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Section I: Equitable Workforce (Affirmative Action) Plan
INTRODUCTION
In 2013 the Wisconsin Council on Children and Families published the Race to Equity Report outlining
racial disparities that exist in Dane County. This report prompted the City of Madison to reexamine some
of their practices. In 2014 the City of Madison Racial Equity and Social Justice Initiative was developed as
a response.
The newly named Equitable Workforce Plan is reflective of the principles adopted through resolution by
the common council. Through the work of several interagency teams it was established that a plan
inclusive of equity principles, and targeted toward the needs of individual departments was necessary in
order to progress towards rebalancing equity within City practices.
To begin this new process, departments were asked to complete a series of surveys over the course of
several months. These surveys focused on several key areas including hiring and recruitment, orientation
and onboarding, promotion and retention, and culture and training. These surveys laid the groundwork for
a more robust planning process, which not only focuses on utilization goals but addresses specific needs
in order to develop future employment pipelines.
Departments have been given more direct control over utilization goals in this plan. We have found in
previous plans the practice of establishing job family availability across the spectrum of city departments
created inabilities for departments to make affirmative action hires. Establishing job family availability on a
departmental basis will allow for targeted utilization goals and department specific methods for
achievement.
The Citywide Equitable Workforce Plan includes the individual agency plans, which are submitted to the
Mayor and Common Council for approval. Once adopted the plan shall be distributed to all agency heads
that shall adhere to the goals, timetables and procedures.
The City of Madison is an employer committed to ensuring affirmative action, equal opportunity, and
nondiscrimination in compliance with Madison General Ordinance Chapter 39, and federal and state laws.
This means that affirmative action and equal opportunity principles will be applied to all employment
policies, procedures and programs. This is consistent with the City of Madison’ s leadership and progress
in achieving and ensuring diversity in the workplace.
MAYOR’S COMMITMENT TO AFFIRMATIVE ACTION AND EQUAL EMPLOYMENT OPPORTUNITY
The city of Madison welcomes the excitement of changing demographics. As public employees, we must
reconfirm our commitment to the principles of equity, affirmative action and equal opportunity.
The city is intent on creating a workplace free from harassment and discrimination - an environment
where all employees feel valued, respected, and proud. This requires of Madison a more
aggressive implementation of actions that reflect our commitment to principles of equity and social justice.
This plan is a part of the City’s overall commitment to a workforce that encourages diversity and inclusion.
This is our legacy to future generations of residents.
The Department of Civil Rights provides leadership and expertise in attracting, developing and sustaining
a diverse workforce. The focus of our program is to uncover and eliminate discriminatory barriers against
women, racial/ethnic minorities and people with disabilities.
Please visit the Department of Civil Rights website at www.cityofmadison.com/dcr to review our Equitable
Workforce Plan and Affirmative Action Program policies.
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Section II: Equitable Workforce Plan Qualitative Requirements
The Equitable Workforce Plan qualitative components must include affirmative action
and placement goals for women and minorities:
1.
Agency Heads have the responsibility to implement affirmative action programs throughout their
organizations.
2.
Identification of problem areas, including an in-depth analysis of the complete employment
process to determine if and where barriers to equal employment opportunities exist.
3.
Development and execution of an action-oriented program designed to correct any identified
problem areas.
4.
Development and implementation of internal audit and reporting systems that periodically
measures the effectiveness of the agency’s total affirmative-action program.
The City of Madison Affirmative Action and Equal Employment Opportunity Policy will be communicated
both internally and externally. Employees and the public will find the information on the City of Madison’s
website at www.cityofmadison.com/dcr. The written plan includes a detailed complaint procedure
including the procedure for responding to complaints of discriminatory harassment.
AGENCY HEAD/CIVIL RIGHTS COORDINATOR - ROLES
Each agency shall maintain an appointed Civil Rights Coordinator who directly reports to the agency head
(Appendix A – City of Madison Organization Chart). The Civil Rights Coordinator (Appendix B – Agency
Civil Rights Coordinator List) will collaborate with the Department of Civil Rights (DCR) to implement the
affirmative action policies as detailed under Madison General Ordinance Chapter 39 (Appendix C – MGO
Chapter 39). The Civil Rights Coordinator shall have the following responsibilities:
1.
Disseminating equal opportunity information and agency initiatives to staff and interested
persons.
2.
Responding to requests to review agency’s Equitable Workforce Plan for employment initiatives.
3.
Annually preparing reports regarding individual agency affirmative action initiatives.
4.
Determining and coordinating with DCR agency training needs regarding the civil rights related
initiatives. Assist in APM training.

IDENTIFICATION OF PROBLEM AREAS AND ACTION PROGRAM
Problem areas were identified in four primary areas of city employment; hiring and recruitment, orientation
and onboarding, promotion and retention, and culture and training.
1.

Hiring and Recruitment

1.a)

Identification of Problem Areas: Increase Representation of People with Disabilities
In September of 2013 the federal government issued final rules for section 503 of the
rehabilitation act establishing utilization goals for qualified individuals with disabilities.
Program to Address Problem Areas
The City of Madison is committed to providing equal employment opportunities for people with
disabilities. Under this commitment, it is the policy of the City of Madison to provide reasonable
accommodations for all applicants and employees with disabilities, unless such accommodations
would impose undue hardship upon the conduct of business.
Each agency will cooperate with the Human Resources (HR) Department in ensuring that
essential functions are clearly identified for every position within their organization. Reasonable
accommodations will be identified to maximize opportunities for agencies to select and/or retain
employees with disabilities. All City agencies will work with the Occupational Accommodations
Specialist in supporting placement recommendations for employees who become disabled and
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may otherwise be displaced because they are no longer able to perform the work of their current
position.
1.b)

Identification of Problem Areas: Interview and Selection Quality Initiatives
Often details and information about duties and work assignments change over time. It is essential
that agencies provide HR with current information to ensure that job postings reflect the needed
knowledge, skills and abilities. This in turn minimizes the risk of selecting officials to introduce
questions at job interviews that are not appropriate.
Program to Address Problem Areas
When submitting paperwork to fill employment vacancies, all departments shall include a
complete current position description that is reflective of the job and of factors that will be used for
selection. A Human Resources Department analyst will review this information and determine
whether the position is properly classified and will integrate any pertinent changes into the job
announcement. If there are substantial changes or outstanding issues, a more substantive
analysis may be required prior to posting the position.
The Human Resources Department will develop examinations for positions based on the job
announcement and position description. Efforts to improve position descriptions, postings and
interviews shall be included in each agency’s plan of Equal Employment Opportunities (EEO) and
Affirmative Action (AA) objectives. Care shall be taken to review and eliminate nonessential
employment requirements that tend to screen out racial/ethnic minorities, women or people with
disabilities where at all possible. If requested, the Human Resources Department will provide
assistance to agencies in developing final interview questions or to review questions developed
by the agency.
Because job vacancies and selection activities are ongoing processes, the timetables for
implementation are ongoing. It is recommended that immediately upon receiving information
indicating that a vacancy has occurred or will occur, the selecting official should review the
existing position description to determine whether or not it accurately reflects needed skills and
abilities. If the description does not correctly specify the desired skills or experience, it is
recommended that this problem be reviewed with the Human Resources Department. This must
occur before any paperwork is submitted announcing the vacancy.

1.c)

Identification of Problem Areas: Asian/Pacific Islander and Hispanic/Latino Initiatives
U.S. Census Bureau reports show that the Asian/Pacific Islander and Hispanic/Latino American
communities are the two fastest growing populations in America today. Census projections show
that this population growth is expected to continue well into and beyond the next decade. As a
result, the Bureau is projecting continued growth in the proportion of Americans who are
Asian/Pacific Islanders and Hispanic/Latinos. Asian Pacific Islander and Hispanic/Latino
populations have also been growing here in Madison, Wisconsin. Growth in the City workforce
representation has been moderate for both groups.
Program to Address Problem Areas
In an effort to more fully promote diversity and to include all segments of our community in our
workforce, agencies are expected to place increased emphasis toward recruitment for individuals
who are Asian/Pacific Islanders and/or Hispanic/Latinos. All agencies are encouraged to pursue
proactive measures to develop strategic and effective recruitment activities to ensure that every
segment of the Madison community can be included in City of Madison employment
opportunities. Although the ultimate responsibility is with agency heads, all selecting officials are
expected to adhere to the objective of this initiative.

1.d)

Identification of Problem Areas: AASPIRE Intern Program Initiatives
Despite a multifaceted Affirmative Action program and series of initiatives, our employment
candidacy pools of qualified women, racial/ethnic minorities and people with disabilities are too
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often limited. Improved representation in entry level and hourly or seasonal positions is not
adequate to produce inclusive pools for professional and managerial opportunities.
Program to Address Problem Areas
AASPIRE (Affirmative Action Student Professionals in Residence) Program requests agency
proposals describing possible summer internship assignments that are compatible with AASPIRE
Program objectives. Although wage subsidies may be available through the City Affirmative
Action Division, all agencies are encouraged to share or fully subsidize costs for wages in order
to increase the number of Internship opportunities. Because the purpose and scope of this
program is defined, the Affirmative Action Division will review proposals to select opportunities for
placements on an annual basis and disseminate program information and criteria for proposal
materials. Student participation will be solicited under simultaneous processing of the Internship
job postings and recruitment process.
1.e)

Identification of Problem Areas: Youth Programs
Young people who are members of under-represented groups are often not exposed to
experiences that provide the development of skills and qualifications that are needed to enter into
civil service careers.
Program to Address Problem Areas
The Wanda Fullmore Internship program aims to remedy this issue. In partnership with
community organizations the City offers summer internships to disadvantaged high school youth.
This program is intended to provide the young people with job exploration and basic skill
development. Participants in the program receive both on the job training through City
Employment, and soft skill development through partnership with Commonwealth Development.

2.

Orientation and Onboarding
Identification of Problem Area: Acclimation to City Culture
Currently, orientation and onboarding has been primarily geared toward citywide policy and
training on job specific duties. Very little has been done in terms of workplace climate, particularly
in ensuring access to peer employee groups. Staff have reported that this leads to feelings of
isolation when dealing with workplace issues that arise. Additionally, staff have indicated that in
order to progress in several agencies it is necessary to adapt to the cultural climate of a specific
agency, even if that climate is not conducive to diversity and inclusion.
Program to Address Problem Areas
Human Resources has recently established the culture and engagement initiative. This initiative
is geared toward shifting the culture of individual agencies toward a move inclusive environment.
HR will work with agencies on an ongoing basis to establish a baseline cultural climate analysis,
provide agencies with organizational development resources including training on unconscious
bias, discrimination, and harassment, and provide ongoing assessment to track the changes in
culture and the success of agencies in better supporting employees.

3.

Promotion and Retention
Identification of Problem Area: Retaining Employees of Color and Women
Surveys of city staff suggest that obtaining skills for promotion are a significant barrier to retaining
underutilized employee groups. This is reflected in the job family data across all departments with
the bulk of employees of color and female employees occupying the bottom four categories. This
inability to obtain promotional opportunities has lead qualified employees to look elsewhere for
employment.
Program to Address Problem Areas
Human Resources is piloting an initiative that allows front-line employees to gain the minimum
qualifications necessary to compete for entry level supervisor positions. Essentially, the program
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allows these employees to substitute training and experiences gained through the City of
Madison Leadership Development Program for required years of experience necessary to meet
the minimum qualifications for entry level supervisory positions. By breaking down barriers that
exist for front-line employees to move into entry-level supervisory positions, we demonstrate our
commitment to ensuring all employees have the opportunity to advance with the City.
4.

Culture and Training
Identification of Problem Areas: Workplace Diversity Training Initiative
The population of the United States and of the City of Madison is growing and changing. Many of
our neighbors and co-workers come from cultures and belief systems that differ from our own.
Although our workplaces were once homogenous, and rules and expectations were commonly
understood, many old truths have now been replaced. Change can often be difficult or confusing.
Cultural adaptability and acceptance is a work skill just as are the job specific task abilities that
we recognize as being necessary to perform.
Program to Address Problem Areas
Several steps to address workforce diversity training have been developed. In addition to training
by the department of civil rights on diversity and cultural competency, training has been
expanded. Recently, the city developed two initiatives to directly address these deficiencies in
training. The culture and engagement initiative through HR, as well as training through the Racial
Equity and Social Justice Initiative. These initiatives are designed to address workplace culture
issues that do not rise to the level of harassment or discrimination but have a negative impact on
the City’s ability to retain women and employees of color.
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Section III: Workforce Quantitative Requirements
Each agency’s Equitable Workforce Plan according to federal guidelines must include five quantitative
components:
1.
Organizational Profile or Workforce Analysis
2.
Job Group Analysis
3.
Availability Analysis
4.
Comparison of Incumbency to Availability, and
5.
Placement Goals
ORGANIZATIONAL PROFILE - WORKFORCE ANALYSIS
The organizational profile is an organization chart showing each of the organizational units and their
relationships to one another, and the gender, racial, and ethnic composition of each organizational unit.
This workforce analysis is available to review by request to the Department of Civil Rights.
JOB GROUP ANALYSIS (EEO-4 JOB FAMILIES)
1.

Officials and Administrators: Occupations in which employees set broad policies, exercise
overall responsibility for execution of these policies, or direct individual departments or special
phases of the agency’s operations, or provide specialized consultation on a regional, district or
area basis. Includes: department heads, bureau chiefs, division chiefs, directors, deputy directors,
controllers, wardens, superintendents, sheriffs, police and fire chiefs and inspectors, examiners
(bank, hearing, motor vehicle, warehouse), inspectors (construction, building, safety, rentandhousing, fire, A.B.C. Board, license, dairy, livestock, transportation), assessors, tax appraisers
and investigators, coroners, farm managers, and kindred workers.
1A-Senior Officials & Executives
1B-Unit Directors & Managers
1C-Program Managers & Supervisors
1D-Major Program & Project & Operation Administration & Supervisors
1E-Project Operations & Administrators & Supervisors
1F-Program & Project & Operation Supervisors
1G-Major Foreperson & Field Supervisors
1H- Foreperson & Field Supervisors

2.

Professionals: Occupations which require specialized and theoretical knowledge which is
usually acquired through college training or through work experience and other training which
provides comparable knowledge. Includes: personnel and labor relations workers, social workers,
doctors, psychologists, registered nurses, economists, dieticians, lawyers, systems analysts,
accountants, engineers, employment and vocational rehabilitation counselors, teachers or
instructors, police and fire captains and lieutenants, librarians, management analysts, airplane
pilots and navigators, surveyors and mapping scientists, and kindred workers.
2A-Advanced Legal
2B-Legal
2C-Civil Rights, Employment & Legal
2D-Adv. Engineering & Architecture Design & Development
2E- Engineering Design & Development
2F-Police Captains
2G-Fire Captains
2H-Police Lieutenants
2J-Fire Lieutenants
2K-Expert Consultants
2L-Public Health Protection
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2M-Health Care Services
2N-Adv. Information Systems & Development
2P-Info Systems & Development
3.

Technicians: Occupations that require a combination of basic scientific or technical knowledge
and manual skill, which can be obtained through specialized postsecondary school education or
through equivalent on-the-job training. Includes: computer programmers, drafters, survey and
mapping technicians, licensed practical nurses, photographers, radio operators, technical
illustrators, highway technicians, technicians (medical, dental, electronic, physical sciences),
inspectors (production or processing inspectors, testers and weighers), police and fire sergeants,
and kindred workers.
3A-Police Sergeants & Special Investigators
3B-Firefighters, Paramedics, Inspectors & Investigators
3C-Advanced Specialist Regulatory & Code Enforcement
3D-Specialist Regulatory & Code Enforcement
3E-Inspectors
3F-Engineering Program Specialists & Surveyors
3G-Engineering Planning Technicians
3H-Architecture & Engineering and Related Aides
3J-Property Assessors & Real Estate Aides
3K-Biology & Chemical Science Technicians
3M-Hourly Technical Aides

4.

Protective Service Workers: Occupations in which workers are entrusted with public safety,
security and protection from destructive forces. Includes: police patrol officers, firefighters,
guards, deputy sheriffs, bailiffs, correctional officers, detectives, marshals, harbor patrol officers,
game and fish wardens, park rangers (except maintenance), and kindred workers.
4A-Police Officers
4B-Police Detectives
4C-Firefighters
4D-Fire Apparatus Engineers & Fire Chief Aides
4E-Public Safety Coordinators Officer & Monitor
4F-Crossing Guards
4G-Command Center & Security

5.

