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I. " DEPARTMENT OF CORRECTIONS
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The Department of Corrections was established to return individuals
committed to the State's care to the status of full and productlve citizens
more able to cope with the normal expectations of the camumity in which

they live.

The Department is responsible for the direction and general adminis—
trative supervision of the correctional programs within the Maine State
Prison, the Maine Correctional Center, Charleston Correctional Facility,
Maine Youth Center, the Division of Probation and Parole, and Juvenile

Court Intake.
The Department is authorized:

- to adopt and implement rehabilitative programs; - O

- to establish regulations for and permit institutions under its
control to grant an inmate or prisoner furlough fram the

institution in which he is confined;

=== to establish halfway house programs which prcm.de an environment
of cozmnma.ty living and control pursuant to rules and >
regulations adopted by the Department of Corrections;

= to expand correctional institutional appropriations on persons,
correctional programs being administered physically apart fram
the 'institutions to which such persons were originally sentenced
or camitted for the purpose of defraying the direct and -
related costs of such person S part1c1pat10n in such programs; and

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

F*kekkdekkkid

Department of Correct:.ons

Station #111,

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

Maine State Prlson
P.O. Box A ‘
'I'homaston, Maine 04861
Tel: 354-2535

Méine :Youth Center

675 Westbrook Street
Scuth PorLJ.and, Maine 04106

. 'I'el 772-7 '134/289—3298

)

Maine Con:ectional Center
119 Mallison Street -
South Windham, -Maine 04082

~ Tel: 892-6716/289-2127

Charleston Correctional Faciiity
. Charleston, Maine® 04422
"I\el. 289—?060

D.‘l.VlSlon of Probation & Parole/Juvem.le

Court Intake B

"' Station #111, State Office Bulld:.ng

Augusta, Maine 04333
Tel: 289-2711 ‘
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District I, Prcbation and Parole

~ B.0. Box 3836

175 Lancaster Street
Portland, Maine 04104
Tel: 775-6133

District II, Prcbation and Parole
P.O. Box 274

2 Turner Street

Auburn, Maine 04210

Tel: 782-5991

District III, Probation and Parole
Station #31

16 Winthrop Street

Augusta, Maine 04330

Tel: 2€9-2401

District IV, Probatdion 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

PGV EIEE AR
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JOSEPH E. BRENNAN, GOVERMOR

M
P

DONALD L. ALLEN, COMMISSIONER

February 25, 1982

STATE OF MAINE

DEPARTMENT OF CORRECTIONS
< STATE HOUSE — STATION #1711
AUGUSTA, MAINE 04333
(207) 289.2711

AFFIRMATIVE ACTION POLICY STATEMENT

The Department of Corrections, affirming its cowmitment to equal employment
opportunity, declares the following policy:

D

2)

3)

4)

5)"

The Department shall recruit, hire, upgrade, train, and
promote individuals without regard to race, color, religion,
sex, national origin, ancestry, age, physical or mental
handicap (except where such would interfre with job related
situations), marital status, status as a disabled veteran,

or veteran of the Vietnam Era, except where based n a bona
fide occupational qualification, or under circumstances where
inmates right to privacy or security needs are cornsidered
paramount.

All other personnel actions and conditions of employment, such
as compensation, benefits, layoffs, job assignments, discipline,
shall be administered without regard to race, color, religion,
sex, national exigin, age, marital status, physical or mental
handicap (except where such would interfere with job related
situations), status as a disabled veteran or veteran of the
Vietnam Era, except where based on a bona fide occupational
qualification or under any circumsitances where inmates right to
privacy or security needs are considered to be paramount,

Employment dec1510ns to hire the person best qualified for the
job will be based on the prinCiple of equal employment opportunities.

Each institution and field service unit of the Department shall make
reasonable attempts, as outlined in the Affirmative Action Plan, '
to employ and advance in employment guallfied hanaicapped persons,

_ disabled veterans and veterans of the Vietnam Era at all levels
" of employment,

including the management level. Such action will
apply to all employment practices, ineluding but not limited to:
hlring, upgrading, layoff or termination, ratés of pay and seiection
of training. In addition, the Department will make reasonabls Q\
accommodations, when®Departmental staffing needs necessitate such
accommodations, :in order to prov1de increased employment opportunitlea
for underutilized groups. ‘ :

It is the responsibility of the management within the Department

to assure compliance with this policy. Any violation of this
policy, or the practice of diserimination by any unlt/perSOn in:
personnel administration, within the Departmenr of Corrections shall

‘be considerad grounds for disc1p11narv action,\un to and incluaino

dismissal o P
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I have assigned responsibility for the implementation, interpretation, and
monitoring of the Affirmative Action Plan, as well as departmental EEO
programs to Nancy Dikeman, Affirmative Action Officer. Mrs, Dikeman's
responsibilities will include providing technical assistance to
departmental staff in EEO/Affirmative Action matters, identifying actual
or potential problems as early as possible and a381st1ng management in
appropriate resolution.

Nancy Dikeman can be reached at Department of Corrections Central Office
in Augusta (Station #111), telephone/289 2711,

et

Donald L. Allen, Commissioner
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harassment, it will be considered grounds for diseciplinary action up

DONALD L. ALLEN, COMMISSIONER

February 25, 1982

STATE OF MAINE

DEPARTMENT OF CORRECTIONS
STATE HOUSE — STATION #111
AUGUSTA. MAINE 04333
(207) 289-2711

POLICY STATEMENT AGAINST SEXUAL HARASSMENT

Employees of the Department of Corrections are entitled to work in
an environment free of discriminatory intimidation, based on any
difference of sex, race, color, religion, national origin, age or handicap.

Sexual harassment, by definition, is deliberate or repeated
unsolicited comments, gestures oOT physical contact of a sexual nature

which are unwelcome and which adversely affect the work place environment.

Such adverse effects may be measured by whether the alleged sexual
harassment undermines the integrity of the employment relationship, lowers
morale, interferes with constructive/creative job performances and/or
is detrimental to ones career.
.
When sexual harassment can be shown to be affecting employment decisicns '
or to be creating an offensive work place environment, it is a violation
of the Maine Human Rights Act and Title VII of the Civil Rights Act of 1964.

gexual harassment will neither be condoned nor tolerated by the
administration of this Department; if any conduct is shown to be sexual

to and including dismissal.

Each employes of the Department shail be cogniéant of what actually

constitutes sexual harassment and should learn to distinguish such

discriminatory behavior from personal/social relatignships.
: = :

" Any employee, believing that sexual harassment is occuring, is urged

to resolve the situation at the lowest possible level, working through
" the specific chain of command, within the respective institution or field

service unit. An eventual option for any employee would ke to contact
the Affirmative Action Officer atvCentralk0£fice. .

Further, it is expected that the Affirmative Action Officer will be

- Y R 41 .
kept inforwmed, by correct19nal management of ‘any sexual harassment'problem/
complaint and what steps of resolve were 'taken, for the purposes of

identifying training needs and/or providing any necessary technical assiétance.
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IIT. DISSEMINATICI OF POLICY

A. Internal )
The Department will thoroughly disseminate its AA/EEO i
, i . Policy Statement

%c; emplc_:yeei?pcouragmg undex.'standlng, support and participation ;f staff.
L uilpoln.cy statement, along with EEO notices, will be visibly posted on

letin boards throughout the Department.  Copies of the Departmental Affirmative
ActJ.. on.Plan w:Lll be.avallal':le in all facilities of the Department of Corrections
{e_nn;}gmg all l-)lstig Offices of the Division of Probation and Parcle; ’ ’

1 2es are invi: to review the Plan and discuss an i - erns

with the Affirmative Action Officer. ¥ questions or cane

\ ‘I&}e Affirmative Action Officer will conduct the neces ini
supervisory staff to assure their knowledge of AA/EEC and thelrsan', mgtandmo? g
gg dﬁlﬁ%:almggponsn@:.ﬂty for the implementation of policy and related issues.
adit o) y, o. ientation regarding AB/EEO principles will be provided to line
S ., as well as new employees. (New amployee orientation programs will
include an explanation/discussion of AA/EFO principles and departmental policy.)

The Affirmative Action Officer will periodicall i

’ ) : : ‘ y review the progress of
the_Departnent's affirmative action efforts with correctional manzqgngrent
making recommendations for prevention and/or remedial measures. ’ ’

A copy of the Affirmative Action Plan will be provided to the labor uni
the Affirmative Action Officer will meet with uni prov.ce e - L WLons;
DA/FEO issuyes whenever necessary. on officials to discuss

B. External
The Department of Perscnnel will be provided a co ¥
. . n : L w3 . py of this Department's
Aff:.mgt:l.ve Action PJ..an (:fncltﬂmg policy statements) and will be réquested
to assist where possible in the attainment of affirmative action goals.

Recruiting sources (Appendix A) will be contacted and encouraged to

- refer minorities, females, handicapped individuals and covered veterans. Copies

P > ) ) - 4 : e ] » s ]

. Acopy of the Affirmative Action Poli Statement wil i '
applicant for enployms.mt in non-carpetitivgy positions admnlillsgzerggegytzh:a(:h
Department of Corrections. For campetitive positions, said Statement will be
given to all applicants referred by the Department of Perscnnel who are actively
seeking employment within the Department of Corrections. R ‘ o
All recruitment advertising will continue to include th : "

Opportunity Ewployer - Minority/Female/Handi capped". An EEOes:aliusemene.t Baual
(see .Appendix B) is included in all contracts ‘issued byv this Department.
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g IV. RESPCNSIBILITY OF ASSIGNMENT | S V. UTILIZATION ANALYSIS
: Camissioner Donald L. Allen has the overall responsibility for the @ The utilization analysis contained in the following pages is based on -
5"- Department of Corrections' compliance with State and Federal EEO laws, - g staffing statistics as of December 31, 198l. This utilization analysis has
é, regulations and policies. ‘ . i been broken down as follows:
; Nancy Dikeman, Affirmative Action Officer, will report directly to I. Central Office
i Camissioner Allen regarding AA/EEO progress, issues and problem areas. Ms.
. Dikeman's duties shall include, but not be limited to, the following: A. Probaticn and Parole
g A. Develop and mohitor the Department's Affirmative Action Plan, II. Maine State Prison
» measuring the effectiveness of the Department's AA/EEO efforts
and assuring preventive and/or remedial action. , ? IIT. Maine Correctional Center
” B. Provide training for supervisory staff relative to their ‘{ e IV. Maine Youth Center
AA/EEQ responsibilities. i
- ) . o Goals - Timetables
C. Inform Departmental employees as to their employment rights L Hh
e e v e < g : .
- ‘ and responsibilities. 4 In establishing goals for underutilized job iat
. ‘ . ; 1 groups, the appropriat
. _ , persamel officer was requested to estimate anticipated vacangl:i?espand -
D. Inform management of current AA/EEO issues; advise management 3| ﬂ feeder groups.
of problem areas, suggesting remedial measures. i {
, In setting goals for minorities, if the number und 113
> E. Provide technical assistar}ce to Departmer_ltal employees relative l ‘ or al_aove, a goal was established to’hire a menber of aernﬁgiz:;d g?gtgas ifs 1
to AA/EEO matters, including discrimination and sexual harassment i to .7, the group was considered underutilized, but to set a goal of cne
. camplaints. minority for each of these would be unreascnable considering the minority
, ] population of Maine. '
r: F. Serve as liaison between the Department of Corrections and State E : ‘
i and Federal AA/EEO enforcement agencies; serve as liaison between : The two year maximum timetable may be unreas in same ~utili S
this Department and local state and national organizations concerned . areas such as entry-level correctiorllsypositions o?;cji:smand\sc:tlrllz('i zr upll}zed
- with equal employment opportunities. ’ ) i maintenance positions. Although there are females who are qualifiederg;eﬂlese '
= _ _ o _ . i oo o Y © i Job§, as reflected in the availability figures, women do not apply for these
“‘ G. Provide technical assistance in the review, revision and periodic positions due to sex role stereotypi g; these barriers will not be eliminated
- monitoring of the hiring procedures within the institutions to ) to, 1_:he extent which will allow attaimment of the ultimate goal in a two~year
: assure AA/EEO compliance. : ) ! period. For the same reason, requisite skills factors were weighted morge heavil
- , | _ - than would normally be the case in entry-level positions. o
H. Conduct on-going assessment of the AA/EEO efforts of the entire . ) .
- Department. | : : - ]
- Frank Mack, Chief Personnel Officer, is responsible for enSuring that
- persomnel actions are administered fairly, in accordance with State and Federal H o
g . ERO laws and Departmental policy. ' o g}
Correctional managers/supervisory staff are responsible for compliance with ‘f ;
- Departmental policy within the sphere of their respective administrative/ ,
supervisory ponsibilities. : g )
[‘ Signatures: ' ' : "
- . Allen, Commisfioner . I .
ow X ﬁ%/& L [_, bl
g Frank J. Macks Jr., Chief Pergdnnel Officer ﬁ 3 L /
: y ‘ . , ’ gt 2 ' \\\
o \770 ACy [ N s L 1’} ) ! )
‘ : i - - o e - 1 : .
L o . Nancy J. Pﬂi}eman, Affvn.rnatlve’Ac:u.on Officer i )>
| A 1L
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ORGANIZATIONAL UNIT _Ceniral Office
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WORK FORCE ANALYSIS

LINE OF PROGRESSION

JOB TITLE

EEO
CATE~
GORY

WAGE RATE
OR RANGE
WEEKLY

ALL EMPILOYEES MINORITY EMPLOYEES

MALE FEMALE

Clerk Typist II

43

177.20-219.20

TOTAL { MALE FEMALE B A/PI | NA H B A/PI NA H TOTAL

6 6

Clerk Steno II

43

181.20-224.80

10 10

Clerk Typist ITI

43

195.60-245.20

Clerk Steno III

44

201,20-253.20

Secretary

44

201.20-253.20

Accountant I

12

207.20-262.00 -

Admin. Secretary

44

220,80-282.20

Accountant .IT

12

228.80-292.00

Jail Inspector

21

256.80~332.00

A R AP R e T
'—l

Tamian Services
Worker II

13

256.80--332.00

=
o

Correctional Plans
Coordinator

13

306.80-401.20

Volunteer Services
Coordinator

13

1279.60-364.00

' Personnel Specialist

13

280.80-366.40

Planming and Research
Associate IT

13

292.40-382.40

Court Intake Worker -

‘14

298.00-385.20

21 | 10 1 | 1 1

Probation Parole
Officer I

14

298.00-385.20

28 24 4 ¢

Chief Advocate

14

332.80-436.40

A

Ffbbation Parole

Officer II ) 14  |324.00-422.40 | 16 13 3
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WORK FORCE ANALYSIS

DEPARTMENT// " Corrections ORGANIZATIONAL UNIT Central Office - 2 ' LINE OF PROGRESSION
o ’ EEC WAGE RATE ALL EMPLOYEES i " MINORITY EMPLOYEES
JOB' TITLE CATE- OR RANGE 1 ; MALE ) FEMALE ,

' GORY WEEKLY. TOTAL | MALE | FEMALE | B| A/PI | NA| H| B} A/PT | NA | H TOTAL

Business Services

Manager | 14 |334.00-443.60 1

Court Intake Manager 6 |334.00-443.60 1

Departmental :
Persomnel Officer 7 363.60-482.40

R I T R
=

Psychologist IT 15 }368.40-483.60
District Supervisor,
Probation & Parole
Director, ,
Correctional Programs
Director,

Prcobation. & Parole

387.60-514.40

oo

405.20-538.80

)

418,00~-556.40

E‘ ~ ~! ~J

Psychologist IV 429.60-565.20
Associate”

