple Sclerosis Association - Maine Chapter 
East Blue Hill, Maine 04614 

Occupational Therapy Depa:r:trrent 

Maine ~cal Cen~r 
22 Bramhall street 
portland, Maine 04102 

. '\ 
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STATE OF MAINE Appendix I 

Inter~Departmental lYfemorandum Dare--__ -:;--____ _ 

To All Interested. Persons JbePt. DeF?a-rtrr.e.l1t of Corrections 
}J, )i 

From Nancy J. Dikeman, Affinnati ve Action Officer 'Dept. Depa~t of Corrections 

Subject Policy Re: Einploym:mt Medical InfornB.tion/Physical Examination 

Section 504 of the Rehabilitation Act of 1973 and the Maine Human Rights 
Act prohibit pre-errployrrent inquiries (with the exception of handicapr;ed 
identifica'tion for affirmative actio~~ purposes). H()1;"BVer, rremcal information 
can ~ solicited from errployees after selection has been made (Le. hired 
contingent upon successful physical examination), providing the follow:ing 
conditions are net: ' 

1. '!he medical ;infonuation and/or physical examination is required 
of all applicants who reach the final phase of the selection 
process; 

2. '!he infonnation and/or results of physical exam are used to determine 
the individual's capability to perform speci..-e:i,c job-related tasks, 
to reccmnend proper placerrent, and/or to nake reasonable accorrm::x:1ations; 

3. Ei the~ a job offer has been made or the applicant is inforned 
that he is tentatively qualified pending the results of the nedical 
evaluation after which he will be hired or placed on a list of 
E;ligibles for the next vacancy; 

4. '!he results ,of the rredicalevaluation, as v18ll as an explanation 
of this procedure, is rrade available to the applicant/employee, 
but is otherwise considered confidential. 

Cautionary Note: If, during the physical examination, a physical 
<?r ~tal limitation i~ id~tified that might interfere with the person,' s . 
Job performance, an obJective assessrcent srpuld preceed any final decision. 

NJD/d 
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STATE or MAINE 

DEPARTMENT OF PERSONNEL 

Appendix J 

January 8, 1982 

PERSONNEL BULLEI'IN 8. 14 

TO: / H d .Pers,onnel Representatives, and All Department Agency ea s, 
Affirmative Action Officers 

SUBJECT: AFFIRl'1ATI\E AcrION CERTIFICATION 

REFERENCE: Cha ter 8 Sec. 5, Personnel Rules . 5 M~R.S.A:, Chapter 65, Code of Fair Practlces and 
fo£firmative Action 