Paraprofessionals: Occupations in which workers perform some of the duties of a professional
or technician in a supportive role, which usually requires less formal training and/or experience
normally required for professional or technical status. Such positions may fall within an identified
pattern of staff development and promotion under a “New Careers” concept. Included: research
assistants, medical aides, child support workers, policies auxiliary welfare service aides,
recreation assistants, homemakers aides, home health aides, library assistants and clerks,
ambulance drivers and attendants, and kindred workers.
5A-Library Assistants
5B-Specialized Paraprofessional Supervisors
5C-Paraprofessional Program Support
5D-Paraprofessional Accounting

6.

Administrative Support (Including Clerical and Sales): Occupations in which workers are
responsible for internal and external communication, recording and retrieval of data and/or
information and other paperwork required in an office. Includes: bookkeepers, messengers, clerktypists, stenographers, court transcribers, hearing reporters, statistical clerks, dispatchers, license
distributors, payroll clerks, office machine and computer operators, telephone operators, legal
assistants, sales workers, cashiers, toll collectors, and kindred workers.
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6A-Advanced Administration & Program Support
6B-Fiscal Processing
6C-Resource Assignment
6D-Administration & Program Support
6E-Advanced Administration & Clerical Support
6F-Admininstration & Clerical Support
6G-Clerical Support
6H-Library Clerks
6J-Cashiers
6K-Inventory Clerks
7.

Skilled Craft Workers: Occupations in which workers perform jobs which require special manual
skill and a thorough and comprehensive knowledge of the processes involved in the work which
is acquired through on-the-job training and experience or through apprenticeship or other formal
training programs. Includes: mechanics and repairers, electricians, heavy equipment operators,
stationary engineers, skilled machining occupations, carpenters, compositors and typesetters,
power plant operators, water and sewage treatment plant operators, and kindred workers.
7A-Crafts Group
7B-Advanced Electrical System Installation, Maintenance & Repair
7C-Electrical Systems, Installation and Maintenance & Repair
7D-Facilities & Buildings Maintenance & Construction
7E-Water Supply Operators
7F-Skilled Mechanic Maintenance

8.

Service-Maintenance: Occupations in which workers perform duties which result in or contribute
to the comfort, convenience, hygiene or safety of the general public or which contribute to the
upkeep and care of buildings, facilities or grounds of public property. Workers in this group may
operate machinery. Includes: chauffeurs, laundry and dry cleaning operatives, truck drivers, bus
drivers, garage laborers, custodial employees, gardeners and groundskeepers, refuse collectors,
construction laborers, park rangers (maintenance), farm workers (except managers), craft
apprentices/trainees/helpers, and kindred workers.
8A-Service & Maintenance Lead Worker Coordinator & Crew
8B-Grounds, Conservation & Arbor Care
8C-Motor Coach Operators
8D-General Public Works Maintenance & Equipment Operators
8E-Advanced Public Works Maintenance & Equipment Operators
8F-Advanced Equipment Operators
8G-Refuse Collection & Street & Sewer Maintenance Work
8H-General Facility Equipment Repair & Maintenance
8J-General Maintenance & Mechanical Repair Work
8K-Custodial & Facility Maintenance
8M-Transportation Custodial & Service Worker
8P-Hourly Public Facility Service Attendants

AVAILABILITY ANALYSIS
The Availability Analysis provides a statistical estimate of the current availability of women and
racial/ethnic minorities for each job group. The purpose of the Availability Analysis is to determine
whether under-representation may exist by comparing the City’s current utilization of women and
racial/ethnic minorities to their current availability. In the past this information was aggregated across the
entirety of city employees. This failed to capture specific needs in certain departments and caused certain
positions to be red-flagged for affirmative action hires inaccurately. For this report period availability as
well as utilization data has been developed specific to departments and not general job families.
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It is difficult to measure or monitor workforce representation and employment opportunities within job
families for individuals with disabilities due to confidentiality requirements and optional self-identification.
In 2015 final rules were established for section 503 of the Rehabilitation Act, designating utilization goals
for the disabled community. During the first quarter employees will be invited to self identify as disabled,
and measured against the 7% utilization goald established by the Department of Labor. Finally, the
accommodation process in concert with ongoing action to review our employment process corresponds to
the need to prevent and eliminate barriers to employment that are relevant to factors that might otherwise
exclude individuals with disabilities.
The City is committed to making every good faith effort to meet the goals that result from our availability
analysis. The data used for this section includes the 2010 Census “Profile of General Population and
Housing Characteristics”. It is limited to the City of Madison. This Data was used to better define the
primary community served by the City of Madison. Although staff are drawn from a much larger area as
outlined in the statistical area used for Utilization Analysis, it is important to note that the areas employees
are drawn from may not be directly reflective of the community served.
UTILIZATION ANALYSIS: INCUMBENCY VS. AVAILABILITY
Utilization Analysis provides an indicator of specific areas that need immediate attention, but does not
provide a basis for personnel decisions. The utilization analysis compares the representation of women
and racial/ethnic minorities in each job group with their representation among those available to be
employed in order to determine under-representation. Under-representation is calculated by applying
several different statistical standards and occurs when the percentages of women and racial/ethnic
minorities employed in particular jobs groups is less than would reasonably be expected considering their
availability. The City then establishes an annual placement goal in each job group indicating such underrepresentation.
The Equitable Workforce Plan uses the U.S. Census 2010 EEO Data for the Madison Statistical Area
(MSA). The Madison, WI MSA for this report is Dane County. Dane County includes the following cities:
City of Madison, City of Fitchburg, City of Middleton, City of Monona, City of Stoughton, City of Sun
Prairie, and the City of Verona. Dane County also includes the following villages: Village of Belleville,
Village of Black Earth, Village of Blue Mounds, Village of Cambridge, Village of Cross Plains, Village of
Dane, Village of Deerfield, Village of De Forest, Village of McFarland, Village of Marshall, Village of
Mount Horeb, Village of Oregon, and the Village of Waunakee.
PLACEMENT GOALS VS. QUOTAS
Placement goals are not quotas, in fact, quotas are expressly forbidden. Placement goals are reasonably
attainable objectives or targets that are used to measure progress toward achieving equal employment
opportunity for women and racial/ethnic minorities. Quotas, on the other hand, place an enforceable
minimum or floor on the employment of racial/ethnic minorities and women in a specific job group. For
women and members of racial/ethnic minorities it is necessary to engage in a utilization workforce
analysis to identify areas of under-representation and to establish responsive annual goals and long-term
plans of action.
Women are under-represented in the following Job Categories:

Officials and Administrators

Professionals

Technicians

Skilled Craft

Service Maintenance
Racial/ethnic minorities are under-represented in the following EEO Categories:

Service Maintenance
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It is difficult to measure or monitor workforce representation and employment opportunities within job
families for individuals with disabilities due to confidentiality requirements and unreliable selfidentification. Furthermore, there are not sufficient occupational data to develop comparative statistics.
Finally, the accommodation process in concert with ongoing action to review our employment process
corresponds to the need to prevent and eliminate barriers to employment that are relevant to factors that
might otherwise exclude individuals with disabilities.
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Section IV: Agency Equitable Workforce Plans
ASSESSOR'S OFFICE

Section I – Cover Page

Assessor's Office
Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:
Assessor's Office
Equitable Workforce Plan Review Committee:
Mark Hanson
mehanson@cityofmadison.com
Sally Sweeney
ssweeney@cityofmadison.com
Marie Baun, Admin Clerk
Jenifer Horne, Assessment Technician
210 Martin Luther King Jr Blvd, Room101
608-266-4531
cityofmadison.com/assessor

Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.

Section III – Staff Responsibility
Our agency head Mark Hanson, or their replacement, is responsible for implementation of our Affirmative
Action Plan.
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Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
Currently, the Madison community demographics and our departmental demographics are as follows:
(The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison.)
Madison Community*
TOTAL

%
Difference

Assessor's Of fice
233,209

%

23

%

%

Male

114,832

49.24%

13

56.52%

7.28%

Female

118,377

50.76%

10

43.48%

-7.28%

184,030

78.91%

18

78.26%

-0.65%

Black or African American

16,926

7.26%

0

0.00%

-7.26%

Asian

17,211

7.38%

3

13.04%

5.66%

Some other race**

13,960

5.99%

0

0.00%

-5.99%

1,001

0.43%

2

8.70%

8.27%

81

0.03%

15,948

6.84%

SEX

RACE
White

American Indian and Alaska Native
Native Hawaiian and other Pacific Islander
ETHNICITY
Hispanic or Latino (of any race)

0

0.00%

-6.84%

*The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison.
**Some other race includes "Two or More Races" and "Some Other Race" categories.

Currently, the availability data for our department is as follows:
(This data is from the permanent employees and U.S. census 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA)
which includes Columbia, Dane, and Iowa counties.)

Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
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Other data utilized to inform goal settings includes:
(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)

Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the following
goals for 2016:

Goal 1:
Category: Onboarding
Data measure:
Retain new employees, and know they are engaged and contributing with open communication and
feedback between staff.

We will know we are successful when:
New hires are engaged & successful in their hired position, and group cohesion develops.

The following individual(s) are responsible for reporting on this data every time period to the department
head:
Supervisors

Goal 2:
Category: Culture

11/2/2015-EWplan2016.doc
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Data measure:
Culture and Climate Survey (HR)
Inclusion of all employees in office gatherings
Transparency and sharing of knowledge and information is evident
We will know we are successful when:
Positive results in the Climate Survey
Social gatherings are inclusive and impartial
Workers feel that equal opportunities are provided to all
The following individual(s) are responsible for reporting on this data every time period to the department
head:
HR for Climate Survey
Various employees reporting back to Dept Head

Goal 3:
Category: Training
Data measure:
Complete training & procedural handbooks for specific tasks
Empower each employee to seek in-house and outside training for professional and personal growth

We will know we are successful when:
Handbooks are completed and utilized
All employees are attending training to enhance their professional and personal growth

The following individual(s) are responsible for reporting on this data every time period to the department
head:
Supervisors

We will provide an update on these goals to Civil Rights for reporting to the mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.

Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:

Goal 1:
Category: Recruitment

11/2/2015-EWplan2016.doc
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Data measure:
Ensure position descriptions are reviewed every 24 months to reflect current job specifications
Use of one or more strategies to attract or identify candidates to fill job vacancies which may involve
internal or external recruitment advertising including job centers, or professional publications.
This field is specialized in that a state wide initiative to attract candidates to the positions our office will
need.
We will know we are successful when:
Job descriptions are reviewed and kept current based on changing technology.
A more diverse group of candidates apply for positions within our agency.

The following individual(s) are responsible for reporting on this data every year to the department head:
Supervisors

Goal 2:
Category: Training
Data measure:
Maintain training & procedural handbooks for specific tasks
Empower each employee to seek in-house and outside training for professional and personal growth

We will know we are successful when:
Handbooks are reviewed and reflect all needed changes
Employees have attended training and enhanced their professional and personal growth

The following individual(s) are responsible for reporting on this data every year to the department head:
Supervisor

Goal 3:
Category: Culture
Data measure:
Continue annual Culture and Climate Survey (HR)
Transparency and sharing of knowledge and information is evident

We will know we are successful when:
Continued positive results in annual Culture and Climate Survey
Equal opportunities are provided to all employees

The following individual(s) are responsible for reporting on this data every year to the department head:
Supervisor

11/2/2015-EWplan2016.doc
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We will report on these goals to Civil Rights for reporting to the Mayor, Affirmative Action Commission,
and Common Council at the end of each year.

Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tools three times in
2016. At least one of these tool applications will be on a hiring decision, if a hiring decision is made in
2016. The tool results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
 Hiring decision
 Policy or procedure development
 Community engagement meeting or plan
 Budget
 Contracts and purchasing
 Strategic plans
 Work plans
 Funding decisions
 Promotional decision or process
 Partnerships and collaborations
The Racial Equity and Social Justice Team is available to assist departments facilitation of tool
application. We will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative
Action Commission, and the Common Council on or before January 31, 2017.
The following individual(s) will be responsible for the RESJI tool implementation:
Mark Hanson, City Assessor

Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
 APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf

Section IX – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
impact on racial/ethnic affirmative action group members, women and people with disabilities. Such review
will include, but not be limited to, the following:
Dissemination of Policy Statement and Plan

Yes

No

1. Include policy statement and reference to Affirmative Action Plan in policy
manual.

11/2/2015-EWplan2016.doc
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Dissemination of Policy Statement and Plan

Yes

No

2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.
3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.
Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.
5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.
7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.
9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red-flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red-flagged position before making an employment offer.
Staff Development
11. Ensure all employees
opportunities.

equal

access

to

training

&

promotional

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.
13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.
Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.
16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
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Dissemination of Policy Statement and Plan

Yes

No

Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.

Appendix A – Assessments
Department
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other

Strategy
Encourage transparency, do not let staff
hold on to important operating
information
Set department goals that everyone
works towards
Management stops Harassment and
Discrimination immediately when aware
Acknowledge work accomplishments
Schedule gatherings such as potlucks,
lunch and learns, etc.
Watch "cliques" and staff divisions
Hold one on one meetings with new staff
and executive management member
Hold all staff meetings or all unit
meetings as often as possible
Have a space where all employees can
gather for lunch/breaks

Assessor
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.

Culture Training Other

Ensure relationship building with outside
stakeholders, including engagement and
outreach

We already do this.

Culture Training Other

Ensure all staff, especially diverse staff,
have access to trainings at an equal rate
as their colleagues

We already do this.

Culture Training Other

Provide many levels of training: on the
job training, new employee training,
ongoing training

We already do this.

Culture Training Other
Culture Training Other
Culture Training Other

All supervisors and managers all attend
supervisory academy
Ask/assess people what skills they need
and provide training that matches
Provide all staff with cross training and
shadowing

We already do this.
We already do this.
We already do this.

Culture Training Other

Dedicate budget resources to training,
and ensure those resources are
equitably distributed among
management, professional staff,
administrative support, field staff, etc.

We already do this.

Culture Training Other

Encourage employees to attend any city
sponsored training

We already do this.
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Culture Training Other

Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other

Culture Training Other

Culture Training Other
Culture Training Other
Culture Training Other
Hiring Recruitment

Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment

Hiring Recruitment

Hiring Recruitment
Hiring Recruitment

EQUITABLE WORKFORCE PLAN: 2016-2021

Encourage all employees to get
certifications relevant to field, provide
space, time, and resources
Target training to hourly staff and entry
level so they receive skills to pass tests
and have skills to promote
Allow front lines staff to attend trainings
downtown and elsewhere on work time
Send staff to external training
opportunities
Offer to pay for employee certification
and licenses
Get civil rights coordinators more
involved in the hiring process - copy
them when a position is red flagged in
their department
Connect all members to goals and vision
of organization
Provide flexible schedules
Implement department-wide email
access
Collaborate with HR and DCR on any or
all of the strategies. If you do not know
how to do some of these things, just ask!
Have staff representation at meetings in
the community, participate in diverse
community events and ongoing
meetings
Assure diverse staff have contact with
the community
Assign diverse staff to be your
department's Civil Rights Coordinator
Recruit from outside of the City of
Madison
Be strategic about hiring diverse
seasonal employees, so they can
eventually work full time for the
organization
Hire employees at trainee level and train
them up
Review job postings to assure minimum
skill, knowledge, and education
requirements are actually needed

We already do this.

We already do this.
We already do this.
We already do this.
We already do this.

We already do this.

We already do this.
We already do this.
We already do this.
We already do this.

We already do this.
We already do this.
We already do this.
We already do this.

We already do this.

We already do this.
We already do this.

Hiring Recruitment

Assure "working with multicultural
populations" is included in the position
description of all jobs

We already do this.

Hiring Recruitment

Post most jobs open and competitive.
Post jobs internal when there is a
diverse pool

We already do this.
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Hiring Recruitment

Post jobs to a wide variety of diverse
places: City Facebook, Linkedin, Metro
Buses, Affirmative Action Email List (city
email list), UW System, Monster, Career
Builder, Milwaukee Journal-Sentinel OnLine, Field-specific resources, targeted
mailings to local certificate or license
holders

We already do this.

Hiring Recruitment

Assure supplemental questions are
relevant to the position, and have
benchmarks instead of only a number
scoring criteria

We already do this.

Hiring Recruitment

Review tests to make sure they are
relevant to the position tasks.

We already do this.