Cammissioner 8 |522.80-697.20

23

R T B B -l § Y

bt | |

Commissioner 8 662.40-883.60
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" . | T NI Correctlons - Central Office |
« b ‘ — RTRSTTS
’ srouz: I. Offlcz.als/Adnu.m.strators Sange | dale | Female | Minoricy :
1 Court Intake Manager 26 1
) 5 District Supervisor, P&P 26 5 .
- zn . 1 Business Services Manager 26 1
; ' s Zﬁﬁ ¢ 1 Departmental ‘Personnel Officer 27 1.
, : ) 1 Director, Correctional Programs < }e 30 1.
i - 1 Director, Probation and Parole ’ 32 1
f 1 Associate Cormissioner * 36 1 i\
g L) Ccmnlssz.oner * 91 1 AN
* Appointed Officials " €
U &) | 7l . : 2
’l . (v’.o "n I_‘ 3’
& s . : i ( ’%
t} Q, VL. 1 % - " ~ ’\3
Ry ﬂ g g‘g S ¢ " " é .
’ : | ﬁ: :‘ ?i k » ’ o ; . o ’ ) ﬂ":' % s [' }) ) % T- % “
) ¢ . ﬁ s . Name of Protected Group - Female - / ‘Minority i
’ i g - E g E 1. ,Pcspulata.cn of labor area - 52.4 "9"5' .
i T 3 o 2. size of unempXoyment force . 48.5 /I 1.0 ’ .
5 %5 { | 3. Workforce in immidiate labor area ‘ 45‘f3’ /A 034
: o ié 4. Requisite skills in immediate labor area’ PRI 25‘.0; J :0.‘3 ‘ ‘
v ’, : %v “5, Requisite skills in recru:.tment area o, 20 T U3 i
R i ’ % ¢« . 6. Promotable "& transferable with .organization S 27.7 3.1 i
R B . g [ 7. Trdining institutions’ capable of training persons €9+ J.3
ey o TR I 8. Degree of training contractor may undertake elel 1 3.1 1
5 | ; £5 3 Availability = o 33.5% 543 ‘
’ g " ; é gj n » a
L } @7 Comments:
‘ - E S We:.ghf_ed requlsn.te skllls and prcxmtables factors.
5 o e Y ‘ i o . .
(’ ‘ ‘ ‘.'- N i . ’ .‘), A ' 9 s “ “‘
v A . T & N #
- “ ,' L & ‘ i3 '-ll- ﬁ o - . i
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UNIT:
‘GROUf-
‘A. PPO/Court Intake‘

1. Population of labor area ,
2. Size of unemployment force // '
,3.Workforce in immediate labor area 4

Correctlons - Central Office

II. Profess:Lonal

Male

- Minority

21 Court Intake Worker
28 Probation Parole Officer I
16 Probation Parole Officer IT

_ Name of Protected Group

4. Requisite skills in immediate labor area
5. Requisite skills in recruitment area -

6. Promotable & transferable with orgam.zat:.on

fange |

20,
20
22

10

24 b

- 13

Female

7. 'nra:.na.ng institutions capable of training persons

Ava.:.lab:.l:.ty ‘ e

Cqmnents- :
Weighted requisite skills factors.;

8. Degree of training contractor may undertake -

-

I
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UNTT:
GROUP: II Profes 1ona1
‘B F:Lscal

1 Accountant I . o
- 1 Accountant IT '

Name" e of "Protected Groug

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

Correct.lons - Central Offlce

3. Workforce in immediate labor area

Ava.:.lab:.llty

P

Y

Comments :

Weighted requisite skills factars.

LT e bmenrmond st s o, | R 0 S o

k’"';'“;‘”'%L?T‘”""*;',‘;"="r"‘.' ,

S

4. Requisite skills in immediaté labor area
5. Requisite skills in recruitment area
6. Promotable & transferable with orgam.zat:.on
7. Training institutims capable ‘of tra:m:mg persons ‘
- 8. Degree.of- traim.ng contractor may undertake :

N LN S o i L,

A Nt N 2 ear o

Range Male Female

Mino:ity ~

14
17

of e

 Pemale
52.4

Mj.noriéx :

8.3

45.3

T

4/.0

Joloj-{s -

o o] i tn

—Nx

NE

R Y&54E

U.5

L TR

|- NA

99.7/% -

~.8%
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UNIT: Corrections - Central Office

GROUP:II. Professional - Range

Male

Feinale

Minority.

C. Other Professionals

1 Human Services Worker II ' S 20
1 Personnel Specialist : : 21
1 Volunteer Services Coordinator . 22
; 1 Planning & Research Associate II i 23
v 1 Correctional Plans Coord:l.nator e 24
1 Chief Advocate : S 26
1 Psychologist II Lo 29
1 Psychologist IV : 33

_ Name of Protected Group

o " 1. Population of labor area
B 2. Size of unemployment force
o 3. Vorkforce in immediate labor area ,
S 4. Requisite skills in immediate labor area
S. Requisite skills in recruitment area
6. Promotable & transferable with organ;zat:.on

_ 8. Degree.of training contractor may undertake
: Avazlab:.l:.ty

I 2L A sl 4] T b TR ke i

Comments:
Weighted requisite skills factors.

-

o

7. Training inst:.tuticns capable of traming personsv"'

o~ l»f—- e

~Eemale |

e

52.4

48.3

45.3

135

34.6

N/A

3T T

n/A

"~ 39.3%

I'"’";f}'f

frm——"

=

B e B o

B

e U0

‘ Wi'l‘;

- GROUP:

Correctlons Central Office

III. 'I\echm.c:.ans __Range

~ Male ] Female Miriority,

1 Jail Inspector PRSI S L 20

Ay
>z

; L]
2.

- 3’4.

r;4.

5.

6.
’7'.

8.7

: aw

_Name of Protected Group - _Female
Pdéulatim of .laibori’area. .
Size of unemployment force
Workforce in immediate labor area
Requisite skills in immediate labor area
Requisite skills in recruitment area S
Promotable & transferable with organization
T:ainwg institutions capable of training persons
Degree of tra.i.n:.ng contractor may undertake :

Availability
Conments :
Because this is a single incurbent EEO category, it does not constltute a
< statistically significant group. No avaJ.labJ.l:Lty analy315 was conducted

- nor h:l.r::.ng goal established.
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UNIT: Corrections - Central Office

Group:; IV. Office Clerical . Range | Male |
6 Clerk Typist T 8
10 Clerk Steno II . S -9
/ 1 Clerk Typist III " 12
T 1 Clerk Steéno ITII 13
" 1 Secretary - 13 1 L
1 Administrative Secretary 6 o/
O‘ “\
(‘,; @ 7 RS . ///
{ ‘
- Name of Protected Group N

1. Population of labor area

"Minority -

zﬂ
30

4.

s.
8.
7.
8.

Size of unemployment foxce
v!orkforce in immediate labor area

,Requ:.s:.te .skills in immediate labor area

Requ:.s:.te skills in recruitment area . S e

‘Promotable & transferable with organization

Tra:.n:mg institutions capable of training perscns
Degree of tra:.n:.ng contractor may undertake

R Ava:.lab:.hty

LT

Ccmmenté:i
Suggested clerical weights used. o . L

‘f_52.4k

_Female .

40.5

45.3

~97.1

97.1"

N/A

el

TN/E

1.2

.62%
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Corrections - Central Office \\ EEO DATA SUMMARY
; A
. A ‘ B c L D ‘ E F G
": .~ ¥ Puture Period from: 1
: 1. 3. Currenf§ Period Data as of: Job Openings to be filled - Goals ck } Target
EEO-4 All Minority Employees [Determination of Underutilization] Anticipated as To Minority/ D Year
CATEGORY . Employees |. Male . Female Minority | . Female a result of To be filled byy’ Female g8
2. Job Group . 4] 5] 6 JA# olic 11)12f13 f14 }15{16}17 20 zi ‘22 29 24| 25)26]27|28 zga 30|31 J32 3? 34139 34313%3 404411 42
il .|z L EHRE AR AP 5
. N Y ol ] o :
— Y 2l H g g H g 2 a 8 ;g ! -:é -] ﬁ 3 'ﬂ d g # -a a1nl 8
TN éﬁ;;‘g__ggz, ‘gl_.gg_,, _gas,_gau o Blaldlgd 4349l e |
Bld) e NEIEERIE ELALREL Sl Bulklazikl2le |2 RIS A 394 E]E18 |
3 N 3 1
: 1. official/admin}/AR |/ OlL.8141 | O i d 10 O Heler |
II. Professional !
a. ppo/court Int}6S |¥7]/8 / 3,1.8|w) -laz7 ';j B o] 13 /2l 3 /12 34 BQL Y
B. Fiscal Q él. 0 -? /00 IP) l) A O | v e ‘ ’}’
1] 2 E ; p o
C. Other Prof. g y ?/ 0? g g 50 3:!5’) / / / / ) l’ ’r
III. Technicians |/ / : 1 )
‘ w. off. clerical 0| / |77 0161yl |95 "; A / / /17 i %
:
: ' !
% —17— f
: ; ! :
{' i
<>r~.. S B . o c . . k4 o
e T & - *
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WORK' FORCE ?NALYSIS : ‘ ; L ; i
. | LR ‘ ! . ; N H i ;
J ; ! i i !
DEPARTMENT Corrections ORGANIZATIONAL UNIT Maine State Prisoﬁ ’ , I‘JNE oF }PROGRESSION : ;
| L R . i
EEO WAGE RATE ALL, EMPLOYEES i MINORITY EMPLOYEES ; ’ ’: i
JOB TITLE CATE-}. OR RANGE } _MALE ¢ FEMALE | |
GORY WEEKLY TOTAL | MALE | FEMALE A/PI | NA| H| B| A/PI [ NA | H TOTAL
Clerk Typist T 43 ] 166.40-204.00 3 3
Clerk TI 43 173.20-213.20 1 1
clerk Typist IT 43 | 177.20-219.20 4 4
. . <
Storekeeper T 43 181.20-224.80 1 1
‘Account Clerk I 43 | 181.20-224.80 2 2 ;
Clerk TIIT 43 195.60-245.20 1 1 ;
Clerk Typist ITI 43 195.60-245.20 | 1 1
i Boiler Operator 51 195.60-245.20 4 ol - !
| Account ¢lerk 11 43 | 195.60-245.20 | 1 1 |
- Secretary 44 201.20-253,20 1 1
! — :
: Accountant I 12 | 207.20-262.00 ‘2 2
| | Master carpenter | 52 | 207.20-262.00| 1 1
) Correctional B v i 7
Maintenance Mechanic 52 207.20-262.00 3 3 o
' | x-Ray Technician 20 * | 213.60-271.20] © 1 ‘| 1
¢ | Librarian T 36 | 213.60-271.20 1 ?
' | Electrician II 52 | 213.60-271.20 1 1
g | Laundry : 5 ; :' ' : ]
.| _Supervigor 1Y 60 213,60-271,20 1 1
Assistant ) il
|_Prison Steward _60 | 218.00-255.20 1 1.
| i o Lo 7
i t . : : | 3
‘ ¢ —18- e i f ,' o : : .
T T o o o3 T o 10T OO OO YTy oey Yoy oy o |-
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WORK FORCE ANALYSIS

iCorrectidns

4

(773

F—

o PSR R e e e iy e

L7 3 T3

ORGANIZATIONAL UNIT Meine State Prison - 2

LINE OF PROGRESSION

JOB TITLE

EEO
CATE-
» ] GORY 7|

WAGE RATE
"OR RANGE
WEEKLY

ALL EMPLOYEES

MINORITY EMPLOYEES

TOTAL

MALE

MALE

FEMALE

FEMALE B

A/PI | NA

H

B

A/PI

NA

TOTAL

Cook II

3

2

1

60

28

Gu#rd

218.00-255.20

218.00~255.20

136

125

8 1

Butcher

€0

218.00-255.20

52

220.80-281.20

Metal Shop Manager

L.P.N.

20

220.80-281, 20

Assistant Class.
Rehab. Officer

12

220,80-281.20 |

Grounds and
Equipment Foreman

60

Wood Shop Manager

52

220,.80-281.20

220.80-281.20

Wood Shbp Foreman

225.20-264.80

Bt 2t

oy

R

N

ey

P s e

52 5 5 e
Autemotive
| Mechanic Foreman - 52 228,80-292,00 1 1 :
Accountant TT 12 228.80-292.00 1 1
Maintenance . : _
Mechanic Foreman 52 228.80-292.00 1§ -1
Assistant Manager : ‘
Metal Shop 52 232.80-274,00 1 1
Assistant ! o ' '
Woodshop Manager 52 232.80-274.00 2 2 N
Assistant Manager N
. Prigon Store 44 232.80-274.,00 1 1
‘Guard Sergeant \ 28 240.80-284,00. 1 12 12
Human- Services ‘ ] ' ' A
Worker T 13 ] 246.80-317.60 . 1 oo 1 b
personnel Tech. I 13 | 246.80-317.60| 1 1
/: N -.19" ) )
Rk Gt e - ISR X
' i s o ‘_1‘ L5
Lo ,
- s ;

< R

N
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) - : WORK FORCE ANALYSIS g | | N ‘g- B
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bEéARTMENT Corrections : ORGANIZATIONAL UNIT Maine State Prison - 3 LINE OF PROGRESSION

n

e e

s e

] Ee0 “WAGE RATE | ALL EMPLOYEES _ R ~___MINORITY EMPLOYEES
JOB TITLE CATE-| OR RANGE ) i MALE ’ FEMALE
' | cory MEEKLY TOTAL | MALE | FEMALE | B| A/PI |['NA | H| B| A/PT [ NA | H TOTAL

N L T

Correctional .
Training Officer : 13 246.80-317.60 1 1

e R T T Ry,

Print Shop Manager 52 | 249.60-294.80 1 1
FI Furniture ‘
Shop ‘Manager 52 249.60~-294.80 1 1
Prison Refail i )
Store Manager 44 249.60~294,80 1 1

: Food Service Manager | 13 | 256.80-332.80 | 1 1

Guard Lieutenant 29 | 256.80-332.80| 8 8

Cook III » 60 | 258.40-306.00 4 -4
Prison Industries E
Manager 13 267.60-348.80 | 1
V\cational Trades \ , g
Instructor,” MH&C 13 | 267.60-347.20 11 7
Human Services , , ~ ‘ , R
; Worker III * 13 | 267.60-347.20 1 1 , ‘ |

*
g 3, T A e

Guard Captain 29 | 267.60-347.20 6 6 | T
Classitication : — :

; Rehab, Officer N 13 267.60-347.204 1 ]| 1 ’ : : I : A
) o3 1 SUpPEervisor : — : o - —1— ' v SIS | o
v V : | Recreation 13 1278.00-331.60{ 1 | 1 , 1. 1 - , | . I

¥
%

Advocate 13 |279.60-364.00| 1 | 1 NN R B IR I | T
S Plant Maintenance , ' A " "‘ , T " : ' ST RS
8 Engineer IT 13 | 279.60-366.40 | 1 1

- e o  ‘00unse1or, MH&C - L 13 ‘ 279.60—364;00 . '1‘Li‘ o ‘ { ;‘ ' , - PSR ST : %mx;"

Prison Steward | 61 |280.40-333.20f 1 | .1

Guard Major 6 | 292.40-385.60 | 1 1

'\j‘ . : s V' : ) \\\\\»&ER\‘ | : -20"' v W . Rl N o G i ‘ : o b ' ’ : i ( ; Y : ‘ - " “ S .
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WORK FORCE ANALYSIS
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ORGANIZATIONAL UNIT- Maine State Prison - 4

=t " "
i B i1,

LINE OF PROGRESSION

B

JOB TITLE

EEO
CATE~-
GORY

WAGE RATE
OR RANGE
WEEKLY

ALL EMPLOYEES

MINORITY EMPLOYEES

-TOTAL

MALE

| FEMALE

MALE

FEMALE

A/PI

NA

B

A/PI

NA

TOTAL

Probation Parole

st

i

SR

T
B g R

officer T 14 | 298.00-385.20 1 1
Business Manager IT 14 | 306.80-406.00 1 | 1
Chaplain T 14 | 306.80-406.00 2 2
Chie%, ;
; Prison Security 6 306.80-406.00 1 1
! Physician Extender 14 | 322.00-421.20 1 1.
Teacher/Prinzipal 14 322.00-426.80 1 1 /i :
f peputy Warden 6 |356.80-474.40 | 2 2
? psychologist TT 15 | 368.40-483.60 1 1 ’ !
5 Psychologist III 15 | 397.20-521.60 1 1,
A Warden 7 |418.00-556.40 | 1 | 1
; ” = : \' =
e Psychologist IV 15 429.60-56%.20 1 1
ﬁ -
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6. Promotable & transferable with organ:.zat:.on

7. Tra:.nlng institutions capable of training persons
8. Degree of training concractor may u.nderta.ke '
L Ava:.lab:.l:.ty : :

Comments: |

@

We:.ghted req1u51te ‘skills and promotables factors. Wlth exception OffWarden,” : :

entry 1nto group wculd be ..rom II.A or v 5

N S - ) &

PN TR _5,..5».._...,‘_,;.‘;7 T

25 0.