PUFPOSE: 
To establish guidel~les for departments to imPle~~ the 
_ t Cha ter 8 of· the Personnel Rules, v: . 
~~~~~sion:of certificatiorl lists for afflrmatlve 
action purposes. 

, ' . . t the addition of female, minority, 
Chapter 8 has been amended to pe~ t rs to certIfications of eligibles, 

c:nd disable~ candidates ~'~~:~i~~~~~ ~r underrepresented. The aJ"!lend: 
If the partlcular group .. f males to certifications for vacanCles ID 
ment als,? J?ermit~ the additlo~h~ de, artments - have non-traditiona.l hi:--ll:g 
non-traditlonal Job classes, TP b l'gible to receive such addltlonal 
obli§ations under federal gpants. doe ~e~ underutilization or under­
candidates,.an agency must have ~es~~~: an addition. DJcumentation shall 
representatlon . f,?r . the group req Affirmative Action Officer (MO) or 
be the responslblli ty of the agency t t' shall be according to the 
another designated employee. DJcumen a lon 
following criteria: 

., . t t' of women and minorities 
(a) Underutlllzatlon or :mderrepre~~abC; l:~ analYs~s and utilization 

shall ~e d,?cumented ~., the ~Val f~tive Action Plan (~). 
determmatlons ~~o ~s~~~~~~h s a~erbal, nUITerical, or percentage 
~e . plan m~s~ a. ~ tified areas of underutiliza·t.i.on or under-
hlrillg goa . ill 1 en be ere ared according to the . 
representatlon. The plan shall p, fPp 1 Plans are . 

"b d by the I£partment 0 ersonne. . fOrnBt prescrl e .. . . At' Coordinator for review. 
to be s~mitted to the

t 
AffJ.TII]ad tt~~~za~i~~n or underrepresentation 

Correctlons relevant 0 un eru . 
and hiring goals must be nade subsequent to the reVlew. 

, . f d' sabl d persons shall be documented by 
(b) Underrepresentatlon 0, 1 k ~ to determine the' percentage 

s1.JX'Veys of the ag€J.'1cy s wor orce Survey information 
of disabled persons employed by the a7en~firmative A6tio~ Plan 

h uld b btained through the agency s il 
s 0 e '? " ., t di abled emPloyees to voluntar Y 
(AAP) reqUlrernent to IDVl e s ts of the survey, mdicatmg the 
~=~f;f t~:~I~1:;1 :S:bI:~u~lOyees and their percentage in 

, " 

(c) 

-2-

'the agency's v.;ork force, shall be submitted to the Affirmative 
P..cti6n Coordinator. The Coordinator may request additional 
relevant information. Underrepres<.mtation shall be determined 
by comparing the ~rcentage of disabled employees in an agency's 
work force with the pelx!entage of non-institutionalized disabled 
adults in the state's population. Agency AAP' s should state a 
goal to hire disabled persons when they are underrepresented in 
the work force. 

Utlderrepresentation of males in· non-traditional job classes shall 
.be documented by identification of non-traditional job classes 
within the agency and presentation of statistics showing low 
representation ofrnales in these classes. These statistics should 
be in the utilization determinations of the AAP. Non-traditional 
classes and statistical evidence shall be submitted to· the 
AffinIati ve Action Coordinator for reView . Written evidence of 
the non-traditional hiring obligation 1ID.lSt also be submitted to 
the Coordinator. This evidence may be excerpted from the fed-
. eral gr'ant, contract or governing regulation. The AAP should 
either state a goal of non-traditional hiring or be amended to 
include such a goal. 

Upon completion of documentation requirements for eligibility, an agency 
must comply with the following procedu:res to receive the names nf available 
underrepresented or underutilized candidates as additions to the certification: 

(a) 

(b) 

(c) 

The AAO or another designated employee will identify the under­
represented or underutilized job groups. From these groups, 
that person shall single out the job classifications for rNhich 
expanded certifications will be requested. Where possible, work 
tmits srould be reviewed to ensure that expanded certifications 
are not requested for work tmits which are not themselves defi­
cient "in the particular area which is lJI1derutilized or under­
represented overall in the agency. Lists of job groups and 
classes which are underutilized or underrepresented are to be 
submitted to the Affinnati ve Action Coordinator and the agency 

. personnel representative. 

The MO or another designated employee mIl work w-ith the agency 
personnel representative to insure that r-equisitions to fill 

. vacancies m areas of underutilization or underrepresentation 
include 1:'equests for expanded certifications. 

. The personnel representative should refer to the list of under­
utilized or underrepresented classes prior to requesting a cer-
,tification to fill a vacancy. If the vacancy is in one of these 
classes, an expanded certification should· be requested on the 
PER For1Il 15. To request an expanded certification, c..heck the 
"Otherll box under Special Information, then indicate "M Cert." 
and the group (s) you wish to have included with the certification 
(see sample form attached). 
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(d) The AAO or another designated employee shall be responsible 
for developing a method of noni toring certifications to ensure 
that expanded certifications are properly requested and that 
such requests cease when goals are achieved. 

Individuals responsible for :interviewing candidates and IIBking employee 
selections are to process certifications with additional names in the same 
manner that a normal certification is processed. While individuals rraking 
selections are to be aware of non-discrimination policies and agency 
affirmative action goals, selection decisions are to be job related and 
based upon applicant qualifications. 

f2-.Lw ~r--" "--
DAVID W. BUSTIN 
COMMISSIONER 

-1/ 
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Appendix K 

POLICIES AND PROCEDURES No. 

Title: AFFIRMATIVE ACI'ICN PIAN 3,2 

Chapter: 3, PERSOONEL Page of 

State of Maine 
DEPARTMENT OF CORRECTIONS 

Central Office 

RELATED ACA 
STANDARDS: 
2-4056 THRU 

2-4059 

Effective Date: Revised: 

II. APPLICABffiITY • 

III. DEFIm:'TICNS. See Glossary 

IV. DEPAR'Th1ENT-POLICY • 

, The ~gement of each institution shall assurre designated responsibility 
for the inpl~tation of the Depa.rtnental Affirmative Action Plan. 'Ihis plan 
shall assure equal e!I.;,.,loyrrent opportunities for current and prospective errployees 
of the Depa.rt:rrent and provide for docunentation of its :iJrplementation. 

The Departrrent shall not discri.mi.nate against qualified ex-offenders during 
the selection process. 

v. PRo:::::EDURES. (Central Office) 

1. Management of each institution designates b;o individuals to serve on 
Departmental Affirmative Action Mvisory CormIitteeo 

2. The composition of the Affinn3.tive .P.ction AdvisoIY Camnittee shall be 
as follows: two representatives from each institution, ~ representatives 
fran Division of Probation and Parole and one Personnel expert.' 

3. Ilhe Affirnati ve l\.ction Officer convenes neetings of the Affinrati ve Action 
Advisor]' Camnittee and/or contacts comnittee members as necessary. 

4. The Affirnative Action Mvisor]' Conmittee advises 'the Affinnative Action 
Officer regarding .AA/EEO matters, providing cUrrent infonnation regarding 

"ccmpliance, identifying training needs and, generally, facilitating . 
connumication between Central Office and institutions. 

I' 

5. Affir.rnati veAction Officer revi~' and processes any discrimination 
conplaint (see attached discrimination canplaint fonn and procedure.) 

6'. Affir.rnative Action Officer will periodically review/update AA/EEO 
statistics. 

VI. REPORTS REQUIRED. 
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