Hiring Recruitment

Diversify supplemental question and
interview panels. Include people of color,
women, staff from all levels, community
members, MAC, WIC, RESJI team
members

We already do this.

Hiring Recruitment
Hiring Recruitment
Hiring Recruitment

Switch up interview panels. Do not use
the same people over and over
Utilize behavioral interview questions
Use benchmarks for interview questions
instead of a number scoring criteria

We already do this.
We already do this.
We already do this.

Hiring Recruitment

Assure all people reviewing
supplemental questions or serving on
interview panels attend implicit bias
training

We already do this.

Hiring Recruitment

Have a clear justification for who should
be hired, besides a point score

We already do this.

Clean out and stock work
bench/space/desk/cubicle/office

We already do this.

Order business cards if applicable

We already do this.

Set goals for the employee and share
them with their assigned trainer(s)

We already do this.

Schedule employees to attend HR's new
employee training: First day of work, and
all-day session offered two times per
year

We already do this.

Introduce new staff to existing staff

We already do this.

Provide tours of offices and all facilities

We already do this.

Develop employee-specific on-boarding
plans in conjunction with HR

We already do this.

Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
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Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Hiring Recruitment
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Provide job shadowing with diverse staff

We already do this.

Hold one on one meetings with new staff
and executive management member

We already do this.

Hold all staff meetings or all unit
meetings as often as possible

We already do this.

Encourage diverse applicants to apply
for open promotional positions

We already do this.

Ensure all staff, especially diverse staff,
have access to trainings at an equal rate
as their colleagues

We already do this.

Provide promotional candidates with
specific feedback about how they can
improve if they are not selected for a
promotion

We already do this.

Survey staff and make changes based
on results
Provide a way for staff to give
anonymous feedback about agency to
management and their peers
Create a directory with photos
Be intentional about working with a
diverse populations
Talk about race, bias, prejudice openly
and safely, with moderated
conversations as needed
Have a diversity committee/affinity group
Partner with DCR and HR for ideas and
implementation
Expand workplace social events and
open them to families
Rotate staff meeting facilitation among
all staff
Send staff to YWCA Racial Justice
Trainings
Develop a staff committee to work on
this
Focus on employee wellness of mind
and body
Maximize existing diversity within the
organization
Increase restroom access for field
employees
Use the Equity Impact Analysis &
Equitable Hiring Checklist well before
hire

It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
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Hiring Recruitment

Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Culture Training Other

Hiring Recruitment

Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
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Create an advisory team to help with
department hiring goals. Include diverse
staff, Civil Rights Coordinator,
representatives from Racial Equity and
Social Justice Initiative (RESJI),
Multicultural Affairs Committee (MAC),
Women's Initiatives Committee (WIC)
Budget for these strategies (advertising,
internships, etc.)
Recruit from other diverse city agencies
Post some jobs as bilingual
(Spanish/Hmong) required
Allow candidates to come in early and
review at least some interview questions
Benchmark ability to successfully work
with multicultural communities

It would require minimal effort.

It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.

If incoming employee is the only woman
or only person of color, send the current
workgroup to implicit bias training and/or
sensitivity training (work with DCR)

It would require minimal effort.

Send staff to YWCA Racial Justice
Trainings, implicit bias training, and/or
other sensitivity training

It would require minimal effort.

Connect new employees to diverse
activities (MAC/WIC/RESJI)

It would require minimal effort.

Develop a
Mentorship/Buddies/Ambassador
Program

It would require minimal effort.

Conduct exit interviews upon retirement
and/or when employees leave

It would require minimal effort.

Assure promotional possibilities for
diverse staff (see below)

It would require minimal effort.

Promote from within only if internal pool
is more diverse than community at large

It would require minimal effort.

Have a pool of leaders who can fill in as
supervisor

It would require minimal effort.

Have multi-department staff meetings

It would require a lot of effort.

If HR and DCR indicate there is not a
diverse applicant pool after a position
closes, extend the deadline and
strategize about how to attract more
diverse applicants

It would require a lot of effort.

Create a training program that gives staff
skills to promote in future

It would require a lot of effort.

Offer cross-training of most or all jobs

It would require a lot of effort.
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Have meetings at the beginning of work
shifts
Reach out to any or all of the following
on a regular basis (not an exhaustive
list): RESJI, MAC, WIC, high schools,
Job Center, Boys & Girls Club, any
community center, school counselors,
Technical Colleges, UW Career
Services, etc.
Have apprenticeship and/or practicum
programs
Offer training to high school and/or
college students and related programs
Invest time in Division of Vocational
Rehabilitation and/or W2 Workers

We could not do this.

We could not do this.

We could not do this.
We could not do this.
We could not do this.

Hiring Recruitment

Participate in: AASPIRE Internships,
Wanda Fullmore Youth Internship
Program, Other field-specific Internship
Programs

We could not do this.

Hiring Recruitment

Attend targeted recruitment events
(Urban League, YWCA, Job Mob)

We could not do this.

Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Who provided you with
feedback?
Culture Training Other
Hiring Recruitment
Orientation
Onboarding Promotion
Retention
Culture Training Other
Hiring Recruitment
Orientation
Onboarding Promotion
Retention
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Benchmark ability to successfully work
with multicultural communities in any
supplemental questions
Interview all candidates who meet the
minimum qualifications
Use random selection with many
applicants
Interview people at targeted recruitment
events whenever possible

We could not do this.
We could not do this.
We could not do this.
We could not do this.

Assign a diverse group of staff to train
the new person, even if that means
finding external trainers or mentors

We could not do this.

Move from part time to full time positions

We could not do this.

Build in a career ladder

We could not do this.

My Department Head
My Department Head
My Department Head
My own experiences
My own experiences
My own experiences
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One or more other managers
in my department
One or more other managers
in my department
One or more other managers
in my department

The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
Anecdotal experiences heard from other City Employees
Department Head
One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
A representative from Racial Equity & Social Justice team
A representative from the Multicultural Affairs Committee
A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these
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ATTORNEY'S OFFICE

Section I – Cover Page

ATTORNEY
Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:
ATTORNEY
Equitable Workforce Plan Review Committee:
Michael May
mmay@cityofmadison.com
Brett Blomme
bblomme@cityofmadison.com
Susan Mautz, Adriana Peguero, Lara Mainella
210 MLK Blvd., Room 401, Madison, WI 53703
608-266-4511
cityofmadison.com

Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.

Section III – Staff Responsibility
Our agency head Michael May, or their replacement, is responsible for implementation of our Affirmative
Action Plan.
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Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
Currently, the Madison community demographics and our departmental demographics are as follows:
(The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison.)

Madison Community*

%
Difference

Attorney's Office

TOTAL

233,209

%

28

%

%

Male

114,832

49.24%

7

25.00%

-24.24%

Female

118,377

50.76%

21

75.00%

24.24%

184,030

78.91%

23

82.14%

3.23%

Black or African American

16,926

7.26%

2

7.14%

-0.12%

Asian

17,211

7.38%

0

0.00%

-7.38%

Some other race**

13,960

5.99%

1

3.57%

-2.41%

1,001

0.43%

0

0.00%

-0.43%

81

0.03%

15,948

6.84%

SEX

RACE
White

American Indian and Alaska Native
Native Hawaiian and other Pacific Islander
ETHNICITY
Hispanic or Latino (of any race)

2

7.14%

0.30%

*The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison.
**Some other race includes "Two or More Races" and "Some Other Race" categories.

Currently, the availability data for our department is as follows:
(This data is from the permanent employees and U.S. census 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA)
which includes Columbia, Dane, and Iowa counties.)

Total # of
Employees

# of Women
Employees

Women
Incumbency

Women
Goal*

Availability
Met?

Difference
to goal (+/-)

# of Racial
Ethnic
Employees

Racial
Ethnic
Incumbency

Racial
Ethnic
Goal*

Availability
Met?

Difference
to goal (+/-)

1 - Officials & Administrators

3

1

33.33%

43.90%

Yes

-10.57%

0

0.00%

6.20%

No

2 - Professionals

13

7

53.85%

53.80%

No

0.05%

2

15.38%

9.80%

Yes

-6.20%
5.58%

3 - Technicians

2

0

0.00%

50.80%

No

-50.80%

0

0.00%

10.80%

No

-10.80%

5 - Paraprofessionals

7

6

85.71%

57.90%

Yes

27.81%

2

28.57%

9.00%

Yes

19.57%

6 - Administrative Support

12

7

58.33%

62.00%

No

-3.67%

0

0.00%

8.20%

No

-8.20%

7 - Skilled Craft Workers

93

19

20.43%

6.30%

Yes

14.13%

7

7.53%

5.90%

Yes

1.63%

8 - Service Maintenance

55

17

30.91%

43.30%

No

-12.39%

18

32.73%

13.40%

Yes

19.33%

TOTAL

185

57

29

Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
Other data utilized to inform goal settings includes:
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(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)
RACE / ETHNICITY of Attorneys in US 2000*
2010*
White, not Hispanic
88.80%
88.10%
Black, not Hispanic

4.20%

4.80%

Hispanic

3.40%

3.70%

Asian Pacific American, not Hispanic

2.20%

3.40%

American Indian, not Hispanic

0.20%

0.04%

*Source: 2000, 2010 U.S. Census, Bureau of the Census
NOTE: U.S. Census considers Hispanic an ethnicity, not a race. Persons of Hispanic origin can be of any race.

Publicly Employed Attorneys in Wisconsin by Gender
Data from the Wisconsin State Bar Association
Men
Women
Total
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FROM 2013 ANNUAL QUESTIONNAIRE
ABA APPROVED 1st YEAR JD AND MINORITY ENROLLMENT:
FALL 2013
First Year
Academic Number of First Year
Minority
Year
Schools Enrollment Enrollment
2013 - 2014
202
40,802
11,892
2012 - 2013
201
44,481
12,446
2011 - 2012
201
48,697
12,779
2010 - 2011
200
52,448
13,191
2009 - 2010
200
51,646
11,840
2008 - 2009
200
49,414
11,320
2007 - 2008
198
49,082
11,016
2006 - 2007
195
48,937
10,898
2005 - 2006
191
48,132
10,389
2004 - 2005
188
48,239
10,694
2003 - 2004
187
48,867
10,468
2002 - 2003
186
48,433
10,229
2001 - 2002
184
45,070
9,557
2000 - 2001
183
43,518
9,335
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%
29.1%
27.9%
26.2%
25.2%
22.9%
22.9%
22.4%
22.3%
21.6%
22.2%
21.4%
21.1%
21.2%
21.5%

Total
Total J.D.
J.D.
Minority
Enrollment Enrollment
128,712
34,584
139,055
35,914
146,288
35,859
147,525
35,045
145,239
32,505
142,922
31,368
141,719
30,657
141,031
30,557
140,298
29,768
140,376
29,489
137,676
28,325
132,885
27,175
127,610
26,257
125,173
25,753

%
26.9%
25.8%
24.5%
23.8%
22.4%
21.9%
21.6%
21.6%
21.2%
21.0%
20.6%
20.5%
20.6%
20.6%
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Applicant Flow by Gender Report
[2014-00318] Assistant City Attorney
Generated by Julie Trimbell on 09/30/2015 11:24:05

Step
1.Application Received

Group
Male
Female
Unknown
Total:

Start
52
36
4
92

Passed
50
36
4
90

Failed
2
0
0
2

Pass Rate
96.15%
100.00%
100.00%
97.83%

Impact Ratio
96.15%
100.00%

2.MQs

Male
Female
Unknown
Total:

50
36
4
90

34
27
2
63

16
9
2
27

68.00%
75.00%
50.00%
70.00%

90.67%
100.00%

3.SME Panel

Male
Female
Unknown
Total:

34
27
2
63

21
21
1
43

13
6
1
20

61.76%
77.78%
50.00%
68.25%

79.40%
100.00%

Eligibles Referred

Male
Female
Unknown
Total:

21
21
1
43

8
7
0
15

13
14
1
28

38.10%
33.33%
0.00%
34.88%

100.00%
87.50%

Referred Hired

Male
Female
Unknown
Total:

8
7
0
15

1
0
0
1

7
7
0
14

12.50%
0.00%
N/A
6.67%

100.00%
0.00%

Exam Overall

Male
Female
Unknown
Total:

52
36
4
92

21
21
1
43

31
15
3
49

40.38%
58.33%
25.00%
46.74%

69.23%
100.00%
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Applicant Flow by Ethnicity Report
[2014-00318] Assistant City Attorney
Generated by Julie Trimbell on 09/30/2015 11:25:47

Step
Group
1.Application Received Hispanic or Latino
American Indian or Alaskan Native
Asian
Black or African American
Native Hawaiian or Other Pacific
Islander
White or Caucasian
Other/Multi Racial
Unknown
Total:
2.MQs

3.SME Panel

Eligibles Referred

Referred Hired

Exam Overall

Hispanic or Latino
American Indian or Alaskan Native
Asian
Black or African American
Native Hawaiian or Other Pacific
Islander
White or Caucasian
Other/Multi Racial
Unknown
Total:
Hispanic or Latino
American Indian or Alaskan Native
Asian
Black or African American
Native Hawaiian or Other Pacific
Islander
White or Caucasian
Other/Multi Racial
Unknown
Total:
Hispanic or Latino
American Indian or Alaskan Native
Asian
Black or African American
Native Hawaiian or Other Pacific
Islander
White or Caucasian
Other/Multi Racial
Unknown
Total:
Hispanic or Latino
American Indian or Alaskan Native
Asian
Black or African American
Native Hawaiian or Other Pacific
Islander
White or Caucasian
Other/Multi Racial
Unknown
Total:

Hispanic or Latino
American Indian or Alaskan Native
Asian
Black or African American
Native Hawaiian or Other Pacific
Islander
White or Caucasian
Other/Multi Racial
Unknown
Total:
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Start Passed
7
7
0
0
7
7
3
3

Failed
0
0
0
0

Pass Rate Impact Ratio
100.00%
100.00%
N/A
100.00%
100.00%
100.00%
100.00%

0
67
3
5
92

0
65
3
5
90

0
N/A
2 97.01%
0 100.00%
0 100.00%
2 97.83%

7
0
7
3

6
0
2
1

0
65
3
5
90

0
48
3
3
63

0
N/A
17 73.85%
0 100.00%
2 60.00%
27 70.00%

6
0
2
1

3
0
2
1

3 50.00%
0
N/A
0 100.00%
0 100.00%

0
48
3
3
63

0
34
1
2
43

3
0
2
1

1
0
2
1

2 33.33%
0
N/A
0 100.00%
0 100.00%

0
34
1
2
43

0
10
1
0
15

0
N/A
24 29.41%
0 100.00%
2
0.00%
28 34.88%

1
0
2
1

0
0
0
0

1
0
2
1

0.00%
N/A
0.00%
0.00%

0
10
1
0
15

0
1
0
0
1

0
9
1
0
14

N/A
10.00%
0.00%
N/A
6.67%

7
0
7
3

3
0
2
1

4
0
5
2

42.86%
N/A
28.57%
33.33%

0
67
3
5
92

0
34
1
2
43

0
33
2
3
49

N/A
50.75%
33.33%
40.00%
46.74%

1
0
5
2

0
14
2
1
20

85.71%
N/A
28.57%
33.33%

N/A
70.83%
33.33%
66.67%
68.25%

97.01%
100.00%

85.71%
28.57%
33.33%

73.85%
100.00%

50.00%
100.00%
100.00%

70.83%
33.33%

33.33%
100.00%
100.00%

29.41%
100.00%
0.00%
0.00%
0.00%
0.00%

100.00%
0.00%

84.45%
56.30%
65.69%

100.00%
65.69%
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Applicant Flow by Gender Report
[2013-00495] Legal Secretary 2
Generated by Julie Trimbell on 09/30/2015 11:28:31

Step
1.Application Received

Group
Male
Female
Unknown
Total:

Start Passed
12
0
67
0
0
0
79
0

Failed Pass Rate
0
N/A
1
0.00%
0
N/A
1
0.00%

2.Minimum Qualifications Screen

Male
Female
Unknown
Total:

12
67
0
79

0
15
0
15

12
51
0
63

0.00%
22.73%
N/A
19.23%

3.Keyboarding Test

Male
Female
Unknown
Total:
Male
Female
Unknown
Total:

0
15
0
15
0
10
0
10

0
0
0
0
0
7
0
7

0
0
0
0
0
2
0
2

N/A
N/A
N/A
N/A
N/A
77.78%
N/A
77.78%

Male
Female
Unknown
Total:

0
8
0
8

0
4
0
4

0
4
0
4

N/A
50.00%
N/A
50.00%

Male
Female
Unknown
Total:

0
4
0
4

0
2
0
2

0
2
0
2

N/A
50.00%
N/A
50.00%

4.Legal Secretary Test

Eligibles Referred

Referred Hired
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Impact Ratio
0.00%

0.00%
100.00%

100.00%

100.00%

100.00%
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Applicant Flow by Ethnicity Report
[2013-00495] Legal Secretary 2
Generated by Julie Trimbell on 09/30/2015 11:30:25

Step
1.Application Received

2.Minimum Qualifications Screen

3.Keyboarding Test

4.Legal Secretary Test

Eligibles Referred

Referred Hired

Exam Overall

11/2/2015-EWplan2016.doc

Group
Hispanic or Latino
American Indian or Alaskan Native
Asian
Black or African American
Native Hawaiian or Other Pacific
Islander
White or Caucasian
Other/Multi Racial
Unknown
Total:

Start Passed
2
0
1
0
1
0
5
0

Failed Pass Rate Impact Ratio
0
N/A
0
N/A
0
N/A
0
N/A

1
65
4
0
79

0
0
0
0
0

0
1
0
0
1

2
1
1
5

0
0
1
2

2
0.00%
1
0.00%
0 100.00%
3 40.00%

1
65
4
0
79

0
12
0
0
15

1
52
4
0
63

0.00%
18.75%
0.00%
N/A
19.23%

0
0
1
2

0
0
0
0

0
0
0
0

N/A
N/A
N/A
N/A

0
12
0
0
15
0
0
1
1

0
0
0
0
0
0
0
0
1

0
N/A
0
N/A
0
N/A
0
N/A
0
N/A
0
N/A
0
N/A
1
0.00%
0 100.00%

0
8
0
0
10

0
6
0
0
7

0
1
0
0
2

Hispanic or Latino
American Indian or Alaskan Native
Asian
Black or African American
Native Hawaiian or Other Pacific
Islander
White or Caucasian
Other/Multi Racial
Unknown
Total:

0
0
0
1

0
0
0
1

0
N/A
0
N/A
0
N/A
0 100.00%

0
7
0
0
8

0
3
0
0
4

0
4
0
0
4

Hispanic or Latino
American Indian or Alaskan Native
Asian
Black or African American
Native Hawaiian or Other Pacific
Islander
White or Caucasian
Other/Multi Racial
Unknown
Total:

0
0
0
1

0
0
0
1

0
N/A
0
N/A
0
N/A
0 100.00%

0
3
0
0
4

0
1
0
0
2

0
2
0
0
2

N/A
33.33%
N/A
N/A
50.00%

Hispanic or Latino
American Indian or Alaskan Native
Asian
Black or African American
Native Hawaiian or Other Pacific
Islander
White or Caucasian
Other/Multi Racial
Unknown
Total:

2
1
1
5

0
0
0
1

2
1
1
3

0.00%
0.00%
0.00%
25.00%

0.00%
0.00%
0.00%
100.00%

1
65
4
0
79

0
6
0
0
7

1
54
4
0
66

0.00%
10.00%
0.00%
N/A
9.59%

0.00%
40.00%
0.00%

Hispanic or Latino
American Indian or Alaskan Native
Asian
Black or African American
Native Hawaiian or Other Pacific
Islander
White or Caucasian
Other/Multi Racial
Unknown
Total:
Hispanic or Latino
American Indian or Alaskan Native
Asian
Black or African American
Native Hawaiian or Other Pacific
Islander
White or Caucasian
Other/Multi Racial
Unknown
Total:
Hispanic or Latino
American Indian or Alaskan Native
Asian
Black or African American
Native Hawaiian or Other Pacific
Islander
White or Caucasian
Other/Multi Racial
Unknown
Total:

N/A
0.00%
N/A
N/A
0.00%

N/A
85.71%
N/A
N/A
77.78%

N/A
42.86%
N/A
N/A
50.00%

0.00%

0.00%
0.00%
100.00%
40.00%
0.00%
18.75%
0.00%

0.00%
100.00%

85.71%

100.00%

42.86%

100.00%

33.33%
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Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the following
goals for 2016:

Goal 1:
Category: Training
Data measure:
Encourage administrative support staff to attend trainings, both within and outside of the City of Madison.

We will know we are successful when:
75% of our administrative support staff have attended a training in the year 2016.

The following individual(s) are responsible for reporting on this data every 3 months to the department
head:
Susan Mautz

Goal 2:
Category: Hiring
Data measure:
Create a strategy to increase the number of non-white assistant city attorneys.

We will know we are successful when:
The City Attorney has created and maintained ongoing relationships with African American and Hispanic
communities in Madison, including groups such as 100 Black Men, Urban League, NAACP, Centro
Hispano and BLSA & HLSA at UW-Madison Law School and Marquette Law School.
The following individual(s) are responsible for reporting on this data every 6 months to the department
head:
Susan Mautz

Goal 3:
Category: Culture
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Data measure:
Have more regular all-department staff meetings and rotate the staff member that will co-facilitate the
meeting.

We will know we are successful when:
Our Department holds quarterly meetings or in-house trainings and there is a consistent track record of
non-management staff that has assisted in the facilitation of the meetings.

The following individual(s) are responsible for reporting on this data every 3 months to the department
head:
Susan Mautz

We will provide an update on these goals to Civil Rights for reporting to the Mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.

Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:

Goal 1:
Category: Onboarding
Data measure:
Develop an employee-specific on-boarding plan in conjunction with Human Resources. This will include
assigning a staff member or members to train the new employee. This may include finding training from
outside of the Department.
We will know we are successful when:
Each of our new employees has been offered an individualized plan that identifies specific training
opportunities. The Department has identified individuals outside of the Department that are available to
train new employees.
The following individual(s) are responsible for reporting on this data every 1 year to the department head:
Susan Mautz

Goal 2:
Category: Culture
Data measure:
Discuss race, bias, privilege, and prejudice openly and safely, with moderated conversations if needed.
Have department staff attend bias and racial justice trainings offered by city staff and outside
organizations.
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We will know we are successful when:
100% of our staff has attended a bias or racial justice training with a 3 year period.

The following individual(s) are responsible for reporting on this data every 1 year to the department head:
Susan Mautz

Goal 3:
Category: Culture
Data measure:
Develop a wellness and culture committee to work on equity issues focusing on employee wellness or
body and mind.

We will know we are successful when:
The committee has developed programs to address wellness among the employees.

The following individual(s) are responsible for reporting on this data every 1 year to the department head:
Susan Mautz

We will report on these goals to Civil Rights for reporting to the Mayor, Affirmative Action Commission,
and Common Council at the end of each year.

Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tools three times in
2016. At least one of these tool applications will be on a hiring decision, if a hiring decision is made in
2016. The tool results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
 Hiring decision
 Policy or procedure development
 Community engagement meeting or plan
 Budget
 Contracts and purchasing
 Strategic plans
 Work plans
 Funding decisions
 Promotional decision or process
 Partnerships and collaborations
The Racial Equity and Social Justice Team is available to assist departments facilitation of tool
application. We will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative
Action Commission, and the Common Council on or before January 31, 2017.
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The following individual(s) will be responsible for the RESJI tool implementation:
Lara Mainella, Assistant City Attorney

Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
 APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf

Section IX – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
impact on racial/ethnic affirmative action group members, women and people with disabilities. Such review
will include, but not be limited to, the following:
Dissemination of Policy Statement and Plan
1. Include policy statement and reference to Affirmative Action Plan in policy
manual.

Yes

No
Revision in
progress -Completed by
end of 2015

2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.
3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.
Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.
5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.

Addressing in
this Equity Plan - Completed by
end of 2016

7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.

Revision in
progress-Completed by
end of 2016

11/2/2015-EWplan2016.doc

36

CITY OF MADISON

EQUITABLE WORKFORCE PLAN: 2016-2021

Dissemination of Policy Statement and Plan

Yes

No

Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.
9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.

Revision in
progress-Completed by
end of 2016

10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red-flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red-flagged position before making an employment offer.
Staff Development
11. Ensure all employees
opportunities.

equal

access

to

training

&

promotional

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.
13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.
Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.
16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.

Appendix A – Assessments
Department
Culture Training
Other
Culture Training
Other

Strategy
Survey staff and make changes based
on results
Encourage transparency, do not let staff
hold on to important operating
information

Attorney: Select Response
We already do this.

Culture Training
Other
Culture Training
Other

Set department goals that everyone
works towards
Set department goals that everyone
works towards

We already do this.

11/2/2015-EWplan2016.doc

We could do this with minimal
effort.
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Culture Training
Other

Provide a way for staff to give
anonymous feedback about agency to
management and their peers

We already do this.

Culture Training
Other
Culture Training
Other
Culture Training
Other
Culture Training
Other
Culture Training
Other
Culture Training
Other
Culture Training
Other

Management stops Harassment and
Discrimination immediately when aware
Acknowledge work accomplishments

We already do this.

Create a directory with photos

We could not do this.

Schedule gatherings such as potlucks,
lunch and learns, etc.
Have meetings at the beginning of work
shifts
Be intentional about working with a
diverse populations
Talk about race, bias, prejudice openly
and safely, with moderated
conversations as needed

We already do this.

Culture Training
Other
Culture Training
Other
Culture Training
Other
Culture Training
Other
Culture Training
Other
Culture Training
Other
Culture Training
Other
Culture Training
Other

Have a diversity committee/affinity group

We already do this.

Watch "cliques" and staff divisions

We already do this.

Have a space where all employees can
gather for lunch/breaks
Ensure relationship building with outside
stakeholders, including engagement and
outreach

We could do this with a lot of
effort.
We could not do this.

Culture Training
Other
Culture Training
Other

Expand workplace social events and
open them to families
Ensure all staff, especially diverse staff,
have access to trainings at an equal rate
as their colleagues

We already do this.

Culture Training
Other
Culture Training
Other

Rotate staff meeting facilitation among
all staff
Provide many levels of training: on the
job training, new employee training,
ongoing training

We could do this with minimal
effort.
We already do this.

Culture Training
Other
Culture Training
Other

All supervisors and managers all attend
supervisory academy
Ask/assess people what skills they need
and provide training that matches

We already do this.
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Partner with DCR and HR for ideas and
implementation
Hold one on one meetings with new staff
and executive management member
Hold all staff meetings or all unit
meetings as often as possible
Have multi-department staff meetings

We already do this.

We could do this with minimal
effort.

We could do this with minimal
effort.

We already do this.
We already do this.
We already do this.

We already do this.

We already do this.
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Culture Training
Other
Culture Training
Other

Provide all staff with cross training and
shadowing
Dedicate budget resources to training,
and ensure those resources are
equitably distributed among
management, professional staff,
administrative support, field staff, etc.

We already do this.

Culture Training
Other
Culture Training
Other

Encourage employees to attend any city
sponsored training
Encourage all employees to get
certifications relevant to field, provide
space, time, and resources

We already do this.

Culture Training
Other

Target training to hourly staff and entry
level so they receive skills to pass tests
and have skills to promote

We already do this.

Culture Training
Other
Culture Training
Other
Culture Training
Other
Culture Training
Other
Culture Training
Other

Allow front lines staff to attend trainings
downtown and elsewhere on work time
Send staff to external training
opportunities
Send staff to YWCA Racial Justice
Trainings
Offer to pay for employee certification
and licenses
Get civil rights coordinators more
involved in the hiring process - copy
them when a position is red flagged in
their department

We already do this.

Culture Training
Other
Culture Training
Other
Culture Training
Other
Culture Training
Other
Culture Training
Other
Culture Training
Other
Culture Training
Other
Hiring Recruitment

Develop a staff committee to work on
this
Focus on employee wellness of mind
and body
Connect all members to goals and vision
of organization
Maximize existing diversity within the
organization
Provide flexible schedules

We could do this with minimal
effort.
We could do this with minimal
effort.
We already do this.

Hiring Recruitment

Use the Equity Impact Analysis &
Equitable Hiring Checklist well before
hire
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Increase restroom access for field
employees
Implement department-wide email
access
Collaborate with HR and DCR on any or
all of the strategies. If you do not know
how to do some of these things, just ask!

We already do this.

We already do this.

We already do this.
We already do this.
We already do this.
We already do this.

We already do this.
We already do this.

We already do this.
We could do this with minimal
effort.
We could do this with minimal
effort.
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Hiring Recruitment

Create an advisory team to help with
department hiring goals. Include diverse
staff, Civil Rights Coordinator,
representatives from Racial Equity and
Social Justice Initiative (RESJI),
Multicultural Affairs Committee (MAC),
Women's Initiatives Committee (WIC)

We could do this with a lot of
effort.

Hiring Recruitment

Budget for these strategies (advertising,
internships, etc.)
Reach out to any or all of the following
on a regular basis (not an exhaustive
list): RESJI, MAC, WIC, high schools,
Job Center, Boys & Girls Club, any
community center, school counselors,
Technical Colleges, UW Career
Services, etc.
Have staff representation at meetings in
the community, participate in diverse
community events and ongoing
meetings
Assure diverse staff have contact with
the community
Assign diverse staff to be your
department's Civil Rights Coordinator
Recruit from outside of the City of
Madison
Be strategic about hiring diverse
seasonal employees, so they can
eventually work full time for the
organization

We could do this with a lot of
effort.
We could not do this.

Hire employees at trainee level and train
them up
Have apprenticeship and/or practicum
programs
Offer training to high school and/or
college students and related programs
Invest time in Division of Vocational
Rehabilitation and/or W2 Workers
Recruit from other diverse city agencies
Participate in: AASPIRE Internships,
Wanda Fullmore Youth Internship
Program, Other field-specific Internship
Programs

We already do this.

Hiring Recruitment

Review job postings to assure minimum
skill, knowledge, and education
requirements are actually needed

We already do this.

Hiring Recruitment

Assure "working with multicultural
populations" is included in the position
description of all jobs

We already do this.

Hiring Recruitment

Post some jobs as bilingual
(Spanish/Hmong) required

Hiring Recruitment

Hiring Recruitment

Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment

Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
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We could do this with a lot of
effort.

We already do this.
We already do this.
We already do this.
We already do this.

We already do this.
We could not do this.
We could not do this.
We could not do this.
We already do this.
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Hiring Recruitment

Post most jobs open and competitive.
Post jobs internal when there is a
diverse pool

We already do this.

Hiring Recruitment

Attend targeted recruitment events
(Urban League, YWCA, Job Mob)
Post jobs to a wide variety of diverse
places: City Facebook, Linkedin, Metro
Buses, Affirmative Action Email List (city
email list), UW System, Monster, Career
Builder, Milwaukee Journal-Sentinel OnLine, Field-specific resources, targeted
mailings to local certificate or license
holders

We could not do this.

Hiring Recruitment

If HR and DCR indicate there is not a
diverse applicant pool after a position
closes, extend the deadline and
strategize about how to attract more
diverse applicants

We already do this.

Hiring Recruitment

Benchmark ability to successfully work
with multicultural communities in any
supplemental questions

Hiring Recruitment

Hiring Recruitment
Hiring Recruitment

Hiring Recruitment
Hiring Recruitment

Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
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We already do this.

Assure supplemental questions are
relevant to the position, and have
benchmarks instead of only a number
scoring criteria

We already do this.

Review tests to make sure they are
relevant to the position tasks.
Diversify supplemental question and
interview panels. Include people of color,
women, staff from all levels, community
members, MAC, WIC, RESJI team
members

We already do this.

Switch up interview panels. Do not use
the same people over and over
Utilize behavioral interview questions
Allow candidates to come in early and
review at least some interview questions
Use benchmarks for interview questions
instead of a number scoring criteria
Interview all candidates who meet the
minimum qualifications
Use random selection with many
applicants
Benchmark ability to successfully work
with multicultural communities
Assure all people reviewing
supplemental questions or serving on
interview panels attend implicit bias
training

We already do this.

We already do this.

We already do this.
We already do this.
We already do this.
We could do this with a lot of
effort.
We could do this with a lot of
effort.
We already do this.
We already do this.
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Retention
Orientation
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Interview people at targeted recruitment
events whenever possible
Have a clear justification for who should
be hired, besides a point score
Who provided you with this feedback?
(Select all that apply)
Clean out and stock work
bench/space/desk/cubicle/office

We already do this.

We already do this.

Order business cards if applicable

We already do this.