‘5.9

—37.08 ]

UNIT: Maine State Prison
GROUP: I. Officials/Adnd_nistrators‘ _‘ ’ ?-.ange Male Female * Minoxity
1 Guard Major | | 1 25 1
1 Chief, Prison Security 27 1
2 Deputy Warden 29 2
1 Warden ' ' 32 1
5
»Na‘me of Protected Group . Feniaie ) Mj.noritx
- 1. Population of labor area " 52.4 0.5 |
2. Size of unemployment force 48.3 1.5
3. Workforce in immediate labor area 45,3 U.4
4. Requisite sk:.lls in immediate labor area. 25,0 1 0.3
5. Requisite skills in recruitment area c29eU 1 0a3
5.9 | 1.9
1.0.3

b RN s SRR sewan

Comments? f

'.Welghted requus:.te sk:.lls factors. RS

iy
)
B
o e '
< ¢ Sap
o L /
<7 ki
o]
2 o n
; ‘o : L
o i - B g 4
. $ :
] 8 S
=23
v
Y ) 5

E
 UNIT: © Maine State Prison
- GROUD: II. Hofe581onal " B e . - Rangé Male | Female ! 4inori%3£f'. \'
A. Care/Treatment 3
2 Human Services Worker I 19 1. 1
1 Human Services Worker ITT 21 1
1 Counselor , 22 1
1 Chaplain I : o ’ 24 1
1 Physician Extender ) - 25 - 1
1 Psychologist II : © 29 1 ;
1 Psychologist III ;, 31 ' 1
1 Psychologist. IV 33 1 —
i
-
Name of Protected. Group : Female - Minority
: 1. Populat:.on of labor area 52.4 0.5
2. Size of unemploment force . 4843 . 1.5«
3. Workforce, in immediate labor area - 45.3 Vb '
4. Requ:.“}.te skills in immediate labor area 34.6 -
5. Requisite skills in recruitment area 34.6 0.7
6. ,Promotable & transferable with organization - N/A -N/A
S !l‘raz.nlng institutions capable of ‘training persons - 34.6 Q.Y
8. Degree of training contractor may undertake - a1 NA
Ava;.lab:.llty R R : 39.3% - \".,81% \
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UNIT: Maine State Prison

a . o ) g

Maine State Prisonh ' 4
GroUP% IT. Professional range | Temale ! Minority

UNIT:

é;
[
{t

" RPange Male | Female !

1I. Professional Minority

GRC')'\U\ﬁ:
: ’ . - C. Programs
s B. Administraﬁ.on
16
20
21
21

2 Asst. Class. Rehab. Officer
1 Supervisor, Recreation

1 Class. Rehab. Officer

1 Vocational Trades Instructor
1 Teacher/Principal

2 Accountant I ' : 14 2 )
1 Accountant II : B 17 ] SR

1 Personnel Specialist | : 7] 2L
1 Advocate . T
1 Business Manager II i - 24

o ———— i il e time | S nmnn

wln—al—w—-
mlHHHHH

T R S B e T o N s e i e e
P’*—‘iﬁﬁ} mmsw U TR ey =
; i Y i RESTTT V-t siarownia
e

ot
Ksiseiie
x:

Name of Protected Group

, Female

no

. P

Minority )

I 5
O B

‘ Name of Protected Group

. 1. Population of labor area

N

52.4

Minority

3,
P
o9
gttt

,-,_Cr:mnents : ) ' ‘ S ' B »o:

# oot We:.ghted requisite skills factors.”

Rt}

Consideration given pronbtables factors CoEe kY :
. since some class:.flcatlons could came frcm Groups IV and- V.B. S

£ - P P

- i (g : 0.5
1. Population of labor area 52.4 0.5 ! 4k 2. Size of unemployment force 48.3 ~ 1.5
» - 2. Size of unemployment force L D R ' SR 3. Workforce in immediate labor area 45.3 0.4 ‘
‘3. Workforce in immediate labor area , 45.3 0.4 o N 4. Requisite skills in immediate labor atea (i ~34.%6 0.9
; 4. Requisite skills in immediate labor area 29.4 - | 0.9 I it 8 T 5, Requisite skills in recruitment area 34.0 0.9
% 5. Requisite skills in recruitment area _29.4 | 0.9 I 6. Promotable & transferable with organization 127 1.7
6. Promotable & transferable with organization 9l.6 | N/A 7 b 4l . 7. Training institutions capable of training persons 34.6 0.9
7. Training institutions capable.of fraining persons: 22.2  1.0.9 o I 4§ Y 8. Degree of training contractor may undertake - 12,7 1.7
: 8. Degree of training contractor may undertake ... - . . . 9L.6 N/& % ' Ava:.lab:.] ity 36.25 | .93%
; Avallablln.ty : e —45.4%° .813 ] I ] , : .

We:.ghted requ: site skills factors. Accountant I may be fllled from Group V.B
th.dn accounts for cons:.deratl.on ‘of prm\otables. I
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UNIT: \Méjne State Prison v L UNIT: .Maine State Prison / | ’ ;
groUP: II. Professional Pange | Male Temale ! Minority ' I GROUP: III. Itachm_c1ans R ’ Sange Male | Female Toority |}
D. Other Professionals - ; ) o ) N |
: f § .1 X-Ray Technician " 15 1 ) :
1 Correctional Training Officer = 19 1 G 6 LEN 16 2 4
1 Food Service:Manager 20 1 - g’ —_— ;
1 Prcbation Parole Officer I 20 1 i J 3 :
1 Plant Maintenance Engineer II 22 1 X 7 ) j
‘ — AN ;
4 o g
) ) g E EF ! i ’ i
o 5
¢ J% % E * ’ : _ % %
_ Name Of Protected Group Female Minority a - Name of Protected Group Female .Minority i
1. Population of labor area 52.4 G.5 I | L. Population of labor area 52.4 : 0.5 -
2. Size of unemployment force 7 48.3 1.5 S 2. Size of unemployment force 203 Lo
3. Workforce in ifmediate labor area 45.3 0.4 » 3. Workforce in immediate labor area 45.3 0.4 3
4. Requisite™skills in immediate labor area 34.6 0.9 8 ( 4. Requisite skills in immediate labor area 10.1 0.2 P
5. Requisite skills in recruitment area : 34.% U.0 J - 5. Requisite skills in recruitment area 10.1 0.2 P
6. Promotable & transferable with organization o 5.0 ~I.0 " N 6. P:ox.:tqt.;abIg &'transferable with organization N/A N/A Vo
7. Training institutions .capable of training persons’ // 34.6 | 0.9 - { - 7. Training institutions capable of training persons =U.1 0.2 ;
8. Degree of training contractor may undertake o 9.0 1.9 8. Degree of training contractor may undertake VA N/A
Availability , : 32.9% | L.US - Availability > " TZ23.28 | . .342
Ccmments : ’ A BN ' \ M I ‘ Cments ¥
 Weighted requisite skllls factors. Cons:.decat::.on given prcnntables s:.nce scme ] P} Weighted requisite skills factc‘)rs.ﬂ S v f},»’;
class:.flcatlons could be: f:.lled fran Group fIV. : . A ~ o AR BT
- ; “ ' .. k . a o & . . o \% % .
, ik ] 0
. § R _ B
. . : ///, a \\_7/»- ‘ ‘ Qv W R i
/ 77 %‘ ’; E o y & .
// v s : Sk B A L g . . ) \
© ; g i : © R
® ° & Nt/ % . ! ' 0 L e :
ity o o e . ‘faf‘;‘rw»* %
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UNIT: Maine State Prison ) o
GroUP: IV. Protective Services -Range | Male | Female ' Minority 1
133 Guard 12 125 8 1B, 2a/PI -
12 Guard Sergeant 15 12 3
“ 8 Guard Lieutenant 20 8.
6 Guard Captain 22 6 ~
: 151 .
iR
- B r—- : I\
' 1
% % IR
. Name of Protected Group . Female Minority T
1. Population of labor area 52.4 0.5 ]
2.  size of unemployment force _48.3 1.5 B
3. Workforce. in immediate labor area 45.3 0.4 .
; 4. Requisite skills in immediate labor area 3.3 0.9 .
5. Requisite skills in recruitment area NI ] 0.9 '}
6. Promotable & transferable with organization . : N/A N/a~ )
7. Training institutions capable of training persons - ‘ 3e3 0.2
8. Degree of training contractor may undertake i\ _N/a N/A i]
Avallablllty ' ' _18.9% 8%
Comrﬁ\ents : —}

Weighted requisite skills factdrs.

Division, -Manpower Affairs.
'frcm 1980 Affirmative Action Plan).
4 \. A
o ~28=

'StaLisfics}obtained fnznrkummmer Reséardh
Entry 1nto group is frcntout51de (See narratlve

\.u_.w e - _—
| | gy [ Ssrimay Py
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e
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UNIT: Maine State Prison ;
GROUP: V., Office Clerical Range | ‘'als L Tamala ' ¥Minority 1
A. Stores ’ !
1 Storekeeper I 9 1
1 Asst. Manager Prison Store 14 1
1 Prison Retail Store Manager 16 1
3
f(,/‘[
. 4 % G
Name of Protected’ Group Y v
i Female Minorit
1. Populatioi of labor area 52.4 0.5 i
2. Size of unemployment force 8.3 Le5
. 3. Vorkforce, in immediate labor area’ 5.3 0.4
4. Requ+s?te skills in immediate labor area 62.5 . 0.4
S. Requisite skills in recruitment area 62.5 0.4
6. Promotable & transferable with organization. 2.0 .9
7. Training instltutlcns capable of training persons 62.5 0.4
8. Degree of training contractor may undertake 5.0 1.9
‘ Avallablllty o 47.8% .8%
Comments-“ P
Entry into group from out51de or Group v. Suggested clerical weighting.
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uyrr. Maine State Prison | B ; Q@ NI Maine"State Prison
e ! ’ - THE . : 3
. N . i . i i “ f;% ‘-a » . P i - cray B e - [V S B f: B
GROUP: V. Offlce Clerlcal ?.ange Male E'emale v !'“ Minoritv;r . I | “. f:}; AF UROUD' VI. S](lll@ &aft poe a . v Ra.nqe :?_-'3»—;-5 Tomale ."‘.ln’Jr;t:f 1 :
B. Other Clerical - ég % ‘ A‘ Trades , b
3 Clerk Typist I ’ ‘ | 5 3 3 ; g 1 Master Carpenter o : 14 - 1
1 oleth & | . > 1 : B om i gclarretgtlonal Ma:mtenance Dbchamc - 14 3
4 Clerk Typist IT © o -- g 4 | . | g ‘1 Electrician IT ' . S . 15 1 1
2 Account Cizxk I y ’ 9 g N g o* 1’ Autamotive Mechanic Foreman o 17 1 g
1 Clerk IIT A 12 S 3 ; i 1 Maintenance Mechanic. Foreman 17 1 B
1 Clerk Typist IIL 12 1 =TT A | \ ‘ ‘ I ‘ —— §
1 Account Clerk IT | 12 1 A B 7
-1 Secretary : : 13 1 = ] .
; L : S - i
. . L ! 2 g N ::
- T k] & ’l
/).// ' L s ! - 2
s £ S i !:l:
= |
oo i
| ] « E’r
: N v . ) L5 . v ra
T ERE R .
Name of Protected Group  Female - | . Minority S e :ofProtected Group - Female
1. Population of ldbor area . 52,4 ons o % - 1. Population of labor area - 52.4-
+ Fopuiatiol 3 v : ‘ 2. Size of unemployment force 4843
2. Size of unemployment force S, 4Bed [ Lad - R I 3. Workf . o d
3. Workforce in immediate labor area “A5.3 [ D% 5 3. Workforce in immediate labor area . _45.3
oode FORRIOL = Lat S = - . 4. Requisite skills in immediate labor area e L4
4. Requisite skills in immediate labor azea 7L ] 0.3 _ Cgr Requisite skill | ———
5. Requisite skills in recruitment area : Flel ] U.3 6 Promotab]e.ess £ : 12 regimtm:ﬁt ared ey ' 1'4
" 6. Promotable & transferable with ‘organization- , —N/A_ N/A i R Trainin mst:.tzzs era eag;. ;rgam.zat:.on ' i'of
7. Training institutions capable of training persons. S9T.L 0.3 .. - 8. Degrae gf traini RS, ?%p & e of training perscns 33,
8. Degree of training contractor may undertake - . N/A \N/AJ - “ ..Avg.:.lablln.t = »r;g Seniactor TAY undertake -
Ava:z.lab:.l:.ty 9178 .77? ¥ ; 18.2%
Comments: PR o ; T ’,\‘ v -Ccmments-~ ’ o | | |
Suggested clerical weights ‘used. o v, Welg-med requ:n.s:.te SklllS and prcrntables. Ehtry from outside or Grouwp IV. -
N oo ’\{'? . " . . ° e » . | . O -
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6. Promotable & transferabile
7. Tralnlng lnstltutluns
8. Degree of tralnxng contxdc

Ava;lablllty

)

- COmmentS-

capable of training persons
tor may undertake

Weighted requlsn.te sk:s.lls and promotables.
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E‘ntcy frem outside or Group Iv.
a - “ ’ N @

&
o
E
" 5
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T i e B

G B -
. Maine State Prison - ; . - gi
UNIT: T Smnge | Yele | Female : Mln9rltY:-E .
P ; . . |
B. Other Skilled Craft . : ‘, j
: , @ < 12 4 :
4 Boiler Operator 13 .5 ;ﬁ
5 Woodshop Foreran _ 14 1 7
1 Asst. Manager Metal Shop. 1a 2. A
2 Asst. Woodshop Manager 16 . )
1 Metal Shop Manager 16 1
1 Woodshop Manager 16 1.
1 print Shop Manager 16 1
1 Furniture Shop Manager s —
- E 2 [ 16
N
% LI
. Female | ~ Minority
“ 52.4 0.5. -
; a3 1.5
! . ”é'f;e of unemployment fc’r"‘* ~ 45.3 0.4
! " 3, vorkforce in immediate labor area . 1.4 0.2
i Sy Reqnlslte "skills in immedigte 1 1abor area . 1.2 0?2
; te skills in recruifment area 9 5. .
5. Requisi with organization T
k5]

e

o ! 2
UNIT: Maine State.Prison

G
2 1 Asst. Prison Steward

j 3 Cook II ' ‘

~ - 1 Butcher

_ .1 lLaundry Supervisor II .
lammbmﬁmmmwmﬂmmm
3 4 Cook III

1 Prison Steward

A

i o ' |

- .. Name of Protected'Groug:

i 1.

B 2. Size of unemployment force

¥ 4.

I3

¢ Comments:

Saa Sy

Population of labor area .

3 " GROUP: VII. Service Maintenance

3. Workforce in immediate labor area o
Requisite skills in immediate labor area ° s
S. Requisite skills in recruitment area ,
6. Promotable & transferable with organization
0o 7. Training institutions capable of training persons
g 8. Degree of. training contractor may undertake

- ' Avallablllty

- WE1ghted requlslte skills\and prcmotables.