If incoming employee is the only woman
or only person of color, send the current
workgroup to implicit bias training and/or
sensitivity training (work with DCR)

We already do this.

Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention

Assign a diverse group of staff to train
the new person, even if that means
finding external trainers or mentors

We could do this with minimal
effort.

Set goals for the employee and share
them with their assigned trainer(s)

We already do this.

Schedule employees to attend HR's new
employee training: First day of work, and
all-day session offered two times per
year

We already do this.

Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention

Introduce new staff to existing staff

We already do this.

Provide tours of offices and all facilities

We already do this.

Develop employee-specific on-boarding
plans in conjunction with HR

We could do this with minimal
effort.

Provide job shadowing with diverse staff

We could do this with minimal
effort.

Send staff to YWCA Racial Justice
Trainings, implicit bias training, and/or
other sensitivity training

We already do this.

Connect new employees to diverse
activities (MAC/WIC/RESJI)

We already do this.
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Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
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Develop a
Mentorship/Buddies/Ambassador
Program

We could do this with minimal
effort.

Hold one on one meetings with new staff
and executive management member

We already do this.

Hold all staff meetings or all unit
meetings as often as possible

Assure a good workplace culture (we will
cover this next time)

Move from part time to full time positions

We already do this.

Conduct exit interviews upon retirement
and/or when employees leave

We already do this.

Assure promotional possibilities for
diverse staff (see below)

We already do this.

Encourage diverse applicants to apply
for open promotional positions

We already do this.

Build in a career ladder

Promote from within only if internal pool
is more diverse than community at large

We could do this with a lot of
effort.

Create a training program that gives
staff skills to promote in future

We already do this.

Ensure all staff, especially diverse staff,
have access to trainings at an equal rate
as their colleagues

We already do this.

Offer cross-training of most or all jobs

We could do this with a lot of
effort.

Have a pool of leaders who can fill in as
supervisor

We already do this.
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Retention

Orientation
Onboarding
Promotion
Retention

Provide promotional candidates with
specific feedback about how they can
improve if they are not selected for a
promotion

We already do this.

The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
Anecdotal experiences heard from other City Employees
Department Head
One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
A representative from Racial Equity & Social Justice team
A representative from the Multicultural Affairs Committee
A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these
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CIVIL RIGHTS, DEPARTMENT OF

Section I – Cover Page

Department of Civil Rights
Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:
Department of Civil Rights
Equitable Workforce Plan Review Committee:
Lucía Nuñez, Director
lnunez@cityofmadison.com
Jason Glozier
jglozier@cityofmadison.com
Norman Davis, Affirmative Action Division Manager
Annie Weatherby-Flowers, Equal Opportunities Division Investigator/Conciliator
Kate McCarthy, Affirmative Action Division Administrative Clerk
210 Martin Luther King Jr. Blvd., Room 523
Madison, WI 53703
(608) 266-4910
www.cityofmadison.com/dcr

Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.

Section III – Staff Responsibility
Our agency head Lucía Nuñez, Director, or their replacement, is responsible for implementation of our
Affirmative Action Plan.
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Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
Currently, the Madison community demographics and our departmental demographics are as follows:
(The data used for this section includes the five year population estimates from American Community Survey for 2013. It includes
the City of Madison and the Town of Madison. This is to assure data is tracked over time, as the Town will be annexed in the future.
Department data is from July 30, 2015 and includes all employees, including hourly and seasonal employees.)

Madison Community*
TOTAL

%
Difference

Department
233,209

%

15

%

%

Male

114,832

49.24%

6

40.00%

-9.24%

Female

118,377

50.76%

9

60.00%

9.24%

184,030

78.91%

7

46.67%

-32.25%

Black or African American

16,926

7.26%

5

33.33%

26.08%

Asian

17,211

7.38%

0

0.00%

-7.38%

Some other race**

13,960

5.99%

0

0.00%

-5.99%

1,001

0.43%

0

0.00%

-0.43%

81

0.03%

15,948

6.84%

SEX

RACE
White

American Indian and Alaska Native
Native Hawaiian and other Pacific Islander
ETHNICITY
Hispanic or Latino (of any race)

3

20.00%

13.16%

*The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and
Housing Characteristics: 2010. It is limited to the City of Madison.
**Some other race includes "Two or More Races" and "Some Other Race" categories.

Currently, the availability data for our department is as follows:
(This data is from the permanent employees and U.S. census 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA)
which includes Columbia, Dane, and Iowa counties.)

Civil Rights Job Family Availability
The Annual Placement Goals are determined with an underutilization analysis of incumbency and relevant labor market availability of
qualified women or people of color (known as minorities in the past). All selection decisions are made in a nondiscriminatory manner and a
placement goal is not justification for selecting an individual based on their protected class. Source: Permanent Employees & US Census
2010 EEO Data Tool Madison, WI (MSA)
Difference
to goal
(+/-)

# of
Racial
Ethnic
Employe
es

Racial Ethnic
Incumbency

Yes

6.10%

2

100.00%

53.80%

No

-3.80%

4

100.00%

57.90%

Yes

42.10%

66.67%

62.00%

Yes

4.67%

Total #
of
Employe
es

# of
Women
Employe
es

Women
Incumben
cy

Women
Goal*

Availability
Met?

1 - Officials &
Administrators

2

1

50.00%

43.90%

2 - Professionals

8

4

50.00%

5 - Paraprofessionals
6 - Administrative
Support

2

2

3

2

TOTAL

15

9
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Racial
Ethnic
Goal*

Availa
bility
Met?

Differenc
e to goal
(+/-)

6.20%

Yes

93.80%

50.00%

9.80%

Yes

40.20%

0

0.00%

9.00%

No

-9.00%

2

66.67%

8.20%

Yes

58.47%

8
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Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
Other data utilized to inform goal settings includes:
(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)

ASPIRE INTERNSHIPS
Racial Ethnic Members
Female Gender Members
Non AA Male Members
Total AA Group Members
Total AASPIRE
Internships Awarded

2012
4
4
3
6
9

2013
5
5
2
9
11

2014
6
7
0
9
9

2015 totals
4
19
9
25
3
8
10
34
13

86

Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the following
goals for 2016:

Goal 1:
Category: Hiring
Data measure:
The department will assure "working with a diverse population" is included in the position descriptions of
all jobs postings.

We will know we are successful when:
Human Resources Analysts working with the department can confirm all DCR position descriptions reflect
this language.

11/2/2015-EWplan2016.doc

47

CITY OF MADISON

EQUITABLE WORKFORCE PLAN: 2016-2021

The following individual(s) are responsible for reporting on this data every 6 months to the department
head:
Kate McCarthy

Goal 2:
Category: Hiring
Data measure:
Participation in internship programs focused on increasing the employment goal for target groups.

We will know we are successful when:
We are able to track the utilization of interns from AASPIRE internships, Wanda Fullmore youth
internships, and Division of Vocational Rehabilitation and W-2 programs.

The following individual(s) are responsible for reporting on this data every 6 months to the department
head:
Jason Glozier

Goal 3:
Category: Promotion
Data measure:
Cross training for EOD Investigators, Contract Compliance Specialists and Affirmative Action Specialist.

We will know we are successful when:
The EOD Investigators, Contract Compliance Specialists and Affirmative Action Specialist are able to
conduct investigations in: prevailing wage, APM 3-5, MEOD complaints.

The following individual(s) are responsible for reporting on this data every six months to the department
head:
Kate McCarthy

We will provide an update on these goals to Civil Rights for reporting to the Mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.
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Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:

Goal 1:
Category: Training
Data measure:
Benchmark ability to successfully work with multicultural communities

We will know we are successful when:
Staff demonstrate more than just cultural competency through increased relationships with multicultural
communities.

The following individual(s) are responsible for reporting on this data every six months to the department
head:
Supervisors

Goal 2:
Category: Promotion
Data measure:
Establishment and growth of strategic partnerships to develop an appropriate employment pipeline for
targeted communities including people of color, women, and people with disabilities.

We will know we are successful when:
There is a fifty percent increase in applicants for positions in the Department of Civil Rights representing
these targeted communities.

The following individual(s) are responsible for reporting on this data every year to the department head:
Jason Glozier

Goal 3:
Category: Culture
Data measure:
Develop a staff that is reflective of the linguistic trends within the community.
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We will know we are successful when:
The department contains staff that are able to communicate in the three most predominant languages
utilized by community members.

The following individual(s) are responsible for reporting on this data every year to the department head:
Jason Glozier

We will report on these goals to Civil Rights for reporting to the Mayor, Affirmative Action Commission,
and Common Council at the end of each year.

Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tools three times in
2016. At least one of these tool applications will be on a hiring decision, if a hiring decision is made in
2016. The tool results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
 Hiring decision
 Policy or procedure development
 Community engagement meeting or plan
 Budget
 Contracts and purchasing
 Strategic plans
 Work plans
 Funding decisions
 Promotional decision or process
 Partnerships and collaborations
The Racial Equity and Social Justice Team is available to assist departments facilitation of tool
application. We will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative
Action Commission, and the Common Council on or before January 31, 2017.
The following individual(s) will be responsible for the RESJI tool implementation:
Jason Glozier, Disability Rights and Services Coordinator

Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
 APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf

11/2/2015-EWplan2016.doc
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Section IX – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
impact on racial/ethnic affirmative action group members, women and people with disabilities. Such review
will include, but not be limited to, the following:
Dissemination of Policy Statement and Plan

Yes

No

1. Include policy statement and reference to Affirmative Action Plan in policy
manual.
2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.
3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.
Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.

Will begin in
January 2016

5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.
7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.
9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red-flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red- flagged position before making an employment offer.
Staff Development
11. Ensure all employees
opportunities.

equal

access

to

training

&

promotional

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.
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Dissemination of Policy Statement and Plan

Yes

No

13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.
Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.
16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.

Appendix A – Assessments
Department
Culture Training Other

Strategy
Survey staff and make changes
based on results

Civil Rights
We already do this.

Culture Training Other

Encourage transparency, do not
let staff hold on to important
operating information

We already do this.

Culture Training Other

Management stops Harassment
and Discrimination immediately
when aware

We already do this.

Culture Training Other
Culture Training Other
Culture Training Other

Acknowledge work
accomplishments
Schedule gatherings such as
potlucks, lunch and learns, etc.
Be intentional about working with
a diverse populations

We already do this.
We already do this.
We already do this.

Culture Training Other

Talk about race, bias, prejudice
openly and safely, with
moderated conversations as
needed

We already do this.

Culture Training Other

Hold one on one meetings with
new staff and executive
management member

We already do this.

Culture Training Other

Hold all staff meetings or all unit
meetings as often as possible

We already do this.

Culture Training Other

Ensure relationship building with
outside stakeholders, including
engagement and outreach

We already do this.
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Culture Training Other

Ensure all staff, especially
diverse staff, have access to
trainings at an equal rate as their
colleagues

We already do this.

Culture Training Other

Rotate staff meeting facilitation
among all staff

We already do this.

Culture Training Other

Provide many levels of training:
on the job training, new
employee training, ongoing
training

We already do this.

Culture Training Other

All supervisors and managers all
attend supervisory academy

We already do this.

Culture Training Other

Ask/assess people what skills
they need and provide training
that matches

We already do this.

Culture Training Other

Dedicate budget resources to
training, and ensure those
resources are equitably
distributed among management,
professional staff, administrative
support, field staff, etc.

We already do this.

Culture Training Other

Encourage employees to attend
any city sponsored training

We already do this.

Culture Training Other

Encourage all employees to get
certifications relevant to field,
provide space, time, and
resources

We already do this.

Culture Training Other

Allow front lines staff to attend
trainings downtown and
elsewhere on work time

We already do this.

Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other

Hiring Recruitment
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Send staff to external training
opportunities
Send staff to YWCA Racial
Justice Trainings
Offer to pay for employee
certification and licenses
Focus on employee wellness of
mind and body
Connect all members to goals
and vision of organization
Provide flexible schedules
Implement department-wide
email access
Collaborate with HR and DCR on
any or all of the strategies. If you
do not know how to do some of
these things, just ask!

We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.

We already do this.
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Hiring Recruitment

Budget for these strategies
(advertising, internships, etc.)

We already do this.

Hiring Recruitment

Reach out to any or all of the
following on a regular basis (not
an exhaustive list): RESJI, MAC,
WIC, high schools, Job Center,
Boys & Girls Club, any
community center, school
counselors, Technical Colleges,
UW Career Services, etc.

We already do this.

Hiring Recruitment

Have staff representation at
meetings in the community,
participate in diverse community
events and ongoing meetings

We already do this.

Hiring Recruitment
Hiring Recruitment

Assure diverse staff have contact
with the community
Invest time in Division of
Vocational Rehabilitation and/or
W2 Workers

We already do this.
We already do this.

Hiring Recruitment

Participate in: AASPIRE
Internships, Wanda Fullmore
Youth Internship Program, Other
field-specific Internship
Programs

We already do this.

Hiring Recruitment

Review job postings to assure
minimum skill, knowledge, and
education requirements are
actually needed

We already do this.

Hiring Recruitment

Post some jobs as bilingual
(Spanish/Hmong) required

We already do this.

Hiring Recruitment

Post most jobs open and
competitive. Post jobs internal
when there is a diverse pool

We already do this.

Hiring Recruitment

Attend targeted recruitment
events (Urban League, YWCA,
Job Mob)

We already do this.

Hiring Recruitment

Post jobs to a wide variety of
diverse places: City Facebook,
Linkedin, Metro Buses,
Affirmative Action Email List (city
email list), UW System, Monster,
Career Builder, Milwaukee
Journal-Sentinel On-Line, Fieldspecific resources, targeted
mailings to local certificate or
license holders

We already do this.
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Hiring Recruitment

Diversify supplemental question
and interview panels. Include
people of color, women, staff
from all levels, community
members, MAC, WIC, RESJI
team members

We already do this.

Hiring Recruitment

Switch up interview panels. Do
not use the same people over
and over

We already do this.

Hiring Recruitment

Utilize behavioral interview
questions

We already do this.

Hiring Recruitment

Allow candidates to come in
early and review at least some
interview questions

We already do this.

Hiring Recruitment

Interview all candidates who
meet the minimum qualifications

We already do this.

Hiring Recruitment

Have a clear justification for who
should be hired, besides a point
score

We already do this.

Orientation Onboarding
Promotion Retention

Order business cards if
applicable

We already do this.

Orientation Onboarding
Promotion Retention

Assign a diverse group of staff to
train the new person, even if that
means finding external trainers
or mentors

We already do this.

Orientation Onboarding
Promotion Retention

Schedule employees to attend
HR's new employee training:
First day of work, and all-day
session offered two times per
year

We already do this.

Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention

Introduce new staff to existing
staff
Provide tours of offices and all
facilities

Orientation Onboarding
Promotion Retention

Send staff to YWCA Racial
Justice Trainings, implicit bias
training, and/or other sensitivity
training

We already do this.

Orientation Onboarding
Promotion Retention

Connect new employees to
diverse activities
(MAC/WIC/RESJI)

We already do this.

Orientation Onboarding
Promotion Retention

Hold one on one meetings with
new staff and executive
management member

We already do this.

Orientation Onboarding
Promotion Retention

Hold all staff meetings or all unit
meetings as often as possible

We already do this.

Orientation Onboarding
Promotion Retention

Move from part time to full time
positions

We already do this.
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Orientation Onboarding
Promotion Retention

Conduct exit interviews upon
retirement and/or when
employees leave

We already do this.

Orientation Onboarding
Promotion Retention

Assure promotional possibilities
for diverse staff (see below)

We already do this.

Orientation Onboarding
Promotion Retention

Encourage diverse applicants to
apply for open promotional
positions

We already do this.

Orientation Onboarding
Promotion Retention

Build in a career ladder

We already do this.

Orientation Onboarding
Promotion Retention

Create a training program that
gives staff skills to promote in
future

We already do this.

Orientation Onboarding
Promotion Retention

Ensure all staff, especially
diverse staff, have access to
trainings at an equal rate as their
colleagues

We already do this.

Orientation Onboarding
Promotion Retention

Have a pool of leaders who can
fill in as supervisor

We already do this.

Culture Training Other

Provide a way for staff to give
anonymous feedback about
agency to management and their
peers

It would require minimal
effort.

Culture Training Other

Create a directory with photos
Have a diversity
committee/affinity group
Partner with DCR and HR for
ideas and implementation

It would require minimal
effort.
It would require minimal
effort.
It would require minimal
effort.

Culture Training Other

Expand workplace social events
and open them to families

It would require minimal
effort.

Culture Training Other

Provide all staff with cross
training and shadowing

It would require minimal
effort.

Culture Training Other

Target training to hourly staff and
entry level so they receive skills
to pass tests and have skills to
promote

It would require minimal
effort.

Culture Training Other

Get civil rights coordinators more
involved in the hiring process copy them when a position is red
flagged in their department

It would require minimal
effort.

Culture Training Other
Culture Training Other

Culture Training Other
Culture Training Other
Hiring Recruitment
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Hiring Recruitment

Create an advisory team to help
with department hiring goals.
Include diverse staff, Civil Rights
Coordinator, representatives
from Racial Equity and Social
Justice Initiative (RESJI),
Multicultural Affairs Committee
(MAC), Women's Initiatives
Committee (WIC)

It would require minimal
effort.

Hiring Recruitment

Assign diverse staff to be your
department's Civil Rights
Coordinator

It would require minimal
effort.

Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment

Recruit from outside of the City
of Madison
Hire employees at trainee level
and train them up
Offer training to high school
and/or college students and
related programs
Recruit from other diverse city
agencies

It would require minimal
effort.
It would require minimal
effort.
It would require minimal
effort.
It would require minimal
effort.

Hiring Recruitment

Assure "working with
multicultural populations" is
included in the position
description of all jobs

It would require minimal
effort.

Hiring Recruitment

If HR and DCR indicate there is
not a diverse applicant pool after
a position closes, extend the
deadline and strategize about
how to attract more diverse
applicants

It would require minimal
effort.

Hiring Recruitment

Benchmark ability to successfully
work with multicultural
communities in any
supplemental questions

It would require minimal
effort.

Hiring Recruitment

Assure supplemental questions
are relevant to the position, and
have benchmarks instead of only
a number scoring criteria

It would require minimal
effort.

Hiring Recruitment

Review tests to make sure they
are relevant to the position tasks.

It would require minimal
effort.

Hiring Recruitment

Use benchmarks for interview
questions instead of a number
scoring criteria

It would require minimal
effort.

Hiring Recruitment

Use random selection with many
applicants

It would require minimal
effort.
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Hiring Recruitment

Benchmark ability to successfully
work with multicultural
communities

It would require minimal
effort.

Orientation Onboarding
Promotion Retention

Clean out and stock work
bench/space/desk/cubicle/office

It would require minimal
effort.

Orientation Onboarding
Promotion Retention

Set goals for the employee and
share them with their assigned
trainer(s)

It would require minimal
effort.

Orientation Onboarding
Promotion Retention

Develop employee-specific onboarding plans in conjunction
with HR

It would require minimal
effort.

Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention
Culture Training Other
Culture Training Other
Culture Training Other

Provide job shadowing with
diverse staff
Promote from within only if
internal pool is more diverse than
community at large
Set department goals that
everyone works towards
Watch "cliques" and staff
divisions
Have a space where all
employees can gather for
lunch/breaks

It would require minimal
effort.
It would require minimal
effort.
It would require a lot of
effort.
It would require a lot of
effort.
It would require a lot of
effort.

Hiring Recruitment

Assure all people reviewing
supplemental questions or
serving on interview panels
attend implicit bias training

It would require a lot of
effort.

Orientation Onboarding
Promotion Retention

Develop a
Mentorship/Buddies/Ambassador
Program

It would require a lot of
effort.

Orientation Onboarding
Promotion Retention

Offer cross-training of most or all
jobs

It would require a lot of
effort.

Orientation Onboarding
Promotion Retention

Provide promotional candidates
with specific feedback about how
they can improve if they are not
selected for a promotion

It would require a lot of
effort.

Culture Training Other
Culture Training Other
Culture Training Other

Have meetings at the beginning
of work shifts
Have multi-department staff
meetings
Increase restroom access for
field employees

We could not do this.
We could not do this.
We could not do this.

Hiring Recruitment

Be strategic about hiring diverse
seasonal employees, so they
can eventually work full time for
the organization

We could not do this.

Hiring Recruitment

Have apprenticeship and/or
practicum programs

We could not do this.
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Hiring Recruitment

Interview people at targeted
recruitment events whenever
possible

We could not do this.

Orientation Onboarding
Promotion Retention

If incoming employee is the only
woman or only person of color,
send the current workgroup to
implicit bias training and/or
sensitivity training (work with
DCR)

We could not do this.

Who provided you
feedback?
Hiring Recruitment

A representative from my
department's culture and
engagement team

Culture Training Other

A representative from Racial
Equity & Social Justice team
member

Hiring Recruitment

A representative from Racial
Equity & Social Justice team
member

Orientation Onboarding
Promotion Retention
Culture Training Other
Hiring Recruitment
Orientation Onboarding
Promotion Retention
Culture Training Other
Hiring Recruitment
Orientation Onboarding
Promotion Retention
Culture Training Other
Hiring Recruitment
Orientation Onboarding
Promotion Retention
Culture Training Other
Orientation Onboarding
Promotion Retention

A representative from Racial
Equity & Social Justice team
member
My Department Head
My Department Head
My Department Head
My own experiences
My own experiences
My own experiences
One or more other
managers in my department
One or more other
managers in my department
One or more other
managers in my department
Professional level staff in
my department
Professional level staff in
my department

The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
Anecdotal experiences heard from other City Employees
Department Head
One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
A representative from Racial Equity & Social Justice team
A representative from the Multicultural Affairs Committee
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A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these
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CLERK'S OFFICE

Section I – Cover Page

CITY CLERK
Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:
CITY CLERK
Equitable Workforce Plan Review Committee:
Maribeth Witzel-Behl
mwitzel-behl@cityofmadison.com
Jennifer Haar
jhaar@cityofmadison.com

210 Martin Luther King Jr Blvd Room 103
608-266-4601
http://www.cityofmadison.com/clerk/

Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.

Section III – Staff Responsibility
Our agency head Maribeth Witzel-Behl, or their replacement, is responsible for implementation of our
Affirmative Action Plan.

Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
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Currently, the Madison community demographics and our departmental demographics are as follows:
Madison Community*
TOTAL
SEX

1

%
Difference

Department
233,209

%

12

%

%

Male

114,832

49.24%

2

16.67%

-32.57%

Female

118,377

50.76%

10

83.33%

32.57%

184,030

78.91%

10

83.33%

4.42%

Black or African American

16,926

7.26%

0

0.00%

-7.26%

Asian

17,211

7.38%

1

8.33%

0.95%

Some other race**

13,960

5.99%

0

0.00%

-5.99%

1,001

0.43%

0

0.00%

-0.43%

81

0.03%

15,948

6.84%

RACE
White

American Indian and Alaska Native
Native Hawaiian and other Pacific Islander
ETHNICITY
Hispanic or Latino (of any race)

1

8.33%

1.49%

*The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and
Housing Characteristics: 2010. It is limited to the City of Madison.
**Some other race includes "Two or More Races" and "Some Other Race" categories.

Currently, the availability data for our department is as follows:

2

Clerk Job Family Availability
The Annual Placement Goals are determined with an underutilization analysis of incumbency and relevant labor market
availability of qualified women or people of color (known as minorities in the past). All selection decisions are made in a
nondiscriminatory manner and a placement goal is not justification for selecting an individual based on their protected class.
Source: Permanent Employees & US Census 2010 EEO Data Tool Madison, WI (MSA)
Total #
of

1 - Officials &
Administrators
5Paraprofessio
nals
6Administrative
Support
TOTAL

Availabili
ty Met?

Differen
ce to
goal (+/)

# of
Racial
Ethnic
Employe
es

Racial
Ethnic
Incumben
cy

Racial
Ethnic
Goal*

Availabili
ty Met?

Diff eren
ce to
goal (+/)

es

# of
Women
Employe
es

1

1

100.00
%

43.90
%

Yes

56.10
%

0

0.0 0%

6.20
%

No

-6.20%

8

6

75.00%

57.90
%

Yes

17.10
%

2

25.00%

9.00
%

Yes

16.00
%

3

3

100.00
%

62.00
%

Yes

38.00
%

0

0.0 0%

8.20
%

No

-8.20%

12

10

Women Employe
Incumben
Wo me
cy
n Goa l*

2

1

The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison. Department data is from July 30, 2015 and includes all employees,
including hourly and seasonal employees.
2
This data is from the permanent employees and U.S. census 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA)
which includes Columbia, Dane, and Iowa counties.
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Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
Other data utilized to inform goal settings includes:
(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)
[2012-00050] Municipal Clerk 1
Step
1.Application Received
Fails in this step means there were
duplicate application

2.Minimum qualifications screen
Fails in this step means the
applicant did not meet minimum
qualifications, was not eligible to
apply, or was not randomly selected
to advance into the testing process.

3.Written Exam
Fails in this step means the
candidate did not pass the written
exam or did not attend the testing
Session
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Group
Start
Hispanic or Latino
7
American Indian or
Alaskan Native
0
Asian
14
Black or African American
17
Native Hawaiian or Other Pacific 0
Islander
White or Caucasian
159
Other/Multi Racial
3
Unknown
2
Total:
202

Passed
0

Failed
0

0
0
0
0

0
0
0
0

4
0
0
4

2
0
0
2

Hispanic or Latino
7
American Indian or
Alaskan Native
0
Asian
14
Black or African American
17
Native Hawaiian or Other Pacific
Islander
0
White or Caucasian
159
Other/Multi Racial
3
Unknown
2
Total:
202

2

5

0
3
4

0
11
13

Hispanic or Latino
American Indian or
Alaskan Native
Asian
Black or African American
Native Hawaiian or Other Pacific
Islander
White or Caucasian
Other/Multi Racial
Unknown
Total:

0
60
1
1
71

0
99
2
1
131

2

1

0

0
3
4

0
2
2

0
0
1

0
59
1
1
70

0
26
0
1
32

0
4
0
0
5
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Eligibles Referred
Passing candidate are those who
were referred on for interviews.
Fails are those who remained on
the eligible list but did not get
referred to interview.

Referred Hired
Passing candidates are those who
accepted offers of employment.
Fails are those who were rejected
after the interview process or did
not interview for the position.

Exam Overall
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Hispanic or Latino
American Indian or
Alaskan Native
Asian
Black or African American
Native Hawaiian or Other Pacific
Islander
White or Caucasian
Other/Multi Racial
Unknown
Total:
Hispanic or Latino
American Indian or
Alaskan Native
Asian
Black or African American
Native Hawaiian or Other Pacific
Islander
White or Caucasian
Other/Multi Racial
Unknown
Total:

1

1

0

0
2
2

0
0
0

0
2
2

0
26
0
1
32

0
3
0
0
4

0
23
0
1
28

1

1

0

0
0
0

0
0
0

0
0
0

0
3
0
0
4

0
0
0
0
1

0
3
0
0
3

Hispanic or Latino
7
American Indian or
Alaskan Native
0
Asian
14
17
Black or African American
Native Hawaiian or Other Pacific
0
Islander
White or Caucasian
159
Other/Multi Racial
3
Unknown
2
Total:
202

1

5

0
2
2

0
11
14

0
26
0
1
32

0
105
2
1
138

[2012-00050] Municipal Clerk 1
Step
1.Application Received

2.Minimum qualifications screen

3.Written Exam

Eligibles Referred
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Group
Male
Female
Unknown
Total:

Start
59
142
1
202

Passed
4
0
0
4

Total:

59
142
1
202

21
50
0
71

Total:

20
50
0
70

9
23
0
32

0
5
0
5

9

2

7

Male
Female
Unknown

Male
Female
Unknown

Male

Failed
2
0
0
2
38
92
1
131
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Female
Unknown

Referred Hired

Exam Overall

Total:

23
0
32

2
0
4

21
0
28

Total:

2
2
0
4

0
1
0
1

2
1
0
3

Total:

59
142
1
202

9
23
0
32

40
97
1
138

Male
Female
Unknown

Male
Female
Unknown

[2014-00254] Municipal Clerk 1
Step
1.Application Received
Fails in this step means there were
duplicate applications

Group
Start
Hispanic or Latino
7
American Indian or
Alaskan Native
0
Asian
9
Black or African American
20
Native Hawaiian or Other Pacific
Islander
1
White or Caucasian
178
Other/Multi Racial
9
Unknown
5
Total:
229

4.Admin Clerk 1 OPAC Test
Fails in this step means the
candidate did not pass the written

0
0
1

1
174
9
5
224

0
4
0
0
5

3

1

0
7
2

0
0
4

0
85
2
2
101

0
10
1
0
16

0

0

0
2
0

0
0
0

0
15
0
1
18

0
1
0
0
1

0

0

0

0

0

0
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Hispanic or Latino
3
American Indian or
Alaskan Native
0
Asian
7
Black or African American
2
Native Hawaiian or Other Pacific
Islander
0
White or Caucasian
85
Other/Multi Racial
2
Unknown
2
Total: 101
Hispanic or Latino
American Indian or
Alaskan Native

Failed
0

0
9
19

2.MQs
Hispanic or Latino
7
Fails in this step means the applicant American Indian or
did not meet minimum qualifications, Alaskan Native
0
was not eligible to apply, or was not
Asian
9
Black or African American
19
randomly selected to advance into
Native
Hawaiian
or
Other
Pacific
the testing process.
Islander
1
White or Caucasian
174
Other/Multi Racial
9
Unknown
5
Total: 224
3.Typing Test
Fails in this step means the
candidate did not pass the typing
requirement or did not attend the
testing session

Passed
7
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exam or did not attend the testing
session

Eligibles Referred
Passing candidate are those who
were referred on for interviews.
Fails are those who remained on
the eligible list but did not get
referred to interview.

Referred Hired
Passing candidates are those who
accepted offers of employment.
Fails are those who were rejected
after the interview process or did not
interview for the position.

Exam Overall
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Asian
3
0
Black or African American
Native Hawaiian or Other Pacific
0
Islander
White or Caucasian
30
Other/Multi Racial
1
Unknown
2
Total: 36

3
0

0
0

0
17
1
1
22

0
13
0
1
14

0

0

0

0
3
0

0
1
0

0
2
0

0
17
1
1
22

0
3
0
1
5

0
14
1
0
17

Hispanic or Latino
0
American Indian or
Alaskan Native
0
Asian
1
0
Black or African American
Native Hawaiian or Other Pacific
0
Islander
White or Caucasian
3
Other/Multi Racial
0
Unknown
1
Total:
5

0

0

0
1
0

0
0
0

0
1
0
0
2

0
2
0
1
3

0

1

0
3
0

0
0
5

0
17
1
1
22

0
28
1
1
36

Start
61
165
3
229

Passed
59
162
3
224

Failed
2
3
0
5

59
162
3

29
71
1

2
14
0

Hispanic or Latino
American Indian or
Alaskan Native
Asian
Black or African American
Native Hawaiian or Other Pacific
Islander
White or Caucasian
Other/Multi Racial
Unknown
Total:

Hispanic or Latino
7
American Indian or
Alaskan Native
0
Asian
9
20
Black or African American
Native Hawaiian or Other Pacific
1
Islander
White or Caucasian
178
Other/Multi Racial
9
Unknown
5
Total: 229

[2014-00254] Municipal Clerk 1
Step
1.Application Received

Group
Male
Female
Unknown
Total:

2.MQs
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3.Typing Test

4.Admin Clerk 1 OPAC Test

Eligibles Referred

Referred Hired

Exam Overall

EQUITABLE WORKFORCE PLAN: 2016-2021

Total:

224

101

16

Total:

29
71
1
101

1
16
1
18

0
1
0
1

Total:

9
26
1
36

6
16
0
22

3
10
1
14

Total:

6
16
0
22

0
5
0
5

6
11
0
17

Total:

0
5
0
5

0
2
0
2

0
3
0
3

Total:

61
165
3
229

6
16
0
22

7
28
1
36

Male
Female
Unknown

Male
Female
Unknown

Male
Female
Unknown

Male
Female
Unknown

Male
Female
Unknown

Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the following
goals for 2016:

Goal 1:
Category: Hiring
Data measure:
All interview panelists for the City Clerk’s Office positions will take implicit bias tests and Affirmative
Action/Equal Employment Opportunity training, identified through work with Human Resources and Civil
Rights, within a week of conducting interviews.
We will know we are successful when:
The demographics of our office reflect the demographics of the city we serve.