W

=33~

L S it vy i i e

52.4

Range" Male | Female ! Minority |
: |12 Lo
. 12 2 1
o o 12 - N ;{‘ l
15 i
- 16 1
17 4
O ~19. 1 :
11
4 » N) \I‘ g
\J e
N q_ . ‘ %
Female  Minority

0.3

4543

62 -2 =

oY . -“" . ‘ ! 62.2
‘ | . 570

2.2

9.0

13.0%
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. v, _Maine State Prison ) . ’ ERO &Tﬂ SUMMARY !
R ) B k c_ ' D E ¥ G
: ’ g - Future Period from: | ‘
1. - 3. Curreny Period Data as of: : , . . Job Openings to be filled Goals Pack | Target
jeeo-4 All ‘Minority Employees |petermination of Undirutiliration| Anticipated as To | Minority/ |up Year
CATEGORY i . Bnployees. Male - Female > Hinrffit' ‘,l . ?ml,e, a reaul}: of To be filled by Female LR
2. dob Group | 4| 5| 6 '4 4 olid 11f12{13 |14 Jas| 1627 , , ’21 22 | 24 24|25]26}27]28 29)30] 31 12 |3 :1# 35 3437‘3#3: 40}ai| a2
| ; e . . _: ._ F . e N . 1
: R N 1wl gl g8 [srolElel |2 Elz .
. IEEEIREE 2 128815, 13 ELALiga 8,08 .
AAEECELERE RS . I HE AR AREREEEE I HE
HEIRE N LEEE RIEED Aok 2 RE{BlalE)k|d|e (& HEE EEH EIR:
“k. official/admin|5 5 ol%ld 101 0 H %oy |
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A. Care/Treat . 9 7 02 K] g Q[ g B 0 101 , rg :j %’ 54
o, samin. 6|33 lol919] |so ol 170 1 {71 11/ 1/ Al iz
; c. prograns | @5 | / A2 P ARRGRRURY, 711 11BESI% 1 24
b. other prof. |7 | ¥ oV-9 | 0 , uj NV /1 |/ / /"b A J[y §4
i I1I. Technicians |7/ 3 6/ .0 .-& Z 7y ﬂ.- ﬂ) Q Q a &l ‘ ;’; gf 87
TV. Protect Sves. 5?/49 g/ /'E 317 ’ 5.0 (; g m/é 6 Ul 6 28 1 ”9 87/ )
: /. Off., Clerical . : k :
oo 3|3 ol 8y To Tl I/ 7al [ [ilr = 8| |t7] 87
2o other cier. /) | ol7ly] |0 0] Is] Iz | la|s] 7 7 A
.
) ; | ' !
i
: ! . :
: ; ~34- P | "
N e TR s coe T et Nt N s S e N s Y e S s £ s AR s O s TN s Y s O s S s B s
t ' ‘ \ ( » ' ) o : '

e e s s S L e SR T, B0 S s L R 55

b

e

L



e e e e

;{l; s ES ST e I T s T R T ST I T LT V E e 5v‘ E T e ML I R R T A T T O R i M ot g SRR e " *
Y IE ICT 3oy o [ T U R DS e S 0
i
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; . , Future Period from: 1
1. e 3. Curreny Period Data as of: Job Openings to be filled Goals ‘Tack Target
3 EEO-4 : all Minority Pmployees|Determination of Underutilization} Anticipated as To Minority/ Jup Year
: CATEGORY . Employees ]. Male . . Female Minority | . Female a result of To be filled by __Femal AT O
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WORK FORCE ANALYSIS .

LINE OF PROGRESSION

DEPARTMENT Cor:ections

ORGANIZATIONAL UNIT Maine Youth Center

g . &
R EEO WAGE RATE ALL EMPLOYEES MINORITY EMPLOYEES
JOB TITLE .| CATE-| OR RANGE S b MALE ' FEMALE
|_GorY WEEKLY TOTAL | MALE | FEMALE | B| A/PI | NA| H]| B | A/PI | NA | H TOTAL

Laborer IT

59

Clerk Typiét IT

43

169.20-208.40 4 4 B!

177.20-219.20 | 1 . 1

Clerk Steno II

181.20-224.80 6 - - 6

Account Clerk I

43

Maintenance Mechanic

181.20-224.80 | 3 | 2 | 1

190.40-238,00 2 | 2

Auto Mechanic

51.

1195.60-245.20 | 1 1

Carpenter

51

%95.60-245.20 1 |1

Electrician I

51

e

195.60-245.20 1 | o1

Boiler Operator

51

195.60-245.20 2 2

Teacher Aide

35

195.60-245.20 1" : 1

59

| 200.80-234.40 | 1 | 1

Baker I

Clerk Steno IIT

44

201.20-253.20 | 2 . A 2

Correctional
Maintenance Mechanic

52

207.60-262,00 | 3 3

Cook TII:

60

Accountant T 12 | 207.60-262.00 | 1 «
Dental Hyglenist 36. |213.60-27:520 | 1 - o .
Boiler Engineer 52 l213.60-271.20 ] 1 | 1 )

218.00-255.20 | 2. | 1

RSB s e

Training School
Counselor I.

36

218.00-255.20 80 | 56 24 C 2
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U AT S S | 3 O3 0%y o0 3 1 rhrti 1o vy IV §E B
P - WORK FORCE ANALYSIS :
) R i ‘
; DEPARTMENT Corrections ORGANIZATIONAL UNIT Maine Youth Center - 2 LINE OF PROGRESSION }
l ; ‘
EEO WAGE RATE ALL EMPLOYEES MINORITY EMPLOYEES |
JOB TITLE CATE-| OR RANGE \ . MALE FEMALE :
GORY WEEKLY - TOTAL MALE FEMALE A/PI NA H B A/PI NA H TOTAL
: Accountant IT 12 | 228.80-292.00 1 1 *
: Training School
: Counselor Supervisor 36 228.80-292,00} 5 4 o1
 Baker TT 60 | 232.80-274.00] 1 1 P
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 Service
: Managex 13 256.80-332.80 1 1
; Nurse TT 13 | 256.80-332.80| 2 2
: Building Maintenance :
; Supervigor 61 256.80-332.80 1 1
: Cook III. 60 258.40-306.00 1 1
:  Teacher, Manual B |
; 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
5 f Vocational Trades ]
: Ins tructor 13 267.60-347.20 6 6
i Nurse TTI 13 | 279.60-366.40| 1 1
. : Administrative i
Counselor 13 279.60-366.40 1 1
§ Teacher Supervisor 13 | 279.60-364.00} 1 1
Unit Direetor, MYC 5 279.60-364.00 6 4 2
. o ~37-
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/ WORK FORCE ANALYSIS
; | ‘ "
! DEPARTMENT - Corrections ORGANIZATIONAL UNIT  Maine Youth Center - 3 LINE OF PROGRESSION
EEO WAGE RATE ALL EMPLOYEES MINORITY EMPLOYEES
JCB TITLE CATE- OR RANGE ‘ _ MALF, FEMALE
GORY WEEKLY TOTAL | MALE | FEMALE | B| A/PTI | NA| H| B| A/PT | NA | H TOTAL
Supv., Recreation 13 292.,00-348.00 1 1
District Supervisor
Aftercare 14 292,40-385.60 1 1
Business Manager II 14 | 306.80-406.00 | 1 1
Chaplain I 14 306.80-401.20 1 1
Agsistant Director,
Cottage Program 14 306.80-406.00 1 1
Asst. Principal 14 | 306.80-406.00 1 1
Psychologist T 14 322,00-421.20 1 1
Director, Cottage A
Program 6 334.00-443.60" 1 1
Director, Hayden ‘ : '
! Unit 6 | 334.00-443.60| 1
Principal 6 | 346.40-459.60] 1 1
f Director, Social
’ Services 6 346.40-459.60 | 1 1
Asst. Superintendent 6 | 356.80-474.40 2 2
Psychologist TII- 15 | 397.20-521.60 1 1
Superintendent 7 418.00-556.40 1 1
: 9 W
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f
; UNIT: Maine Youth Center
GRoUP: I. Officials/Administrators fange | Maie | Female ;& Minority
6 Unit Director . 22 4 | 2
1 Director, Cottage Program 26 1 :
o : 1 Principal &, 27 1 ¢
. O 5 E 1 Director, Social Services 27 1
gl 2 Assistant Superintendent 28 2 _r :
1 Superintendent * 32 1 ’ .
" 10
* Appointed Official
3 '
7‘ - (;;3 :
7 ‘ b
\ 3
/ y j i ! ;‘}
- : % % 1.
. . Name of Protected Group Female Minority
\\ 3 » 1. Populata.bn of labor area 52.4 0.5 f
2. Size of unemployment force 48.3 1.5 ¢
7 3 . Workforce in immediate labor area’ 45.3 0.4
[t M - "Requi site skills in immediate labor area 25.0 0.3
s {j 5% Requ:.s;te skills in recruitment area 25.0 03
- 6. Promotable & transferable with organization 1D.8 " N/A
‘ i ‘ 7. Training institutions capable of training persons 22U U.3
, - - 8.. Degree of training contractor may undertake 15.8 N/A
ol . Ava:.lab:.l:.ty . ; 31.2% iy
o S R o ‘ - . ’
y Ty ? Wen.ghted requls:Lte sk:l.lls and pronotable x.actors.' Feeder groups II. B,C,D.
. o i N ' . i
}: ) ,’ ,‘ % iy Iz )E :
e « 5 i
. : X o f»a,i -
. <.  . " “ ‘o . 3 _3—‘<9_
; ‘ R “ ' y ,1 : a RS



2 & 4
! t \“"‘“‘
f
UNIT: Maine "‘Youﬂ‘l tfenter
" ugcc:,II ProfPSSlonal Range Male Femeie ! Minerity
: Aorunlstratlon -u .
% 1 Accountant IT 17 1 st
‘ 1 Persomnel Specialist 21 1 R
1 Business Services Manager 26 e L)
. . 2»v
2 (3
9 ?
Y
3 b - \
: | ; n
J Lo
d ,
, ; T 2 ‘ , 3
Name of Protected Group N Female - Minority
1. Population of labor area S | 52,4 | 0.5
2. Size of unemployment force - ' S - 48.3 ..} 1.5
3. Workforce in lmmedlate labor area , oo 45e3 0.4
4. Requisite skillg in immediate labor area - ] - F29.4 0.9
5.' Requisite skill$ in recruitment aréa ¢ o ed.8 1 UT
6. Promotable & ‘transferable with organization . ' ~+83.3 1 NM/A
7. Training lnstltutlcns capable of training persons . Z¢*29.4 s 049
8. Degree of tealnlng contractor may undertake : oMo B8303 00 |N/JA
Avallablllty : . — e —43.9% ] 8%
Comments: ;
Weighted requ:t.s:x.te skills factors. Accountant IT may be filled 'frcn Group v
th.ch aécounts for cons.:.deratlon of- promotables. o i ; L
' ; EER . ‘ f ©
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« .
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. Promotable & transferable with organazatlon .
.'Tralnlng 1nst1tutzcne capable of treinlng persons
. Degree of training contractor may undertake !

: Avallablllty

I3

»Comments:”“ R ,
“Weighted requisite skglls factors. Outside hires.
@ R ) . ”_,'.}’,\V\‘ . : . -
& |
P w‘ . \{c)
QO
&5 ( : N —41-

UNIT: Maine Youth Center
GROUP: Profe531onal e : | 2ange | Yale | Female @ Minority
. B. IEacher
l Teacher, Manual Tralnlngli 21 1 e
16 Teacher - 21 13 - 3 Lo
6 Vocational Trades Instructor 21 6
1 Admin. Ceunselor 22 1
1 Teacher Supervisor 22 1,
1 Assistant Principal 24 1 —_—
\ Y 22 4
@ 1 &i:
o |
l; i
. . N e g . & % %
‘Name of Protected Group Female Minority
1. Population of labor area , e 52.4 0.5
2. Size of unemployment force : 48.3 Ll.5
3. Workforce in immediate labor area: 45.3 0.4
4. Requisite ‘skills in lmmedlate labor area 61.0 0.9°
- Requisite skills in recrultment area 6l.0 0.9

N/A-

6l.6

N/A

"56.7%
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- : e+ il i , G et : %
! |
s
o q1T: Maine Youth Center
syrT: Maine Youth Center: g e e ‘ N . _‘ | e B |
LT ‘ Lo i : { _E | oie: II. Professional ‘ , v fangs ; Mals , TELIo. oSzl i
% .. . o VMata o Eomsls 21‘_:.;_‘;:“_-‘ : i ) * ; " i - - - 1
g I. Professional TEnge | met o - - o . . ; ! . ; F
'QOLD I : R : : q* : ! , i‘ D. Programs/Social Services : ' ! : . ' o i
C. Psychologlst oo . : : S e L §
- - . 1 Supervisor, Recreatmn - 20 1 :
' 1 Psychologist'I : 25 1 6 Training Center Caseworker - 21 5 1
%_ Pssgzchologist III ' 31 1 . 1 ; 1 District Supervisor, Aftercare : 23 1 ;
- f = o 5 1 Chaplain I e “ 24 11 :'
. 3 1 Asst. Director, Cottage Program ' 24 —_— 1 '
I oo o = ; ‘ . 8 —— i :
‘ 1o } 5 2 ;
- “ o ‘ '
il ‘ ’ J ) rry ‘ ) ;
t ¢
Sy, o ; ‘:
Y
il i} |
- ¢ . : ‘ ‘
] = / / “
1‘.‘ o
& : ) B B C o % % R
) . ;o ial ’ i :fit ' ‘n@*%tﬁtxq u . Name of Protected Group L Female ,“.“M;ﬁoritz ‘ j
‘ Female Minority . : — _ ;
Prote ted Grou . AL AN - Lo BB . ; ;
Name of Protec = : R P ’ S { o = 1. Populat;on of labor area . 52.4 0.5 g
) : : - 52.4 1 0.5 - i 2. size of unemployment force : . 48.3 1.5 ;
. tion of labor area ) : ; 2, , i : ym : d
32. ziz‘;l:f unzemployment force ... . 48.3 1.5 ‘ : ~ 3. Workforce in lmedlat;e labor area S 45.3 0.4 ;
3. vorkforce in immediate labor area ’ oo 4.3 @ 10.4 . N 4. Requisite skills in immediate labor area 34.6 .| 0.9
4. Requisite skills in immediate labor area = = oo 8.9 ) 0.8 A R S 5. Re§uisite skills in recruitment area | 0o 280 | U9
5. Requisite skills in recruitment area , R Py N Wy PN | g r} . " 6.,Promotable & transferable with organization O NATTTTNA
6. Promotable & transferable with organlzatlon o C o N/A g-gu ll ¥ ! 7. Training lnstltutlons{capable of training persons o 4.0 0.9
. | 0.7 | 7. - ' i ‘
7. Training institutions capable of training persons D ﬂNﬁéf'iy'N/A ' LB 1 8. Degree of -training contractor may undertake , N/A N/A

' 8. Degree of training contractor may undertake, SRR sy
Avallablllty c 7 ) ‘ , R IS

Availability. = ° o —39.3% 5%

w
B (Y]
o0,

-

by _ Comments: ° , .
Comments: : . y ’ | We:.ghted requ151te skllls factors. ‘Outside hires most likely with eiceptlon of \
Weighted requisite skills factors. Nationwide recruitment area = Source of data: - l Assistant Dlrector, Cottage Program, wh:.ch is most lJ.kely from II.B or III.A. ‘ :
Statistical Data of the U.S. lOOth Bdition, U.S. Department of Commerce, Bureau . ° - b ¥ : o L
of the Census. 7 B : : 3 5 L
< it
5 R B8 : 5
> b ?. L. : ) ] e
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Maine Youth Center
s=0CD: II. Professional
E. Other Professicnal

1 Food Sérvice Manager

2 Nurse IT :

1 Nurse III : .

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

5. Requisite skills in recruitment area k
6. Promotable & transferable with organization

7. Training institutioms capable of training persons

! zange Uale | Femals | TTameriey o )
| |
20 1
20 ' 2
22 1
3
£
vFemal ‘ giporitz
52.4 0.5
48.3 1.5
45,3 0.4
= 9041 203
. 96-1 -’ 1)073,
NE | N/A
90.L - 0.3
T N/A N/A

8. Degree of training’ contractor may undertake

Availability

Cgmments: g

Weighted requisite skillsffaétors, for Nurses.
to be filled from Cock IIL which is 100% male

for this classification.

@

i

[
¢ e e R T

Food Service Mana,ger,msﬁ likely
which makes availability unrealistic

"y

¢ reg)
- 73
¥

l::-ﬂmg hﬂz&n—fﬁ!} )

st S et B ‘

L |
‘ aroup: IIL. Para-Professional Fange | Xals | Femal ]
A. Training School Counselor
lf .+ 80 Training School Counselor ‘
1 ) Lnin . r I . ‘ '
F { 4; gammg School Counselor II g Zg 22" ZB’ e A
j aining School Coupselor Supervisor . 17 4 l‘. 4
1 17 : ‘
103 29
H oo
£ gl
} Name' of Protected Group Ferial ‘ . v
| Sted Grou e Minorit
: 1. Population of labor area
L 2. size of unemployment force , ' 25.4 —
} . 3.qu:kfoFce'in immediate labor area 45-3 lf5 ‘
[ ‘g. Requ§§%§§~sk%lls in immediate labor area N 45.3 1
) > Requisite’ skills in recruitment area . i 45f3 — 0.4‘
{{ 7-“§;ogoFablg & ?ransferable with organization N/A. gfi'
1 8: De;;z:ngf;:stxtgticns capable of training persons 45.3 6/4
Lk ree of training contracto ‘ A - B
i} - -Availability < : " uadertake Zgﬁi =
v | | N : i ) L] % E .5%
I R » _ 500 L |
. . N - :
“,% - Comments: . v | 7
N » & w - 7
. Weighted requisite skills facto for requisite o
8 d requ: 1s factors. Factor 3 was used for requisi ills
] ‘dtbx’e to the nature of the job, entry requirements, etc. (see nariggvzl)ulls FRotors .
1.1 |




it
e i = ,z
UNIT: Maine Youth Center A"'g !
' ' . - R
aroup. 111 Para=-Professional Tange | ¥ale _ Female ! Mlnquty !
* . . ;
B. Other Para-Professional: i o _3 ;
1 Teacher Aide 12 | 1 .
1 Dental Hygienist 15 1 ; i
1.
I
==
]
’ 1 wr
1.4
i : % %7 A i
Name of Protected Group  Female Mlanitz .
1. Population of labor area 52.4 g-gz é’,;
2. Size of unemployment force ) 48.3 . ‘
3. Workforce in lmmedlata labor area ° 45.3_ 0.4 ‘ |
4. Requisite skills in immediate labor area - 32-0: 2-2 ,J ﬂ
5. Requisita skills in recruitment area d2.l Z.4 R
6. Promotable & transferable with organlzatlon N/A N/A. .
7. Training institutions capable of training persons '82.0 2.2 zt{ @
' 8. Degree of training contractor may undertake ,“NZA N/A. § 2
" pvailability 69.9%7, T.6% : Eﬁ
Commentss s ~‘g
Weighted requisite skills factors. s , % { § l é
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UNIT: Maine Youth Center
GROUZ: IV. Office Cleriéal '

1 .Clerk Typist IT
6 Clerk Steno II
3 Account Clerk I

2 Clerk'Steno_III 5

S

2
N

Naine of Proﬁecte&yérOup

l.VPqulation of labor area
2. Size of unemployment force
3. Workforce in immediate labor area

4. Requisite skills in immediate labor area
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

Avallablllty

Comments:

Suggested clerical weights used.
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Zange tale FPemale ! Minority !
8 1
9 6
9 2 1
© 13 >
vl 10
\\\.
& 'v%
- Female  Minority
.52+4° “045
48.3 . 1.5
45.-5 // B RS 0.4
97.J U.3
9741 0.3
WA | WA
_j'}:97 . l‘ .0‘- 3
s . N/A N/A
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UNTIT: Maine Youth Center ‘ s*ié INIT: Maine Youth Center
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SR s ; o T anig ¢V Minorits |
srouP: V. Skilled Craft ‘ . Danol o .. . Twdzle | dinorzth

i
1
H

GRCUP:VI. Service Maintehance iEC L nimmro s IEERE L mTiimmd

oy

I
BRI

A 4 Laborer I ‘ L 5 4
N } W * *1 Baker I ) 9 1
1f w1 Cook IT - B 12 1
! ik 1 Baker II ' 14 1
-1
1
1

s

2 Maintensnce Mechanic 11 &
1 Autcmotive Mechanic ’ 12 W
1 Carpentexr ‘ . 12
1 Electrician I 12 «
2 Boiler QOperator : 12
3 Correctional Maintenance Mechanic 14
1 Boiler Engineer . 15

S
oy '5

1 Cock III ) P17
» 1 Supv., Grounds and Transportatlon Serv1ces 18
? 1 Building Maintenance Superv1sor:, 20
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Name of Protected Group 'Female‘ MinOritz I % Y Name of Protected Group | | ‘ Female Minority %
1 ‘Poéulation of labor area 52.4 . g_ .J 1. Population of labor area . o ’ } " 52.4 . g
2. size of unemployment force - - 48.3 . b 2. Size of unemployment force v e 28.3 . :

3. Workforce in immediate labor area - ; R 45.3
4. Requisite skills in immediate labor area 1.4
5. Requisite skills in recruitment area . ' -
6. Promotable & txansferable with organlzatlon N/A

4. Requisite skills in immediaté labor area : 62.2
. Requisite skills, in recruitment area : 0. . B .
. Promotable & transferable with organization : N/A N/A i
7. Training instituticns capable of training persons Training institutions capable of training perscns 62.2, 0.6 '
8. Degree of training contractor may undertake . N/A . ; ; . Degree of training contractor may undertake : Na | WA -
: Availability E TI7OT | W38 o Availability ° . " 57.2% <0%

0.5
l.5
3. Workforze in immediate labor area - - 45.3 I 0.4
0.6
.0
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Maine Youth Center EEO DATA SUMMARY

A B _C D E F G

Y T N R s it g s m nn el e -

Future Period from:
1. 3. CurrenT Period Data as of; ) Job Openings to be filled Goals Pack | Target
EEO-4 A1l Minority Enployees ]Determination of Underutilization| Anticipated a=s To Minority/ {Up Year N
CATEGORY . Employees |. Male . . Female Minority { . Female a result of To be filled by Female 5 .
2. Job Group 7 . 4 5 ‘6 'J 4 9 1.0 11112113 1:1 ‘15 16~ 19 {20 2.1 22 23 24125126127§28}29] 30} 31 32 3 3939 343139 3940} 41| 42
. . 3 R ..: __;.. _.é . . . . . . “,; )
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1. official/aamid/R /0| &2 oY -6 3’79 0L o ?‘% Fad
II. Professiona&. . - )
A. Admin, 31/ olfy | 183|914 O lo 71818y
5. Teacher |2 |23|¥/ olslyl lxo Pyl |/ i /17 Vel sy
C. Psychologist 2 2 ’ 013 g O b;g : | 0 0 ESQ;”" £y
D. Prog/Soc.Svc /0 g S8 Ho.g y | m ;"y Q a’? L & 22'839 %( g‘y
E. Other Prof. | ¥ /13 0-’ y 75 7 7 0 a | 7 /8;'?6/
ITI, Para-Prof. ; ' :
A, Tsc R3RT[R 717 Bilsio] o221yl 19 L RRIEE /s l9ks1“ | 2o
; j f
B. Oth. Para—?r / / 0/1 /00 ;A) y 0 0 ‘;_E;r” 87
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Maine Youth Center - 2 EEO_DATA SUMMARY
A B C D E F G
: Future Period from:
n. : 3. Cutrenﬁl Period Data as of: _ Job Openings to be filled Goals Back | Target
EEO-4 All Minority Employees]Determinztion of Underutilization] Anticipated as To Minority/ [Up Year -
CATEGORY . Bmployees |. Male . Female Minority § . Eemale a result of To be filled by Female b )
2. Job Group . 4| 5} 6} 1 4 _9!10‘11 12§13 14  |J15}16]17 19 Fo 21| 22 | 23 24|25]26]27}28]29{ 30| 31 §32 ]3] 341 37 3%37136 3940} 41] 42
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WORK FORCE ANALYSTS

e

DEPARTMENT Corrections : ORGANIZATIOﬁAL UNIT Maine Correctional Center LINE OF ,PROGRESSION
EEO WAGE RATE _ ALL EMPLOYEES MINORTTY EMPLOYEES N
JOB TITLE CATE- OR RANGE ° R MALE FEMALE )
GORY WEEKLY TOTAL | MALE | FEMALE | B| A/PI | NA| H| B | A/PT | NA | H TOTAL
Clerk Typist T 43 | 166.40-204.00 | 2 2
clerk Typist IT 43 |177.20-219.20 3 3
Account Clerk T 43 181.20-224.80 2 2
Boiler Operator 51 |195.60-245.20 2 2 S . 7
| clerk Typist III 43 }195.60-245.20 2 2
Baker T 59 200.80-234,40 1 1
Storekeeper II 44 °|201.20-253.20 | 1 1 D
Secretary 44 | 201.20-253.20 1 1 //
Laundry
Supervisor I 59 |206.80-240.80 1 1 |- 1 w4
Correctional )
Maintenance Mechanic 52 207.20-262.00 5 5
Accountant TT 12 |228.80-292.00 | "1 1
4
Boiler Engineer 52 213.60-271.20 1 1°
n s . - ' O
Cook I1 60 | 218.00-255.20 7 7 ,
Correctional _ ) Y ‘
Officer T 28 218.00-255.20 92 79 13 o
L.P.N. 20 220.80-281.20 1 1
Assistant Class. R g
Rehab. Officer - 12 220.80-281.20 1 1
Maintenance '
Mechanic Foreman 52 ] 228.80-292.00 | ~_1_ 1 ?
[ Automotive 5
Mechanic Foreman 52 %28.80—292.00, 1 1 g
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WORK FORCE ANALYSI®
DEPARTMENT Corrections . ORGANIZATIONAL UNIT Maine Correctional Center - 2 LINE OF PROGRESSION
EEO WAGE RATE ALL 4EMPLOYEES MINORITY EMPLOYEES
JOB TITLE CATE- OR RANGE ) MALE FEMALE
‘ GORY WEEKLY TOTAL MALE FEMALE A/PT NA H B A/PI NA TOTAL
Correctional . .
Trades Instructor 12 232,80-274.00 10 |- 10
. Nurse 1 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
Food Service ’ '
Manager 13 256.80-322.80 1 1
Nurse TT 13 | .256.80-322.80 1 1
Correctional ;
Officer fTII 29 256.80-322.80 7 1 7
Cook III 60 | 258.40-306.00 1 1
Vocational » o
Trades Instructor 13 | 267.60-347.20 10 8 2 '
Classification
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, . T
- Recreation 13 -] 292.00-348.00 1 1
Chief Security" 6 292.40-385.60 1- 1 o
Probation Parole
Officer I 14 298,00-385.20 1 1 .
Business o ' !
Manager IT 14 306.80-406.00 1 1
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DEPARTMENT
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WORK FORCE ANALYSIS

i

ORGANIZATIONAL UNIT Maine Correctional Center - 3 1,INE OF PROGRESSION

JOB TITLE

EEO

CATE- |
' GORY

WAGE RATE ALL EMPLOYEES

MINORITY EMPLOYEES

OR RANGE

MALE FEMALE

WEEKLY | TOTAL | MALE | FEMALE

B | A/PI | NA H B A/PI1

NA

TOTAL

Chaplain I

14

306.80-401.20 1| 1

Teacher/Principal

14

322.00-426.80] 1 | 1

Chaplain IT

14

' 322,00-421.20 1 1

356.80-474 .40 3 3

Asst. Superintendent

Superintendent

401.60-534.00f 1 | 1
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. i UNIT: Maine Correctional Center , P

GroUP: I. Officials/Administrators Range | “Male , Temaie , llnority

’ “ 1 Chief of Security 23 1

¥ EE 3 Assistant Superintendent 1 28 3

1 Superintendent 32 1
5

TR

e
of

. Name of Protected Group Female Minority

g 1. Population of labor area 52.4 0.5
2. Size of unemployment “force = 48,3 1.5 ,
. Workforce in immediate labor area : 45.3 . 0.4 %
A . Requisite skills in immediate labor area” 25.0 0.3,
: 5 . Requisite skills in recruitment area « 25.0 0.3

Promotable & transferable with organization N/A N/A
. Training institutions capable of training persons 25.0 0.3
., Degree of training contractor may undertake N/A N/A .

[———
e
WO bW
L]

. Availability " 33.08 | .413 ?
‘ _ Comments: L
, S c o .y Weighted requisite skills factors. Entry into group most likely from within- 2
o B A o : it . Corrections, but not necessarily MCC. The only exceptich 1s Ch:.ef, Securlty frcm
e Cs e T o {g T e : # ,  CO IIT class which is 100% male. k;l
,'.//_’,X ‘(: » ;f l
' | M ’ { ¥ o "1 @
@ Ty v i
g ¢ - (lr ( 5 ) -55'- R @ ‘
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UNIT: Maine Covrectional Center

e TS e

Female | Minority

GrOUP: II. ‘Professionals Range | :ale

A. Care/'Ireautent

1 Murse I ' 18

1 Huaman Service Worker I 19

1 Nurse II 20 L

1 Counselor - 22

1 Chaplain I 24

1 Chaplain II 25 1
2

Name of Protected Group

1. Population of labor area

2. Size of unemployment force 4 .

3. ‘Workforce in immediate labor area ' \( \\@ ‘

4. Requisite skills in immediate labor area . -'v A\

5, Requisite skills in recruitment area ' ; ‘\

6., Promotable & transferable with organization Q~‘¥ji/

7. Training institutions capable of training peXsons

8. Degree of training contractor may undertake :
Availability

Comments: ‘ : o

Welghted requisite skJ.lls factors. Outside hires most likely. °

[

y

A

-56~

Ve

P— F— H

1
l i
1
C 1 ‘
4 -
[ {5 :
I\
|
STRERS
T % S
52.4 0.5
48.3 1.5
45.3 0.4 -
65 .4 0.7
65.4 0.7
N/A N/A -
65-4 0-7
" N/7A N/A
59.0% | 7% jf 2
(:;) oot o ;E
4
R
™Noom
‘.g 4

=

- st e ¢ 5
oo Yo S I R
M % T E
(SR Spermmessd o]

UNIT: Maine Correctional Center

5roUP:II, Professional | [ Tenge | vale | Female | Minority
10 Correctional Trades Instructor 14 10
1 Asst. Class. Rehab. Officer 16 1
1 Correctional Trades Supervisor 18 1 |
1 Supervisor, Rectreation ' : °20 1
10 Vocatipnal Trades Instructor ~ 21 8 2
1 Class. Rehab. Officer \ 21 1
4 Teacher : ' 21 2 2
1 Teacher/Principal ,‘ , , 25 1 S
25 4
W
I
4 & %
Name of Protected Group  Female Minority
" 1. Populé.tion of labor area ; o 52.4 0.5
2. Size of unemployment force , - 48.3 1.5
3. Workforce in immediate labor area - 45,3 0.4
4. Raquisite skills inw’ z.mmedn.ate labor area 5/7.L 0.7
5. Requisite: skills in recruitment area 2/.1 0.7
6. Promotabhle & transferable with organization w171 N/A
7. Training institutions capable of training persons "57.1 0.7
8. Degree of trainifig contractor may undertake’ 17.1 N/A
- Availability 48.1%, | /%
' | | f
Comments:
We19hted requisite skills factors. Consideration given pramotables factors s:ane
same classifications could come fram Groupc IV and V,
O )
3 “ ):7 : o
57~ -
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— ine Correctd tor S . UNIT: Maine Correctional Center
1 H D’E‘.ln onal Cen . .
GROUP: II. Professionals Range | Male | Female ' Minority Group: III. Technicians ‘ _Pange | ¥ale | Female '@ Minority
C. Other Professionals o \ . - (W 1 16 1
1 Accountant II " 17 |1 . Im
1 Plant Maintenance Englneer I 19 1 oA
1 Food Service Manager : 20 1 N\ .
1 Probation Parole Officer I . 20 1 % L
1 Business Services Manager 26 1 ’ {{E
5
& Al
: o o
- | !
o -
- I
!
. . B
: ‘ N N 2 j N “of Protected Group Fe:'zttale Min:rit
. . ame rotecte Y
. Name of Protected Group ‘ . : ‘ Female Minority " - - —_—
“ | ' - N | F 1. Population of lab area
1. Population of labor area 52.4. - | 0.5 ﬂ ‘ : L 2' s?.i: zflu;l e:pl oym:it force : o =
2. Size of unemployment forcs V : 48.3 1.5 _ - " R . ‘
3. Workforce in immediate -labor area - 45.3 0.4 L il Z I;:rkizr;z: Js.?dix;.mec.i;at.:e igﬁ:ﬁeai:; or ares
4, Requisite-skills in immediate labor area 34.6 0.9 n ' 5' géqu-;t' kills ; itment area
5. Requisite skills in recruitment area o _34.0 v.9 " 6. Prgrizt:biesk tr:n:‘lfe::;ig ﬁvith organization
6. Promotable & transferable with organ:.zat:.on ' , N/A N/A , 2 1 7' Training instituticns capable of gra:.nm srsons
7. Training institutions capable of traifing pexrsons . ..34.0 0.9 {}. | 8" D ngf & u S trla:. tor mav un dertg.kz
8. Degree of training contractor may undertake ' N/A N/A . } e - Afrgii:bzlltralnmg contiag ¥
Availability . © T 39.3% | .8% | 1 f Y
» “g : ‘
Comments: o \ " ’ | : , ) Comments {
, v - R l . Because thls is a sn.ngle J.n::wnben EEO category; it does not constltute a
Weighted requisite skills factors. - el : S ; ST IS - B W statistically significant group. No ava.llablllty a.nalys:.s was cenducted nor - -
: ; : ; Coa o " “hiring goal estabh.sned. ’
¥ 2
o . Lo E ¢ %
o { v rm » . ~
—58- K ‘ : : ’ ~59~
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UNIT: Maine Correctional Center s E ﬁL
. R . E . N -‘ o . i . . ~.‘§ ‘?
GroUP: IV. Protective Services | Sange | lale ; Female | Minority i .
, T R
92 Correctional Officer I 12 79 13 g g
19 Correctional Officer II 5 16 3 -
7 Correctional Officer III o 2% 7 - — 4 R
102. 16 z:i .
1
oo
- N 7 ¥
| () | {
L 7 , :
"
N 1
3 s ! :
hoh
[l ‘ «i
o Tl
R ¥ 1!
& % ¢ }3
Name of Protected Group Female - Minority N
N " S {
1. Population of labor area 52.4 - 0.5 1 '
2. Size of unemployment force . 48.3 1.5 5
3. Workforce in immediate labor area ' 45.3 0.%,_ ] i - q
4. Requisite skills in immediate laborcarea "24.3 .| 0.7 j ; @ B
5. Requisite skills in recruitment area 24.3 0.7 pa : )
‘6. Promotable &’transferable with organization ~N/A ‘N/a o [
7. Trzining institutions capable of training persons - 83.3 V.4 % L :
8.~‘-\;Dsrgree of tralnmg contractor may undertake p y N/A~ N/A L i
Avai labx.l:Lty s v 36.8% Gl% :
1\ v\‘ . -y ‘ ‘
N A e
=y /0 & NI
Conments: U i "
Weichted jrequisite skills factors. Entry into group from outside., Requisite : F
,8kills factors are combination of protectlve services statistics received fram the i '
Manpower Research Division of Manpower Afch_rs and workforce factor due to- nature L
of the, p051t10n (see narrative). i T %_,,//;;«7 i
. .fs PR Yo \.‘
- TN 4 ZAN A TR
‘ e oy
R P . ! :\\ = '»-:{“5 - . J 4
& = g
; R | L = 5 e , %
a < P -
R = @ GLI)- i T S s N C) b 4y B
- v - o Csk”i G 1 E ‘ e

&

7
)
] - pat N o . — "?:
UNIT: Maine Correctional Center s
GRQﬁP, /\\ V. Offlce Clerical Range | Male | Female | dinority. g
2 Clerk Typist I V5 2
3 Cle.rk Typist II 8 3
‘2 \AsTount Clerk I 9 "2
2'Clerk 'I‘ypls*- ITI 12 2
1 Secretary 13 1 N
B Sforekeeper II 13 — v “
‘ ’ 10
R, .
(:\ 4
Vs
g = -
() \-\;
» % %
Name of Protscted Group Female Minority
1. Population of labor area y 52.4 0.5
.2, Size of unemployment force 48.3 1.5
3. Workforce in immediate labor area 45.3 0.4
. Requisite skills in immedifate labor area -~ 97.1 0.3 ~
. Requisite skills in recruitment area , . T 97.L [ (.3 -
. Promotable & transferable with organization . N/A - N/AA
. Training institutiens capable of training persons ‘ o 9.1 0.3 j
. Degree of training contractor may undertake ’ ‘N/A N/A. 1
Ava:.lablln.ty 65.0% L e02% ’
{
Comments- . +) ;
Suggested clerical weights used. “ 7
. |
L) .‘ ;3’
i R p /‘ gl
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UNIT: Maine Correctional Center
Group: VI. Skilled Craft Fange wo . Zemala | lliority
! " i
2 Boiler Operator . 12 2 :
5 Correctional Malntenance Mechanlc 14 5
1 Boiler Engineer L 15 1
1 Maintenance Mechanic Fbreman o 17 1 |
1 Antamotive Mechanic Forgfbxan 17 1
| —
‘ 110 !
iw
- )
'
© . % 0% ’
Name of Protected Group Female ‘Minq;itz
1. Population of labor area Ry 52.4 0.5
2. Size of unemployment force 48.3 1.5
3. ngkforce in immediate labor area 45.3 " 0.4
4. Requisite skills in immediate labor area i 1.4 U.2
S. Réqulslte skills in recruitment area ‘ l,4t 0.2 j
8. ,Eromotable & transferable with organization N/A N/A
7.'Training institutions capable of training persons l.4- 0.2
8. Degree of training contractor-may undertake N/A N/A
Availability f I7.7% 3%

C( = ‘,< \(/’\}
Comments: ' -
Weighted requisite skills factors.
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Maine Correctional Center

UNIT:
GroOUup: VII. Service Maintenance
1 Baker I -
1 Laundry Superv1sor I o
7 Cook II o
"1 Cook III & il

9 © =

]

MName of Protected Group

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

‘3. Workforce in immediate laboE area
Requisite skills in immediate labor area
Requisite gkills in redruitment area
Promotable & transferable with organization
7 Training institutions capable of training persons
8. Degree of training contractor may undertake

4.
5'
6.

Availability

Coﬁments:

/ o

e

Ay

Weighted requisite skills factors due to skills required.

range Maléq Female ! Minority

9 1

10 \\

12 A

17 1

10 [©
= 1///, =
% %
Female Minorigz
52.4 | 0.5
48.3 1.5 -
45.3 0.4
62.2 0.6
62.2 0.6
N/A N/A
62.2 0.6 .
N/A N/A
57.2% © 6%
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VI. AFFIRMATIVE ACTICN PROGRAM GOALS AND OBJECTIVES

A

[
i
e toen
T

“ » ' . - ‘ o - A. Selection Procedure

)
s c"?l

Problem Stateinent:

r

Thé selection procedures for the non-ccmpetitive positions within the-
Department have not been in compliance with EEO/AA selection standards.
Accurate, up~tc-date job descriptions have been, in same instances, non-

1 existent. Problems have been identified in screening, testing, interviewing,
and final selection techniques.

™~

— '

ke GRERRIES
4

s sl |
T

D o e 80, A LS R e s T

Goal:

' To assure that all phasgs of the selection procedure for institutiocnal

f entry-level positions are cbjective, job related, and non-discriminatory by
Gy -developing and implementing a camprehensive/consistent selection process for
( entry-level positions in each correctional institution. (Within FY 83)

i

Cbjectives:

1. To assess current selection process/standards for Maine State Prison
(Guards) , Maine Correctional Center (Correcticnal Officers), and
Maine Youth Center. {Training School Counselors). {(By Octcber 31, 1982)

2. To coordinate implementaticn 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 descriptions, design appropriate/justifiable testing -
mechanism(s) and necessary tools/forms for the selection of entry-level

- : positiaons in correctional facilities. (By December 30, 1982)

3. Tosynthesize all informational materials/forms into selection manuals (3):
* - Miine State Prison Guard Selection Manual
3 , - Maine Correctional Center Correcticnal Officerc Selection Manual
- Maine Youth Center Training School Counselors Selection Manual
(By January 317 1983) ” '
( ' ‘] ) e o . £ . - 4, To evaluate procedure(s) 12 months followirg ‘the implementation of
S ‘ & hiring procedures, determine scoring standards, and meake necessary
: ‘ . : revisions. L
R , 4 - | . ” B " 5, To monitor the selection process of the entry=level positians within
‘ > . all institutions, identifying any problem areas and making necessary/
appropriate changes. (Ongoing)

I | ’ . % B. Opportunities/EqualAkEnplOYITEnt”

a

Probleml Statement:

\ . —_— ' SR o k‘ Corrections has, historically, been a male-dominated system; females
: o | S SRR , . continue to be underutilized and, perhaps, subtly discriminated against,

g
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particularly in promotions and assignments. Different barriers thwart
positive change, thereby limiting employment opporttmiﬁ.es.

1. Organizational barriers - pollc1es/pract1ces/persormel systems/
ccmnunlcatlon. .

2. Interpersonal barriers - attitﬁes/value_s/ekpectatioqs/stereotypes.,

= 3. Intrapersonal barriers - attitudes/behaviors/self-images/education.

Beyond this, the value conflict between the immates' right to privacy
and the employees' right to equal employment/fair treatment continue to
surface. Judicial rulings (and interpretation of these) play a significant

_ role in employment decisions within Corrections.

Goal Goal (1):

To assure equal enployment oppJoernJ.tJ.es (recrulhrent/hlrlng/mrk assignment/
pramotion) for wamen in corrections through a process of assessment/research/
dialogue and development of a ‘conprehenslve correctional career ladder.

) Cbjectives:

. l. To establish an Equallty/OpportlmJ.ty in Correctmnal Employment
Commuittee with representatives from the Maine Youth Center, Maine
Correcticral Center, Maine State Prlson, Probation and Parole, Juvenile
Court Intake and Persannel. (By October 31, 1982)

The Committee will have the following responsibilities:

a. Survey/assess correctional employment relative to equality/"
opportinity, identifying problem areas withih the system
(By March 15, 1983)

b. Provide forums for dialogue/definition of AA/EEO areas of need.
(By March 31, 1983)

. Research the existence of n'oblllty/career ladders already establlshed
% within other state systems. (By April 30, 1983)

d. Work in conjunction: with personnel at Maine Criminal Justice Academy
and the University of “Maine System to design a correctional career
development plan, which will afford correctional employees opportmutles
for training, education: (credlt) , and advancement. (There is '

. @ possibility that grants may be sought for this pro:)ect )
(By June 30, 1983)

b

Goal (2): | | L S

To overcame resistence to change by enabling increased knowledge/awareness

, through training/education,f“comnmication and counseling. (Within FY 83)




Y

¥

%

Objectives:

1. To provide training/education in AA/EEO areas, focusing alternately
on knowledge (issues/policies/procedure), attitude (stereotyping/
value systems), and behavior (standards/expectations) to all
departmental employees. (At least 20 sessions J_n FY 83)

2. To provide individual counseling regarding AA/EEO Qroblems/issues,
policies/procedures, behavior/performance expectations and other
related concerns to departmental employees. (Ongoing)

3. To periodically disseminate information regardj:ng ABD/FEO matters and
related issues through departmental commmnications channels.
(&t least bi-monthly)

L

I )
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VII. AFFTRMATIVE ACTION RESPONSIBILTTIES
A, Guidelines
In implementing its Affirmative Action Plan, the Department will follow
Federal EEO guidelines regarding sex, religious and national origin
discrimination and the employment guidelines of the Maine Human Rights ) !
Comnission. In taking affirmative action for Vietnam Era veterans and
disabled veterans, the applicable Federal regulations will be followed.

B. Expanded Register

In accordance with Department of Personnel Bulletin 8.14 {see Appendix J),
asreferenced to Chapter 8, Section 5, Personnel Rules, 5 M.R.S.A., Chapter 65,
Code of Fair Practices and Affirmative Action, the Department of Corrections
will comply with these guidelines which allow the expansion of certification
lists for affirrrative action purposes. .

i

C. Handicapped Employment

To assure that qualified handicapped individuals have equal employment
opportunities, the Department of Corrections, in accordance with the
Rehabilitation Act of 1973 (and the subsequent 1978 amendments), in particular

_ Sections 503 and 504, and its own Affivmative Action Policy, establishes the

following procedure:

Current Fmployees:

1. The Affirmative Action Officer shall conduct a survey, inviting any
enployee of the Department to identify himself as a handicapped '
individual or as a Vietnam Fra or disabled veteran. (Refer to
Appendices F and G.)

a. Each case involving a handicap will be reviewed individually by
the Affirmative Action Officer.

Considerations: ;

1) Physical/mental requirements of the particular job.

2) Safety/security of clients, staff, and general public.
3) Handicapped individual's limitations. !
4) Adverse impact on employment situation. }

b. The Affirmative Action Officer will confer with the appropriate
' resourse person, relative to the particular handicap. (Refer to

c. The Affirmative Action Officer, individual employee, enployee's : i
. supervisor and other appropriate personnel will determine whether
any reasonable accommodation should be made/modified or whether such
accammodations would impose an undue hardship on the Department.

Prospective Employees: V ]

1. Any applicant for employment (non—ccmpeti’&ive positions) within the
Department, will be invited to identify his disability. (Refer to
Bppendix H and "Expanded Register" section.) . L

=
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2. "Revised" (See BAA Goal #2) hiring procedures (including the medical
information/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 determination is made that a disabled person is a qualified
candidate for employment, the Affirmative Action Officer should be
contacted and considers the following:

a. Physical/mental requirements of the particular job.

b. Safety/security of clients, staff, and general public.
C. Handicapped individual's limitations.

d. 2dverse impact on employment situation.

4. The Affirmative Action Officer will confer with the appropriate resource

person, relative to the particular handicap. (Refer to Appendix H.)

5. The Affirmative Action Officer shall provide technical assistance to
personnel officers in assuring that any decision regarding hire
(possible reasonable accomodations) or refusal to hire shall be
non—discriminatory. )

D. Affirmative Action Grievance Procedure

Bnployees in the Department are covered by union contracts with specific

grievance procedures. In discrimindtion complaints, however, employees have the

option of following the union grievence procedure or the discrimination
camplaint procedure (see Appendices < and D) or both. The discrimination
camplaint procedure is also available to applicants and probationary employees
who are not covered by the union contracts.

In sexual harassment camplaints, it is urged that resolution be attenpted
at the lowest possible level within the institution or field service unit;
the Affirmative Action Officer will provide whatever assistance is needed. If
an investigation is deemed necessary, the Sexual Harassment Investigation Form
(see Appendix E) may be used.

THE AFFTRMATIVE ACTION CFFICER IS AVATTABLE TO ANY AND ALL EMPLOYEES
TO ANSWER QUESTIONS AND PROVIDE COUNSELING IN MATTERS OF DISCRIMINATION
AND/OR SEXUAL, HARASSMENT. e
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VIII. AUDIT/REPORTING SYSTEM

Collecticn of information regarding hiring, termination, promotion
:fmd ‘gransfers will be done via monthly reports (workforce analysis) from the
institutions. Information will be processed through the State Data Analysis
Center through which data can be sorted and any statistics regarding personnel
action can be retrieved.

Contact: Steve Woodard, Director

. State Data Analysis Center
c/o Department of Corrections
Station #111
State Office Building
Augusta, Maine 04333

Tel: 207-289-2711

—~70-
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IX. ANNUAL UPDATE

This FY 83 Affirmative Action Plan is a first for the Department of
Correctioris (established September 18, 198l1). In the interim, this Department,
has technically been under obligations to the Affirmative Action Plan,
Department of Mental Health and Corrections, May 1981. However, many of the
BA goals outlined in the DMHC 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 attempt a formal "update" at the present
time would be both difficult and inappropriate. It should be noted, however,
that many positive AA/EEO efforts have been made in the past 10 months and
these are referenced throughout this plan.

-71-
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endix A ’ . : . Student Oréanization for Black ,,
Appe: ) ]_ggpam[egzr ngtIndJ_an Affa_lrs . and Hispanic Unity
_ Main : Coly College '
AFFIRMATIVE ACTION RECRUITMENT SCURCES Houlton, Maine 04730 Robert's Union 2061
‘ . Maine 049
Passamaquoddy Tribal Council . Waterville,
- ¥omen's Organizations cap - ) '
' : Pleasant Polnt Afro-American Studies Program
Maine AFI~CIO Women's Caucus Orono Women's Center Perry, Maine 04667 Bowdoin College
499 Washington Avenue Fernald Hall " Brunswick, Maine 04011
Portland, Maine 04103 University of Maine at Orono Portland Area NAXCP ‘
Orcno, Maine 04473 Green Memorial AME »
Maine Civil Liberties Union Zion Church :
97 Exchange Street - University Women's Forum 46 Sheridan Street
Portland, Maine 04101 . 94 Bedford Street Portland, Maine 04103
University of Maine .V . . :
Maine Nurses Association Portland, Maine 04101 g Agencies on AGing ’ ,
Western Avenue ‘ +ern Force on Aging
Augusta, Maine 04330 Waren's Resource Center Do Aroostook Reg. Task Force of Older Citizens ?51? Ilh}'&s—}s‘ Averme
YMCA Building - 17 Second Street . § 457 Main Street — Box 1288 Bangor, Maine 04401 ;
Maine Teacher's Association Bangor, Maine 04401 i Presque Isle, Maine 04769
Wamen's Caucus , : , i \ e ens Counc:Ll
35 Cammnity Drive « _ Maine Media Women . L 11 Central Senior Citizens Assoclation Vfiggtgnm Ojéijefje:e(éltl]ZBOX
Augusta, Maine 04370 252 Foreside Road £ 1] pox 484 , ~ Wilton, Maine 04294
Falmouth, Maine 04105 . " mugusta, Maine 04330 | S
National Secretaries Association ‘ 4 '
1 Highland Avenue Older Women's Liberation i }
Iewiston, Maine 04240 ’ . 64 Oakhurst Road : . \
‘ ‘ Cape Elizabeth, Maine 04107 L
National Organization for Women : %g E
64 Second Street ; Wamen's Center ioL
Hallowell, Maine 04347 Westbrock College %g
: Westbirock, Maine 04092 ¥ o ,
¢ Maine 04052 B E §
N.O.W. ‘ ; Camissioner for Women N B
348 Ohio Street v State House % -
Bangor, Maine 04401 Mugusta, Maine 04333 “ 1
Minority Organizations 7 .
Franco-American Gerontology Program } - Pencbscot & Passamaquoddy Planm.ng Board
University of Maine - Presque Isle , 173 Main Street - :
Presque Isle, Maine 04769 ’ _ Calais, Maine 04619 .
Centrado~Frano American L 'I‘rlbalGovemor s Inc. 3 ;
Turner Street - ‘ - Indian Township v
Auburn, Maine 04210 ' o _ Pnnceton, Maine 04668
. . ;3}); ‘f}.
Franco~American Gerontology Program . ' Assoc:LatJ.on of Aroostook Ind:z.ans ‘%
Bangor Commnity College ; . One Bowdoin Street
Bangor, Maine 04401 | ~ Houlton, Maine 04730
Franco-American Program ; Penobscot Tribal Counc:Ll
Bangor Mental Health Institute . , CAP
Bangor, MaJ.n@ 04401 et Indian Island .
R 0ld Town, Maine 04468
Centxal Maine Indian Assoc1at10n ‘ PRIEs
Indian Reservation Center s S Wabanak:x. Alliance -
93 Main Street . S« .. % .95 Main Street S

- Orono, Maine 04473 A S '~ Orono, Maine 04473
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APPENDIX B

The Department of Corrections Agreement to Purchase Ccmmmlty Correctlonal

Services*

includes the following section:

EQUAL, EMPLOYMENT OPPORTUNITY

During the performance of this agreement, the Provider agrees as follows:

=18

The Provider will not discriminate against any employee or applicant
for employment relating to this agreement because of race, color,
religious creed, sex, national origin, ancestry, age or physical
handicap, unless related to a bonafide cccupational qualification.
The Provider will take affirmative action to ensure that applicants
are employed and employees are treated during employment, without
regard to their race, color, religion, sex, age or naticnal origin.
Such action shall include but not be limited to the following:
enployment, upgrading, demotions, or transfers; recrnitment or
recruitment advertising; layoffs or temminations ™ rates of pay or
other forms of compensation; and selection for traJ.nJ.ng including
apprenticeship. The Provider agrees to post in conspicuous places
available to employees and applicants for employment notices setting
forth the provisions of this nondiscrimination clause.

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
employment without regard to race, color, religious creed, sex,
national origin, ancestry, age, or physical handicap.

The Provider will send to each labor union or representative of the
workers with which he has a collective or bargaining agreement, or
other contract or understanding, whereby he is furnished with labor
for the performance of this contract, a notice to be provided by the
contracting agency, advising the said labor union or workers'
representative of the Provider's commitment under this section and
shall post copies of the notice in conspicuous places available to
employees and to applicants for employvment.

The Provider will cause the foregeing 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 contracts or subcontracts

- for standard commercial supplies or raw materials. The Provider, or

any sub-contractor holding a contract directly under the Provider
shall, to the maximum feasible, list all suitable employment openings
with the Maine Employment Security Commission.. This provision shall
not apply to employment cpenings which the Provider, or any sub—
contractor holding a contract under the Provider, proposes to fill
from within its own organization. 'Listing of such openings with the
Employment Service Division of the Maine Employment Security Commission

shall involve only the normal obligations which attach to such listings.

*Other Department of Corrections, Contracts for Special Serv:Lces include
a conparable EEQ statement.
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Appendix C
DISCRIMINATION CCMPTAINT PROCEDURE

Any employee, regardless of status, or applicant who feels he has been

discriminated against on the basis of race, color, sex, national origin,
ancestry, age, mental or physical handicap, religion, or marital status, may
follow this discrimination complaint procedure.

1.

Adjust Dispute

a. Attempt to resolve the camplaint through verbal communication with
. immediate supervisor at the lowest possible level.

The AAO may be contacted at this step for assistance.

b. The time limitation is within seven working days of the time that the

employee is aware of the grievable incident.

c. The immediate supervisor is required to render a verbal decision within

three working days.

Grievance in Writing

a. If dissatisfied with the decision, present the camplaint to the
supervisor in writing.

The ARO may be contacted at this step for assistance.

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

c. The supervisor is required to reply within ten working days.

Affirmative Action Officer

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

the AAO for assistance.
b. 'Iheénployee/applicant may have a represéntative present.

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

d. The ARO may meet with the employee/applicant and the supervisor to
attempt settlement of the camplaint.

e. 'Iherg may be a written appeal to the department head or Grievance
Committee, if established. A meeting will be held within fifteen
working days.

department head within five working days.

f. The §epartrent head will render a decision in writing within five
working days of the meeting or committee recommendation.

bt bt o N 1 A T L b g, e e R e ST T e
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The Grievance Committee will make a recormendation to the supervisor and
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STATE OF MAINE APPENDIX "D ‘
1 DEPARTMENT OF PERSONNEL 3
| 0 DISCRIMINATION COMPLAINT- AFFIRMATIVE ACT!ON '
g 4. Informal Complaint g | I NAME OF COMPLAINANT 2. ARE YOU NOW EMPLOYED BY THE STATE? ‘,
- ) ) ) : . ' o D YES (If yes, complete A, B, C and D below) D NO :
a. If the foregoing still results in dissatisfaction, the employee/applicant — — - , ~ ¢
3_. may appeal in writing to the Commissioner of Persomnel. ; STREET ADDRESS (Or RFD and Box number) A. CLASSIFICATION TITLE :
= b. A reply in writing will be made within ten working days by the STV OR Town STATE 1P Co0E | 6. DEPARTMENT
- Commissioner of Personnel.
" 5. Formal Camplain ; ' . , : :
Complalint o 3. DATE OF ALLEGED DISCRIMINATION _‘ C..BUREAU/ DIVISION
T a. A discrimination camplaint may be submitted to the Maine Human Rights _ ‘ . ,
s Commission at any time within 180 days of the alleged discriminatory 4. PLACE OF ALLEGED DISCRIMINATION D. NAME OF IMMEDLATE SUPERVISOR
incident. . ;
) 5. NAME OF OFFICE/PERSON(S) C} \RGED 6. BASIS OF DISCRIMINATION
” ' ; [ ] rRace/coLor [} reLicion  [] NATIONAL ORIGIN
5B - , . [] sex [] ace [] Hanoicar
8 . = - {[[] oTHER(Specify) :
- g 7 NATURE OF CHARGE
Ly i - .
| [_] HIRING PRACTICE |:[ SEPARATION [] vavorF v - [] oTHER (Specify below)
. , i | wases : [ ] PromoTION [] reassiGNMENT )
| - i J{ [] BENEFITS [] TrRaINING [] unionsrer
‘; ' f 4 | 8 NAME OF WITNESS(ES) DEPARTMENT/BUREAU
. 2 5\ :
B H B
57 q
e ) : i
. . g 8. 9. Hahze you brought this ct“nargekfo anyones attention D YES (If yes, describe below) D NO
/ ‘}é g] |
E 2] E i
l_‘; % - 5
: %
I“’ N ? 5 ;
‘ d 4 i
. . ‘ - 3 gﬂi 10. What corrective action are you seeking? H
¥ e : ! ) ;; .
L / ‘: ‘
- 4
1
| . oy
, i %
¢ Il SIGNATURE OF COMPLAINANT , DATE 12. NAME GF INTERVIEWER 'r
I -
Fas ) : : : 2 ": P - .‘ R KQ ' ; L j,:‘b . «1‘{’ 7: ; 4‘ s - s ‘ \ ‘ »”""‘*"‘“" S



2y

APPENDIX “E"

T
EEE

=

DISCRIMINATION CGPLAINT PROCEDURE Complaint Received By:

ey
Fratt ana)
b i

. ‘ S Date:
Any employee, regardless of status, or applicant who feels he/she has been 1 -
discriminated against on the basis of race, color, sex, natiomal erigin, ancestry, :

age, mental or physical handicap, religicn, or marital status, may follow the

Assigned (for investigation) to:
Discrimination Cemplaint Procedure. Ex-offenders are also included.

ey
Pyl
[ isiiooe
et

i n x I;;»‘ Date:
1. Adjust Dispute g% : oy
- a. Attempt to resolve the complaint through oral cormunication with - . SEXUAL HARASSMENT INVESTIGATIVE FORM
immediate supervisor. : " Sk
. . s ke §
The AAD may be f:ontacted at this step for assistanca. ki The Department of Corrections, recognizing that sexual harassment
b. The time limitation is within seven working cays of ‘the time that the o in ttle work place is a violation of Title VII of the Civil Rights Act
employee is aware of the grievable incident. t§ : and'becta.on 4572 9f 1.:he Maine Human Rights Act, reaffirms its own
. . . . ) . L. yg policy statement against sexual harassment by recommending the following
c. The immediate supervisor is required to render a verbal decision within be determined (prior to any disciplinary action being taken):
three working days. -
2. Grievance in Writing . ?i% | Complainant:
a. If dissatisfied with the decision, present. the cocmplaint to the super- .
: . A e o
visor in writing. I ‘ %_% : Position (work area):
The AAO may be ccntacted at this step for assistance. s i :
b. The time limitation is within ten working days of the verbal decision. —}w ; o
. mi d
EZ % .

c. The supervisor is required to reply within ten working. days. Pei:'son(s) Charged:

3. Affirmative Action Officer

(s

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

b. The employee/applicant may have a regfésentative present. Date(s)/Place(s) of Alleged Sexual Harassment:

bﬁ‘ g

#n7

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

o
d. The agency AA0 may meet with the employee/applicant and the supervisor i?’g’ ‘
to attempt settlement of the complaint.

e. There may be a written aprezl to the department head or Grievance Com- '

. e | a = . 1t head : What allegedly occurred?
mittee, if established. A meeting will be held within fifteen working days.

’W N
A

!

i
The Grievance Committee vgi’.ll make a recommendation to the-supervisor and k
departrent head within five working days. !

ém%:]

f. The department head will render a decisicn-in writing within five ;
working days of the meeting or committse reccmmendation. :

5, Informal Cor.mhint

ey
[

a. If the foregoing still results in dissatisfacticn, the employee/applicant %
may eppeal in writing to the Commissioner of Personmnel. / g? , %E
{« 1
i .

b, A reply in writing will be made within ten working days by the Commissioner
of Personnel. : '

Further explanation:

. X L
i . 0

5. Formal Complaint

ey

fote ]
65
o

a, An unresolved discrimination complaint may be submitted to the Maine . ' ' -
Human Rights Commissicn at any time within 18C cays of the aliegad dis- ;
eriminatory incident,. -
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Which of the above -actions have been witnessed and/or documented

By Whom?

How has‘the workplace eivironment been adversely affected?

Response of person charged?

LM e NS

e R R

Description of investigative process:

P e mtdor o o vt et By ot
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Findings:

re— .
LJ Conclusion:

no sexual harassment occurred. Explanation:

E] Co

o¢C

1
O

s

1
o

nclusion:

the following sexual harassment apparently did
cur:

Sexual relations not freely and mutually agreeable to both
parties.

Sexual contact/lnnuendo not freely and mutually agreeable
to both partie

O v
o=
a »
O«

Subtle pressure for sexual activities
Unnécessary touching, pattind'or pinching
’Leering at a person's body

Constant brushing against é persont's body
Phy;ical assault

Threat Pr coercion for sexual purposes

Threat. or insinuation that lack of sexual submission will

adversely affect one! s employment, wages, advancement,. assigned ‘Ei
duties, or shifts, or other conditions that affect one's g
11vellhood :
Contlnued Oor repeated verbal abuse of a sexual nature: ff
[]' Graphic commentary on one's body ‘ iy

Y

Ej-'Sexuall§ suggestive objects or pictures in the workplace

| Sexually degfading words

Ej' Proposmtlons of a sexual nature
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What corrective action is taken?’

Disciplinary:
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. ' Appendix F g
DEPARTMENT OF CORRECTICNS : T

Voluntary Identification Form

)

Please camplete this form and return it to Nancy J. leeman, Affirmative g
Action Officer, Department of Corrections, Station #111, State Office Building, q

Preventive:

Augusta, Maine 04333. ) _ g

NAME DATE

CLASSIFICATION DIVISION .

LOCATION o SUPERVISOR

_Dage:

Investigation conducted by:

Check the appropriate category: ; ’ S éq’

l.Hmtﬁeﬂmed ) ‘ v f

o ]
2. Vietnam Era Veteran i

3. Di&ﬂﬂﬁﬁfwaxman

_. Date:

ey
¢ B .
Al ‘

If you checked #lvor #3, what is your disability?

7 e caup e

no

ﬁfy@ulmweaadﬁs;ﬁdity,do;wm1fealscmejobaxtanmﬂaﬁkmsImw'bezmmes&mge
: [ 7 Yes /.7 ¥o : ' o | Q

If you have a disability, should medical persomel be infomed? B :
| [::7Yes /7 Mo o ‘

k™
0

Thank you for providing this 1nﬁnma£uxh Please amﬁxxx:kanqycI Dﬂ«man
(289-2711) if you need assistance or advice.
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JOSEPH E. BRENNAN, GOVERNOR

DONALD L. ALLEN, CoMMISSIONER

Appendix G '/ . ‘/"("‘ S
{ )
),
STATE OF MAINE (Q}\ o,
DEPARTMENT OF CORRECTIONS | N

STATE HOUSE — STATION #1111
AUGUSTA, MAINE 04333
(207) 259-2711

To: All Departmental Employees

From: Nancy J. Dikeman, Affirmative Action Officer

<

_ Subject: Voluntary Identification By Handicapped Persons, Vietnam Era Veterans, »

and Disabled Veterans

The Department of Corrections as an equal opportunity employer, adheres
t0 a policy of non-discrimination in all employment actions, practices,
procedures, and cond:l.t:Lons of employment.

~ Pursuant to thls policy, the department invites handicapped individuals,
Vietnam Era veterans, and disabled veterans, who are employed by the department
or applicants for positions within the department, to identify themselves.
Submission of this information is voluntary and refusal to provide it will not
subject you to any adverse treatment. By providing this informaticn, you may
be able to benefit from relevant affirmative action practices, wb_lle assisting
“the department in meeting recordkeeping requirements..

This information shall be kept confidential, except that (1) supervisors

‘may be informed regarding work restrictions and/or necessary acccmmodations

for you; (2) first aid and safety. persomnel may be informed, when and to the
extent appropriate, if the condition might require emergency treaiment; '
(3) government officials investigating EEO compliance rnay be informed; and
(4) affirmative actlon procedures may be appl...ed r

Perscnnel practlces and. afJ.J_nnatlve action procedures which are apolicable
to handicapped persons, Vietnam Era veterans, and disabled veterans include:,

(a) Administration of veterans' preference in accordance with
the Personriel Law, 5 M.R.8.A., 674,

(b) Reasonzble accommodation (:'m‘ exams and jobs) to the physical
and mental limitations of disabled persons, unless such
acconmodatlon would J.mpose an uncxue hardship upon the depar‘arent

{c) Review of phvs:.cal and wental job qualificaticns to insure that .
they are job related, consistent with business necessity and the.
safe performance of the job, and do not unjustifiably screen ou*-
quallrled disabled vets and handicapped persons. . .

(d) Non-dlscr:um_nam on, :mcluc,lng oroh:tbv tion of ha_.assmnt.,

7
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L For the purposes of this 1nv1tat.1.on, the following definitions shall
app.Lly: :

" (a) Handicapped - Any person with a physical or mental mpa;mnent which
~ substantially limits one or more of such person's major life
- activities, has a record of such inpairment, or is regarded as
fhav:.ng such an impairment. Major life activities include: walking,
seeirg, hearing, performing manual tasks, socialization, and
‘breathing.

(b) Dlsabled Veteran - A person entttled to disability ccmpensation A
rated at 30%* by the Veterans Administration or a. person whose -
_T'release fram active duty was for a dlsablllty incurred or aggravated
in the line of duty. (*10% for Maine's Veterans Pre.erenoe )

(c) Vietnam Era Veteran - One who served on active duty for more than
180 days, any part of which occurred between August 5, 1964 and
July 7, 1975, and was discharged or released other than a dis-
honorable dlscharge, or was discharged or released from active
duty for service-connected disability if any part of such act:Lve
duty was performed between August 5, 1964 and May 7, 1975.

If you fall w.1.th:Ln the definition of any of these categories and wish to
1dent1fy yourself, please oonplete the attached form and return to me.

If you have any questlons regardlng this or other affmrat:.ve action
matters, please don't hesitate to be in touch.

: ‘Ihank you for your cooperation.
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RESOURCES: - Employment of HandiCapped Persons -

iy M ;——‘-—-1: ey y f""" "1' "j ’ ‘

1

Disability Information Center
246 Deering Avenue
Portland, Maine 04102

President's Camnittee on Employment of the Handlcapped
1111-20th Street, N.W.
Region I Coordinator

Washlngton, D.C. 20086

Governor's Camittee on Employment of the Handlcapped

32 Winthrop Street
Augusta, Maine 04333

AFI~CIO Human Resource Development Institute
" Handicapped Placement Program
815-16th Street, N.W.
Washmgton, D.C. 20006

Bureau of Vocatlonal Rehabilitation .
' Central Office

32 Winthrop Street *

Augusta, Maine 04333

Mid-Coast: 1 Park Drive
‘Rockland, Maine 04841

Southern Maine: 509 Forest Avenue
‘ “Portland, Ma.l.ne)} 041063
p
Pathways, Inc. R
589 Minot Avenue
Auburn, Maine 04210

Goodw:d.l of Maine
803 Forest Avenue . :
Portland, Maine 04103 o I

Workers Compensation
Capitol Shopping Center
Western Avenue -
Augusta, Maine 04333

| Fred S. Janes Co.

One Monument Square
- Portland, Maine 04101

Bureau of Veteran's Servioes ‘
Camp Keyes s ,
Augusta, Ma:t.né 04330

Mid-Coast: 356 Main Street
: Rockland, Maine 04841

Southern Maine: 991 Forest Avenue
Portland ’ Ma.me 04102 :
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" Disabled American Veterans

P.0O. Box 151
USVA
Togus, Maine 04330

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

Nata.onal Information Center for the Handicapped
Box 1492 :
Washington, D.C. 20013

Handicapped Rights Project
Disability Information Center
246 Deering Avenue

Portland, Maine 04102

Handicapped Rights Project

Capitol Shopping Center

P.0. Box 972

Augusta, Maine 04333

Southern Maine Assoc:.at:l.on for Handicapped Persons
32 Thamas Street

‘Portland, Maine 04102 ’
‘Maine Independent le:Lng Center

32 Winthrop Street
Augusta Malne 04330

Maine State. Developmental D:Lsabllltles Council
State Office Building - - Station #40

 Augusta;, Maine 04333 .

The Ieisure Oenter for the Handlcapped
70 Forest Avenue
Portland Maine 04101

The Maine Fraternal Assoc:.atlon of the Bl:md
P.0. Box 1753 ~ RN

Portland, Maine 04104 -
' Bureau of Rehabl,'l.ltat:l.on

Division of Eye icare and Spec:.al Serv:Loes

- 32 Wlnthrop Street

Augusta, Maine 04333

" The Maine Assoc:.atlon of the Deaf, Inc.
~ P.0. Box 779 ,

Portland, Maine ' 04104

Ingraham Volunteers, Inc.
142 High Street ~
Portland Ma.me 04101
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F.T. Center for éanmmications Disorders

Thayer Hospital
Waterville, Maine 04901

"Governor Baxter's School for the Deaf

P.0. Box 799
Portland, Maine 04104

~ Alccholics, Anonymous

P.0. Box 1861
portland, Maine 04101

Camunity Support Services Project
State Office Building - Station #40

Augusta, Maine 04333

March of Dimes National Foundation

1385 Congress Street
Portland, Maine 04102

Maine Spina Bifidia Assoc1at10n
10. Hillcrest Drive

- Cape Elizabeth, Maine 04107

Cystic Fibrosis Foundatlon
100 College Avenue
Waterville, Maine 04901

Natlonal Sp:.nal Cord Injury Foundation

32 Winthrop Street
Augusta, Maine 04330

State of Maine Muscular Dystrophy Association
10 Congress Street
Portland, Maine 04101

Arthritis Foundation, Inc. Maine Chapter
P.0. Bax 333 : o

141 Front Street

Bath, Ma:me 04530

Cerebral Palsy Lsoc:.at:.on of Greater Portland
331 Veranda Street R
Portland Maine 04101

Maine Paraplegia and wheelchair Conflned
Association, Inc. .
Mexico, Maine 04757

=

Natlonal Multiple Sclerosis Assoc:Latlon Mame C‘hapter
. East Blue Hill, Ma:._ne 04614 ; }

Occupatlonal Therapy Department : s
Maine Medical Center : o e
22 Bramhall Street R e .

Portland, Maine 04102 L : s
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To All Interested, Persons
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STATE OF MAINE

Appendix I

Inter—Departmental Memorandum Dace

/)Depc Depar‘hre.nt of Corrections

From Nancy J. DJ_keman, Affirmative Action Officer Depe. Departzrent of Corrections

Subject

Policy Re: Fmployment Medical Informatlon/Physz.cal Examination

identification for affirmative actior} purposas) ..

Section 504 of the Rehabilitation Act of 1973 and the Maine Humen Rights
Act prohibit pre-employment inquiries (with the exception of handicapped

can be solicited from ermployess after selection has keen made (i.e. hired
contingent upon successful phys:.cal examination), prov:LdJ.ng the following
- condltlons are met:

1.

Cautiocnary Note: '

The medical information and/or physical examination is requ:x.red
of all applicants who reach the final phase of the selection
process; , .

The information and/or results of physical exam are used to determine

- the individual's capability to perform specific job-related tasks,
to recammend proper placement, and/or to make reascnable accommodations;

Either a job offer has been made or the applicant is informed
that he is tentatively qualified pending the results of the medical
evaluation after which he will be hired or placed on a list of
eligibles for the next vacancy;

The results.cf the medical evaluation, as well as an explanation
of this procedure, is made available to the applicant/employee,
but is otherwise considered confidential.

If, during the pbys:.cal examination, a physical

or mental limitation is identified that might interfere with the perscn's =
Jjob performance, an objective assessment should preceed any final decision.

NJD/d

However, medical informaticn




]
H
i
x
;
[
'
+
J
i
i
A3
¢

¥
7
i
o
o

R .

Sh———.—

Appéndix J
STATE OF ’MAINE )

DEPARTMENT OF PERSONNEL
January 8, 1982

PERSONNEL BULLETIN 8. 14

Personnel Representatives, and

TO: All Depar’cm‘ent/ Agency Heads,

. Affirmative Action Officers
SUBJECT: AFFIRMATIVE ACTION CERTLFICATION
REFERENCE : Chapter 8, Sec. 5, Personnel Rules

5 M.R.S.A., Chapter 65, Code of Fair Practices and
Affirmative Action

es for departments 1o impleme_nt the
8 of. the Persomnel Rules, which

PURPOSE: To establish guidelin
| fication lists for affirmative

amendment to Chapter :
allows expansion of certl

action purposes.

Sermit the addition of female, minority,
Chapter 8 has been amended to permit theto i fications of eligibles,

. : S isters

and disabled candidates frem class regls ted. The amend-
et B or underrepresented. X ,

if the particular group 15 underutilized ceptificztions for vacancies ir

i addition of males to ce: o les
o alzztggﬁmall?oﬁhilasses, when departments have non—tr'e:_dltlonil ggr:ﬁ%nal
1'lon-"tril:'ons under federal grants. To be eligible to recelve SucC ad 1—
Obljci:%i J’l;es an agency must have a documented und§rt'1tlllzatlon or in rezrsha]_]_
Peprese taia:ion for the group requested as an addition. Doc;wnentiA gc)J > :
]raepzize;esponsibility of the agency Affirmative Action Officer i theo
aiother designated employee. Documentation shall be according to

following criteria:

(a) Underutilization or mdemepregenta}ti_.on of women ang ?tl;iigﬁzn
shall be documented in the avallal?lllty anzlc{izi %gan PES
rminati £ an ‘apency's Affirmative AcCt | P).
T g oso estgbli?;h a verbal, numerical, or perczntage
iri in i ifi f underutilization or under-
hiring goal 1n identified areas © ) ‘
rpprege;gﬁ:ation. The plan shall betprip;recsioiﬁgirdlg% a;:m: geez ’
5 1 artment of Per . are
format prescribed by the _De.p C . oL R B veview.
submitted to the Affirmative Action ey |
J(Cl(c))rlrj’:ctions pelevant to underutilization or underrepresentation

and hiring goals must-be made subsequent to the review.

The plan must al

‘ i i ) documented by
: tion of disabled persons shall be do .
® ggg\elrezng?sigzaag&ncy's work force to determine the percentage

of disabled persons employed by the ag'gency. ) Su?fey i‘rtignma?ic;g
should be obtained through the agency s Afflnna ive 'Lﬁntarily
(AAP) requirement to invite disabled employees to.vc?i.. e
identify themselves. The results of the survey, Ilndicd g

nurber of identified disabled employees and their percentage 1n

Pkt e o

N

I PR ) G A TV
. H § :

submitted to the Affirmative Action Coordinator and the agency
‘personnel representative.
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the agency's work force, shall be submitted to the Affirmative

Actidn Coordinator. The Coordinator may request additional
relevant information. Underrepresentation shall be determined

~ by comparing the percentage of disabled employees in an agency's

work force with the percentage 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.

Underrepresentation 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 of males in these classes. These statistics should
be in the utilization determinations of the AAP. MNon-traditional
classes and statistical evidence shall be submitted to the
Affirmative Action Coordinator for review. Written evidence of
the non-traditional hiring obligation must also be submitted to
the Coordinator. This evidence may be excerpted from the fed-

‘eral grant, conmtract 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 procedures to receive the names of available
underrepresented or underutilized candidates as additions to the certification:

- The AAD or ancther designated employee will identify the under-

represented or underutilized job groups. From these groups,

. that person shall single out the job classifications for which

expanded certifications will be requested. Where possible, work
units should be reviewed to ensure that expanded certifications
are not requested for work units which are not themselves defi-
cient 'in the particular area which is .mderutilized or under-
represented overall in the agency. Lists of job groups and
classes which are underutilized or underrepresented are to be

' “The AAO or another designated employee will work with the agency .

personnel representative to insure that requisitions to fill

- vacancies in areas of underutilization or underrepresentation
include requests for expanded certifications. :

‘The persomnel 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 Form 15. To request an expanded certification, check the
"Other" box under Special Information, then indicate "AA Cert."
and the group(s) you wish to have included with the certification
(see sample form attached). :
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(d) The AAQ or another designated employee shall be r:esponsible
. for developing a method of monitoring certifications to ensure
that expanded certifications are properly requested and that
such requests cease when goals are achieved.

Individuals responsible for interviewing candidates and ma}.cing employee
selections are to process certifications with additional names in the same
manner that a normal certification is processed. While individuals making
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. l ‘

DAVID W. BUSTIN
COMMISSIONER

PLEASE REPRODUCE LOCALLY TO MEET DISTRIBUTION PURPOSES
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Appendix K
POLICIES AND PROCEDURES No.
Title: AEFIRMATIVEAQTIQ\I-?LAN 3,2
Chapter: 3, pmsowm Page of

RELATED ACA

mf-v State of Maine
& #) DEPARTMENT OF CORRECTIONS | STANDARDS:

- 2=4056 THRU
T AA - Central Office 4055

Revised:

snlan s fee

I.  AUTHORITY.
II.. APPLICABILITY.
ITI. DEFINITIONS. See Glossary
IV, DEPARTMENT-POLICY.
The mapagement of each institution shall assume ’designated responsil’oility

for the impleentation of the Departmental Affirmative Action Plan. This plan
shall assure equal employment opportunities for current and prospective employees

~ of the Department and provide for documentation of its implementation.

The Department shall not discriminate against qualified ex-offenders during
the selection process.

V.  PROCEDURES. {Central Office)
1. Management of each institution designates two individuals to serve on
Departmental Affirmative Action Advisory Committee.

2. The composition of the Affirmative Action Advisory Cammittee shall be
as follows: two representatives from each institution, two representatives
from Division of Probation and Parole and one Personnel expert. ’

3. The Affivmative Action Officer convenes meé’t:i.ngs of the Affirmative Action
' Advisory Committee and/or contacts committee menbers as necessary.

4. The Affirmative Action Advisory Committee advises the Affirmative Action
Officer regarding AA/EEO matters, providing current information regarding
,compliance, identifying training needs and, generally, facilitating
communication between Central Office and institutions.

5. Affirmative Action Officer reviéws(? and processes any discrimination
carplaint (see attached discrimination complaint form and procedure.)

6. Affirmative Action Officer will periodically review/update AA/EFO
statistics. ‘ ; ' :

VI. REPCRTS REQUIRED. . : 5
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