The following individual(s) are responsible for reporting on this data every time we hire an employee to
the department head:
Jennifer Haar
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Goal 2:
Category: Recruitment
Data measure:
Expand our recruitment strategies and establish good referral channels by partnering with agencies to
reflect the demographics of our community for all positions in the City Clerk’s Office including election
officials and chief inspectors. All full-time City Clerk’s Office positions and chief inspectors will take implicit
bias tests.
We will know we are successful when:
The demographics of our office and our polling place employees reflect the demographics of the city we
serve.

The following individual(s) are responsible for reporting on this data every time we hire an employee to
the department head:
Jennifer Haar

Goal 3:
Category: Culture
Data measure:
Define our commitment to Affirmative Action/Equal Employment Opportunities, incorporate into our
current office mission statement and display this commitment on our website and through our job postings
and interview panel material, reflecting any demographics we are missing. Work with Human Resources
and minority applicants to gather feedback on our hiring process to identify areas of improvement.
We will know we are successful when:
The demographics of our office reflect the demographics of the city we serve.

The following individual(s) are responsible for reporting on this data every time we hire an employee to
the department head:
Jennifer Haar

We will provide an update on these goals to Civil Rights for reporting to the Mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.

Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:
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Goal 1:
Category: Hiring
Data measure:
Office demographics reflect the demographics of the community by tracking hires.

We will know we are successful when:
Our office demographics reflect the demographics of the community.

The following individual(s) are responsible for reporting on this data every time we hire an employee to
the department head:
Jennifer Haar

Goal 2:
Category: Hiring
Data measure:
Election official demographics reflect the demographics of our community.

We will know we are successful when:
Our election official demographics reflect the demographics of our community.

The following individual(s) are responsible for reporting on this data every election to the department
head:
Maribeth Witzel-Behl (the department head has always tallied these statistics from forms completed at
each polling place while the rest of the office is processing Election Day voter registration forms)

Goal 3:
Category: Hiring
Data measure:
Election chief inspector demographics reflect the demographics of our community.

We will know we are successful when:
Our election chief inspector demographics reflect the demographics of the community.
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The following individual(s) are responsible for reporting on this data every election to the department
head:
Maribeth Witzel-Behl (data gathered at chief inspector training taught by the department head)

We will report on these goals to Civil Rights for reporting to the mayor, Affirmative Action Commission,
and Common Council at the end of each year.

Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tools three times in
2016. At least one of these tool applications will be on a hiring decision, if a hiring decision is made in
2016. The tool results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
 Hiring decision
 Policy or procedure development
 Community engagement meeting or plan
 Budget
 Contracts and purchasing
 Strategic plans
 Work plans
 Funding decisions
 Promotional decision or process
 Partnerships and collaborations
The Racial Equity and Social Justice Team is available to assist departments facilitation of tool
application. We will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative
Action Commission, and the Common Council on or before January 31, 2017.
The following individual(s) will be responsible for the RESJI tool implementation:
The City Clerk's Office RESJI Team: Certified Municipal Clerk Jean Phelps, Municipal Clerk II Rachel
Rodriguez, and Municipal Clerk II Thomas Lund

Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
 APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf

Section IX – Subcontractors
We will ensure that all our subcontractors working on City of Madison Public Works contracts provide
equal employment opportunity. We will take the necessary action to enforce these provisions, including
sanctions provided for noncompliance in Section 39.02(9)(e)2., Article VII of the Madison General
Ordinances.
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Section X – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
impact on racial/ethnic affirmative action group members, women and people with disabilities. Such review
will include, but not be limited to, the following:
Dissemination of Policy Statement and Plan

Yes

No

1. Include policy statement and reference to Affirmative Action Plan in policy
manual.
2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.
3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.
Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.
5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.
7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.
9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red- flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red- flagged position before making an employment offer.
Staff Development
11. Ensure all employees
opportunities.

equal

access

to

training

&

promotional

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.

11/2/2015-EWplan2016.doc

71

CITY OF MADISON

EQUITABLE WORKFORCE PLAN: 2016-2021

Dissemination of Policy Statement and Plan

Yes

No

13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.
Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.
16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.

Appendix A – Assessments
Department
Strategy
Culture Training Other
*Survey staff and make changes based on results
*Encourage transparency, do not let staff hold on to important
operating information
*Set department goals that everyone works towards
*Provide a way for staff to give anonymous feedback about
agency to management and their peers
*Management stops Harassment and Discrimination immediately
when aware
*Acknowledge work accomplishments
*Schedule gatherings such as potlucks, lunch and learns, etc.
*Have meetings at the beginning of work shifts
*Be intentional about working with a diverse populations
*Talk about race, bias, prejudice openly and safely, with
moderated conversations as needed
*Have a diversity committee/affinity group
*Watch "cliques" and staff divisions
*Partner with DCR and HR for ideas and implementation
*Hold one on one meetings with new staff and executive
management member
*Hold all staff meetings or all unit meetings as often as possible
*Have multi-department staff meetings
*Ensure relationship building with outside stakeholders, including
engagement and outreach
*Ensure all staff, especially diverse staff, have access to trainings
at an equal rate as their colleagues
*Provide many levels of training: on the job training, new employee
training, ongoing training
*All supervisors and managers all attend supervisory academy
*Ask/assess people what skills they need and provide training
that matches
*Provide all staff with cross training and shadowing
*Dedicate budget resources to training, and ensure those
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resources are equitably distributed among management,
professional staff, administrative support, field staff, etc.
*Encourage employees to attend any city sponsored training
*Encourage all employees to get certifications relevant to field,
provide space, time, and resources
*Target training to hourly staff and entry level so they receive skills to
pass tests and have skills to promote
*Allow front lines staff to attend trainings downtown and elsewhere on
work time
*Send staff to external training opportunities
*Send staff to YWCA Racial Justice Trainings
*Offer to pay for employee certification and licenses
*Connect all members to goals and vision of organization
*Provide flexible schedules
*Implement department-wide email access

We already do this.
We already do this.

Hiring Recruitment
*Recruit from outside of the City of Madison
*Hire employees at trainee level and train them up
*Participate in: AASPIRE Internships, Wanda Fullmore Youth
Internship Program, Other field-specific Internship Programs
*Review job postings to assure minimum skill, knowledge, and
education requirements are actually needed
*Benchmark ability to successfully work with multicultural communities
in any supplemental questions
*Assure supplemental questions are relevant to the position, and have
benchmarks instead of only a number scoring criteria
*Review tests to make sure they are relevant to the position tasks.
*Diversify supplemental question and interview panels. Include people
of color, women, staff from all levels, community members,
MAC, WIC, RESJI team members
*Switch up interview panels. Do not use the same people over and over
*Utilize behavioral interview questions
*Allow candidates to come in early and review at least some
interview questions
*Use benchmarks for interview questions instead of a number scoring
criteria
*Use random selection with many applicants
*Benchmark ability to successfully work with multicultural communities
*Have a clear justification for who should be hired, besides a point score
Orientation Onboarding Promotion Retention
*Clean out and stock work bench/space/desk/cubicle/office
*If incoming employee is the only woman or only person of color,
send the current workgroup to implicit bias training
and/or sensitivity training (work with DCR)
*Set goals for the employee and share them with their assigned trainer(s)
*Schedule employees to attend HR's new employee training:
First day of work, and all-day session offered two times per year
*Introduce new staff to existing staff
*Provide tours of offices and all facilities
*Provide job shadowing with diverse staff
*Send staff to YWCA Racial Justice Trainings, implicit bias training,
and/or other sensitivity training
*Connect new employees to diverse activities (MAC/WIC/RESJI)
*Hold one on one meetings with new staff and executive
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management member
*Hold all staff meetings or all unit meetings as often as possible
We already do this.
*Assure promotional possibilities for diverse staff (see below)
We already do this.
*Build in a career ladder
We already do this.
*Create a training program that gives staff skills to promote in future
We already do this.
*Ensure all staff, especially diverse staff, have access to trainings at
We already do this.
an equal rate as their colleagues
*Offer cross-training of most or all jobs
We already do this.
*Create a directory with photos
It would require minimal effort.
*Rotate staff meeting facilitation among all staff
It would require minimal effort.
*Get civil rights coordinators more involved in the hiring
It would require minimal effort.
process - copy them when a position is red flagged
in their department
*Develop a staff committee to work on this
It would require minimal effort.
*Focus on employee wellness of mind and body
It would require minimal effort.
*Maximize existing diversity within the organization
It would require minimal effort.
Hiring Recruitment
*Collaborate with HR and DCR on any or all of the strategies.
It would require minimal effort.
If you do not know how to do some of these things,
just ask!
*Use the Equity Impact Analysis & Equitable Hiring
It would require minimal effort.
Checklist well before hire
*Reach out to any or all of the following on a regular basis
It would require minimal effort.
(not an exhaustive list): RESJI, MAC, WIC, high schools,
Job Center, Boys & Girls Club, any community center,
school counselors, Technical Colleges, UW Career Services, etc.
*Have staff representation at meetings in the community,
It would require minimal effort.
participate in diverse community events and ongoing meetings
*Assure diverse staff have contact with the community
It would require minimal effort.
*Be strategic about hiring diverse seasonal employees, so
It would require minimal effort.
they can eventually work full time for the organization
*Offer training to high school and/or college students and
It would require minimal effort.
related programs
*Recruit from other diverse city agencies
It would require minimal effort.
*Assure "working with multicultural populations" is included in
It would require minimal effort.
the position description of all jobs
*Post some jobs as bilingual (Spanish/Hmong) required
It would require minimal effort.
*If HR and DCR indicate there is not a diverse applicant pool
It would require minimal effort.
after a position closes, extend the deadline and strategize
about how to attract more diverse applicants
*Interview all candidates who meet the minimum qualification
It would require minimal effort.
*Assure all people reviewing supplemental questions or serving
It would require minimal effort.
on interview panels attend implicit bias training
Orientation Onboarding Promotion Retention
*Develop employee-specific on-boarding plans in
conjunction with HR
Culture Training Other
*Have a space where all employees can gather for lunch/breaks

It would require minimal effort.

It would require a lot of effort.

Hiring Recruitment
*Create an advisory team to help with department hiring goals.
It would require a lot of effort.
Include diverse staff, Civil Rights Coordinator, representatives
from Racial Equity and Social Justice Initiative (RESJI),
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Multicultural Affairs Committee (MAC), Women's Initiatives Committee (WIC)
*Budget for these strategies (advertising, internships, etc.)
It would require a lot of effort.
*Have apprenticeship and/or practicum programs
It would require a lot of effort.
*Invest time in Division of Vocational Rehabilitation and/or
It would require a lot of effort.
W2 Workers
*Attend targeted recruitment events (Urban League,
It would require a lot of effort.
YWCA, Job Mob)
*Post jobs to a wide variety of diverse places: City Facebook,
It would require a lot of effort.
Linkedin, Metro Buses, Affirmative Action Email List
(city email list), UW System, Monster, Career Builder,
Milwaukee Journal-Sentinel On-Line, Field-specific
resources, targeted mailings to local certificate or license holders
*Interview people at targeted recruitment events whenever possible
It would require a lot of effort.
Orientation Onboarding Promotion Retention
*Assign a diverse group of staff to train the new person, even if
that means finding external trainers or mentors
*Develop a Mentorship/Buddies/Ambassador Program
*Move from part time to full time positions
*Conduct exit interviews upon retirement and/or when employees
leave
*Encourage diverse applicants to apply for open promotional
positions
Culture Training Other
*Expand workplace social events and open them to families
*Increase restroom access for field employees
Hiring Recruitment
*Assign diverse staff to be your department's Civil Rights
Coordinator
*Post most jobs open and competitive. Post jobs internal when
there is a diverse pool
Orientation Onboarding Promotion Retention
*Order business cards if applicable
*Promote from within only if internal pool is more diverse than
community at large
*Have a pool of leaders who can fill in as supervisor
*Provide promotional candidates with specific feedback about how
they can improve if they are not selected for a promotion

It would require a lot of effort.
It would require a lot of effort.
It would require a lot of effort.
It would require a lot of effort.
It would require a lot of effort.

We could not do this.
We could not do this.

We could not do this.
We could not do this.

We could not do this.
We could not do this.
We could not do this.
We could not do this.

Hiring Recruitment
*Who provided you with this feedback? (Select all that apply)

My own experiences.

Orientation Onboarding Promotion Retention
*Who provided you with this feedback? (Select all that apply)

My own experiences.

The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
Anecdotal experiences heard from other City Employees
Department Head
One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
A representative from Racial Equity & Social Justice team
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A representative from the Multicultural Affairs Committee
A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these
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COMMON COUNCIL

Section I – Cover Page

Common Council Office
Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:
Common Council Office
Equitable Workforce Plan Review Committee:
Lisa Veldran
lveldran@cityofmadison.com

210 Martin Luther King Jr. Blvd., Room 417
Madison, WI 53703
(608) 266-4071
www.cityofmadison.com/council

Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.

Section III – Staff Responsibility
Our agency head Lisa Veldran, or their replacement, is responsible for implementation of our Affirmative
Action Plan.
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Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
3

Currently, the Madison community demographics and our departmental demographics are as follows:
Madison Community*
Department
% Difference
TOTAL
243,772
2
SEX
Male
120,747
49.53%
0
0.00%
-49.53%
Female
123,025
50.47%
2
100.00%
49.53%
RACE
White
194,755
82.43%
2
100.00%
17.57%
Black or African American
18,787
9.65%
0
0.00%
-9.65%
Asian
18,506
7.59%
0
0.00%
-7.59%
Some other race**
10,951
4.49%
0
0.00%
-4.49%
American Indian and Alaska Native
773
0.32%
0
0.00%
-0.32%
ETHNICITY
Hispanic or Latino (of any race)
17,399
7.14%
0
20.00%
- 7.14%
*The data used for this section includes the five year populatin estimates from American Community
Survey for 2013. It includes the City of Madison as well as the Town of Madison. This is to assure data is
tracked over time, as the Town will be annexed in the future.
**Some other race includes "Two or More Races" and "Some Other Race" categories.
Currently, the availability data for our department is as follows:

4

Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
Other data utilized to inform goal settings includes:
(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)
Departments include data here

3

The data used for this section includes the five year population estimates from American Community Survey for 2013. It includes
the City of Madison and the Town of Madison. This is to assure data is tracked over time, as the Town will be annexed in the future.
Department data is from July 30, 2015 and includes all employees, including hourly and seasonal employees.
4
This data is from the permanent employees and U.S. census 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA)
which includes Columbia, Dane, and Iowa counties.
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Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the following
goals for 2016:
Goal 1:
Category: Recruitment
Data measure:
Number of community based organizations involved in solicitation of available City employment, and
information from HR regarding the number of racial/ethnic, female, and disabled applicants.

We will know we are successful when:
We've increased distribution of available positions to community based organizations funded by the City,
and see increased diversity in the applicant pool.

The following individual(s) are responsible for reporting on this data every year to the department head:
Lisa Veldran

Goal 2:
Category: Culture
Data measure:
Cultural climate surveys and completion of culture and engagement accountability survey.

We will know we are successful when:
When we have relevant data from the surveys.

The following individual(s) are responsible for reporting on this data every year to the department head:
Lisa Veldran

Goal 3:
Category: Hiring
Data measure:
New affirmative action hire(s), meeting availability numbers in each job family code.
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We will know we are successful when:
All job families reflect a higher utilization than availability.

The following individual(s) are responsible for reporting on this data every year to the department head:
Lisa Veldran

We will provide an update on these goals to Civil Rights for reporting to the mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.

Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:
Goal 1:
Category: Training
Data measure:
The number of trainings attended by each employee, certifications awarded via training.

We will know we are successful when:
Employees demonstrate a greater understanding of tasks associated with employment in a specific area,
employees are encouraged and attend at least one training each year.

The following individual(s) are responsible for reporting on this data every year to the department head:
Lisa Veldran

Goal 2:
Category: Promotion
Data measure:
Tracking employee history and changes in job class and job family codes over time.

We will know we are successful when:
Any employee is able to successfully compete for promotional opportunities and advance in the
department.
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The following individual(s) are responsible for reporting on this data every year to the department head:
Lisa Veldran

Goal 3:
Category: Culture
Data measure:
RESJI MCODT, culture and climate survey, employee feedback.

We will know we are successful when:
MCODT shows an increase in at least one level toward a multicultural organization.

The following individual(s) are responsible for reporting on this data every year to the department head:
Lisa Veldran

We will report on these goals to Civil Rights for reporting to the mayor, Affirmative Action Commission,
and Common Council at the end of each year.

Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tools three times in
2016. At least one of these tool applications will be on a hiring decision, if a hiring decision is made in
2016. The tool results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
 Hiring decision
 Policy or procedure development
 Community engagement meeting or plan
 Budget
 Contracts and purchasing
 Strategic plans
 Work plans
 Funding decisions
 Promotional decision or process
 Partnerships and collaborations
The Racial Equity and Social Justice Team is available to assist departments facilitation of tool
application. We will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative
Action Commission, and the Common Council on or before January 31, 2017.
The following individual(s) will be responsible for the RESJI tool implementation:
Lisa Veldran, Council Administrative Assistant
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Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
 APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf

Section IX – Subcontractors
We will ensure that all our subcontractors working on City of Madison Public Works contracts provide
equal employment opportunity. We will take the necessary action to enforce these provisions, including
sanctions provided for noncompliance in Section 39.02(9)(e)2., Article VII of the Madison General
Ordinances.

Section X – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
impact on racial/ethnic affirmative action group members, women and people with disabilities. Such
review will include, but not be limited to, the following:
Dissemination of Policy Statement and Plan

Yes

No

1. Include policy statement and reference to Affirmative Action Plan in policy
manual.
2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.
3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.
Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.
5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.
7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
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Dissemination of Policy Statement and Plan

Yes

No

Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.
9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red flagged position before making an employment offer.
Staff Development
11. Ensure all employees
opportunities.

equal

access

to

training

&

promotional

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.
13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.
Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.
16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.
Appendix A – Assessments

Culture Training Other
Strategy

Common Council

Acknowledge work accomplishments
All supervisors and managers shall attend supervisory academy

We already do this.

Allow front lines staff to attend trainings downtown and elsewhere on work time

We already do this.
We already do this.

Ask/assess people what skills they need and provide training that matches

We already do this.

Be intentional about working with diverse populations

We already do this.

Connect all members to goals and vision of organization
Create a directory with photos

We already do this.
We could not do this.
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Dedicate budget resources to training, and ensure those resources are
equitably distributed among management, professional staff, administrative
support, field staff, etc.
Develop a staff committee to work on this
Encourage all employees to get certifications relevant to field, provide
space, time, and resources
Encourage employees to attend any city sponsored training

We already do this.
We could not do this.
We already do this.
We already do this.

Encourage transparency, do not let staff hold on to important operating
information
Ensure all staff, especially diverse staff, have access to trainings at an
equal rate as their colleagues
Ensure relationship building with outside stakeholders, including
engagement and outreach
Expand workplace social events and open them to families

We already do this.

Focus on employee wellness of mind and body

We already do this.

Get civil rights coordinators more involved in the hiring process - copy
them when a position is red-flagged in their department
Have a diversity committee/affinity group
Have a space where all employees can gather for lunch/breaks

We already do this.
We could not do this.
We already do this.

Have meetings at the beginning of work shifts
Have multi-department staff meetings
Hold all staff meetings or all unit meetings as often as possible

We could not do this.
We could not do this.
We already do this.

We already do this.
We already do this.
We already do this.

Hold one on one meetings with new staff and executive management
member
Implement department-wide email access

We already do this.

Increase restroom access for field employees
Management stops Harassment and Discrimination immediately when
aware
Maximize existing diversity within the organization

We could not do this.
We already do this.

We already do this.

We already do this.

Offer to pay for employee certification and licenses

We already do this.

Partner with DCR and HR for ideas and implementation

We already do this.

Provide a way for staff to give anonymous feedback about agency to
management and their peers.
Provide all staff with cross training and shadowing.

We could not do this.
We already do this.

Provide flexible schedules

We already do this.

Provide many levels of training: on the job training, new employee
training, ongoing training
Rotate staff meeting facilitation among all staff
Schedule gatherings such as potlucks, lunch and learns, etc.

We already do this.

Send staff to external training opportunities
Send staff to YWCA Racial Justice Trainings
Set department goals that everyone works towards
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Survey staff and make changes based on results
Talk about race, bias, prejudice openly and safely, with moderated
conversations as needed
Target training to hourly staff and entry level so they receive skills to
pass tests and have skills to promote
Watch "cliques" and staff divisions
Who provided you with this feedback? (Select all that apply)

We already do this.
We already do this.
We already do this.
We already do this.
We already do this.

Hiring / Recruitment
Strategy
Allow candidates to come in early and review at least some
interview questions
Assign diverse staff to be your department's Civil Rights
Coordinator
Assure "working with multicultural populations" is included in the
position description of all jobs
Assure all people reviewing supplemental questions or
serving on interview panels attend implicit bias training
Assure diverse staff have contact with the community

Common Council
We already do this.

Assure supplemental questions are relevant to the position, and
have benchmarks instead of only a number scoring criteria
Attend targeted recruitment events (Urban League, YWCA, Job
Mob)
Be strategic about hiring diverse seasonal employees, so
they can eventually work full time for the organization
Benchmark ability to successfully work with multicultural
communities
Benchmark ability to successfully work with multicultural
communities in any supplemental questions
Budget for these strategies (advertising, internships, etc.)

We already do this.

Collaborate with HR and DCR on any or all of the strategies. If
you do not know how to do some of these things, just ask!
Create an advisory team to help with department hiring goals.
Include diverse staff, Civil Rights Coordinator, representatives
from Racial Equity and Social Justice Initiative (RESJI),
Multicultural Affairs Committee (MAC), Women's Initiatives
Committee (WIC)
Diversify supplemental question and interview panels. Include
people of color, women, staff from all levels, community members,
MAC, WIC, RESJI team members

We already do this.

Have a clear justification for who should be hired, besides a point
score
Have apprenticeship and/or practicum programs

We already do this.

Have staff representation at meetings in the community,
participate in diverse community events and ongoing meetings
Hire employees at trainee level and train them up

We could not do this.

If HR and DCR indicate there is not a diverse applicant pool
after a position closes, extend the deadline and strategize about
how to attract more diverse applicants
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We could not do this.
We could do this with minimal effort.
We could do this with minimal effort.
We already do this.

We could not do this.
We could not do this.
We could do this with minimal effort.
We could do this with minimal effort.
We could not do this.

We could do this with minimal effort.

We could do this with minimal effort.

We could not do this.

We already do this.

We already do this.
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Interview all candidates who meet the minimum qualifications
Interview people at targeted recruitment events whenever possible
Invest time in Division of Vocational Rehabilitation and/or W2
Workers
Offer training to high school and/or college students and
related programs
Participate in: AASPIRE Internships, Wanda Fullmore Youth
Internship Program, Other field-specific Internship Programs
Post jobs to a wide variety of diverse places: City Facebook,
Linkedin, Metro Buses, Affirmative Action Email List (city email
list), UW System, Monster, Career Builder, Milwaukee JournalSentinel On-Line, Field-specific resources, targeted mailings to
local certificate or license holders
Post most jobs open and competitive. Post jobs internal when
there is a diverse pool
Post some jobs as bilingual (Spanish/Hmong) required
Reach out to any or all of the following on a regular basis
(not an exhaustive list): RESJI, MAC, WIC, high schools, Job
Center, Boys & Girls Club, any community center, school
counselors, Technical Colleges, UW Career Services, etc.
Recruit from other diverse city agencies
Recruit from outside of the City of Madison
Review job postings to assure minimum skill, knowledge, and
education requirements are actually needed
Review tests to make sure they are relevant to the position tasks.

We already do this.
We could not do this.
We already do this.

Switch up interview panels. Do not use the same people over and
over
Use benchmarks for interview questions instead of a number
scoring criteria
Use random selection with many applicants
Use the Equity Impact Analysis & Equitable Hiring Checklist well
before hire
Utilize behavioral interview questions
Who provided you with this feedback? (Select all that apply)

We already do this.

We already do this.
We already do this.
We could do this with minimal effort.

We already do this.
We could not do this.
We could not do this.

We could do this with minimal effort.
We could do this with minimal effort.
We already do this.
We already do this.

We already do this.
We could not do this.
We could do this with minimal effort.
We could do this with minimal effort.
We already do this.

Orientation Onboarding Promotion Retention
Strategy

Common Council

Assign a diverse group of staff to train the new person,
even if that means finding external trainers or mentors
Assure a good workplace culture (we will cover this next
time)
Assure promotional possibilities for diverse staff (see
below)
Build in a career ladder

We could do this with minimal effort.

Clean out and stock work bench/space/desk/cubicle/office
Conduct exit interviews upon retirement and/or when
employees leave

We already do this.
We could do this with minimal effort.
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We could do this with minimal effort.
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Connect new employees to diverse activities (MAC/WIC/RESJI)
Create a training program that gives staff skills to promote in
future
Develop a Mentorship/Buddies/Ambassador Program
Develop employee-specific on-boarding plans in conjunction
with HR
Encourage diverse applicants to apply for open promotional
positions
Ensure all staff, especially diverse staff, have access to
trainings at an equal rate as their colleagues

We could do this with minimal effort.
We could do this with minimal effort.

Have a pool of leaders who can fill in as supervisor
Hold all staff meetings or all unit meetings as often as
possible
Hold one on one meetings with new staff and executive
management member
If incoming employee is the only woman or only person of
color, send the current workgroup to implicit bias training and/or
sensitivity training (work with DCR)
Introduce new staff to existing staff
Move from part time to full time positions
Offer cross-training of most or all jobs
Order business cards if applicable
Promote from within only if internal pool is more diverse than
community at large
Provide job shadowing with diverse staff
Provide promotional candidates with specific feedback about
how they can improve if they are not selected for a promotion

We could not do this.
We could do this with minimal effort.

Provide tours of offices and all facilities
Schedule employees to attend HR's new employee training:
First day of work, and all-day session offered two times per year
Send staff to YWCA Racial Justice Trainings, implicit bias
training, and/or other sensitivity training
Set goals for the employee and share them with their assigned
trainer(s)
Who provided you with this feedback? (Select all that apply)

We already do this.
We already do this.

We already do this.
We could do this with minimal effort.
We could not do this.
We could do this with minimal
effort.

We could do this with minimal effort.
We could do this with minimal effort.

We already do this.
We could not do this.
We could do this with minimal effort.
We already do this.
We could do this with minimal effort.
We could do this with minimal effort.
We could do this with minimal
effort.

We already do this.
We could do this with minimal effort.

The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
Anecdotal experiences heard from other City Employees
Department Head
One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
A representative from Racial Equity & Social Justice team

11/2/2015-EWplan2016.doc

87

CITY OF MADISON

EQUITABLE WORKFORCE PLAN: 2016-2021

A representative from the Multicultural Affairs Committee
A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these
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ENGINEERING DIVISION

Section I – Cover Page

ENGINEERING DIVISION
Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:
ENGINEERING DIVISION
Equitable Workforce Plan Review Committee:
Robert F. Phillips, P. E., City Engineer
rphillips@cityofmadison.com
Michael R. Dailey, P. E., Deputy City Engineer
mdailey@cityofmadison.com
The Engineering Division RESJI (Racial Equity / Social Justice Initiative) Team and Engineering
Division Supervisors reviewed and provided feedback - see separate attachment.
City-County Building, Room 115; 210 Martin Luther King Jr., Blvd.
608-266-4751
ww.cityofmadison.com/engineering/

Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.

Section III – Staff Responsibility
Our agency head Robert F. Phillips, P. E., City Engineer, or their replacement, is responsible for
implementation of our Affirmative Action Plan.
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Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
Currently, the Madison community demographics and our departmental demographics are as follows:
(The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison.Department data is from July 30, 2015 and includes all employees,
including hourly and seasonal employees.)

Madison Community *
TOTAL
SEX

Departme nt

% Difference

233,209

%

166

%

%

Male

114,832

49.24%

132

79.52%

30.28%

Female

118,377

50.76%

34

20.48%

-30.28%

RACE
White

184,030

78.91%

152

91.57%

12.65%

Black or African American

16,926

7.26%

4

2.41%

-4.85%

Asian

17,211

7.38%

2

1.20%

-6.18%

Some other race**

13,960

5.99%

4

2.41%

-3.58%

1,001

0.43%

0

0.00%

-0.43%

81

0.03%

15,948

6.84%

American Indian and Alaska Native
Native Hawaiian and other Pacific Islander
ETHNICITY
Hispanic or Latino (of any race)

1

0.60%

-6.24%

*The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and
Housing Characteristics: 2010. It is limited to the City of Madison.
**Some other race includes "Two or More Races" and "Some Other Race" categories.

Currently, the availability data for our department is as follows:
(This data is from the permanent employees and U.S. census 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA)
which includes Columbia, Dane, and Iowa counties.)

Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
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Other data utilized to inform goal settings includes:
(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)
See attachments for proposed hiring goals and supporting data.

Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the following
goals for 2016:

Goal 1:
Category: Hiring
Data measure:
When candidates are solicited from outside of the Organization, the Engineering Division will strive to
meet the target goals for women and people of color, based upon meeting or exceeding Local, State, or
National applicant availability, whichever is determined most appropriate for a given job / job family. The
goals have been established based on applicant availability data for specific job categories as detailed in
the attachments Section.
We will know we are successful when:
We will know we are successful when the number of applications from female and people of color meets
or exceeds our hiring goal for the given job family. Other measures will need to be employed to reach
and maintain these objectives.
The following individual(s) are responsible for reporting on this data every 6 months to the department
head:
Michael Dailey, Deputy City Engineer, in consultation with the Engineering RESJI Team.

Goal 2:
Category: Recruitment
Data measure:
The Engineering Division will establish a list of recruitment resources to use when advertising for
positions, with the objective of reaching more women or people of color for a given job opening. We will
enlist HR to assist in tracking of applications from female and people of color, prior to any screening or
ranking process.
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We will know we are successful when:
We will know we are successful when the number of applications from female and people of color meets
or exceeds our hiring goal for the given job opening. More target applicants should lead to more target
hires.
The following individual(s) are responsible for reporting on this data every 6 months to the department
head:
Michael Dailey, Deputy City Engineer, in consultation with the Engineering RESJI Team.

Goal 3:
Category: Retention
Data measure:
This measure will be more encompassing than just "retention." The Engineering Divison will have its
RESJI Team look at all of the 8 Equitable Workforce Plan categories (Hiring, Recruitment, Orientation,
Onboarding, Promotion, Retention, Culture, Training) and determine which most need work for our
Division and then establish a project or two that the Team can tackle for positive change.
We will know we are successful when:
We will know we are successful when the Engineering Division RESJI Team makes progress and specific
recommendations for actions for any of the 8 Equitable Workforce Plan categories.

The following individual(s) are responsible for reporting on this data every 6 months to the department
head:
Michael Dailey, Deputy City Engineer, in consultation with the Engineering RESJI Team.

We will provide an update on these goals to Civil Rights for reporting to the mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.

Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:

Goal 1:
Category: Hiring
Data measure:
Improve employment opportunities for High School age and young adults by participation in the City's
AASPIRE program and the Summer High School Intern Program. Both promote bringing in underrepresented employees for a given employment area and introducing them to the profession or field of
employment, for increased representation in the long term.
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We will know we are successful when:
We will know we are successful when we are consistently having people of color or under represented
employees complete these programs. Occasionally, it could lead to a future employee for City
Engineering or future employment for the participant in this field or profession.
The following individual(s) are responsible for reporting on this data every 6 months to the department
head:
Michael Dailey, Deputy City Engineer, in consultation with the Engineering RESJI Team.

Goal 2:
Category: Hiring
Data measure:
This goal is hiring thru a 'mentoring' process. City Engineering will take advantage of opportunities to
extend promising, under-represented AASPIRE participants by hiring them as an hourly employee. We
will take advantage of opportunities to hire promising, under-represented hourly employees as permanent
employees with "trainee" designation.
We will know we are successful when:
We will know we are successful when we are able to increase under-represented classes by use of these
mentoring programs and we are able to move some individuals to full time employment with the City.

The following individual(s) are responsible for reporting on this data every 6 months to the department
head:
Michael Dailey, Deputy City Engineer, in consultation with the Engineering RESJI Team.

Goal 3:
Category: Hiring
Data measure:
This goal is to increase representation for persons of color and /or females in the skilled jobs field by
establishing an apprenticeship program. Graduates could possibly move to City employment, but be very
employable within the community at large. See attached as proposed in the 2016 Operating Budget for
City Engineering for an example of an apprenticeship program being proposed titled "GreenPower" that
would train participants from a disadvantaged neighborhood for work as electrician or in the field of solar
power.
We will know we are successful when:
We will know we are successful when we are consistently placing people of color or females into this
Apprenticeship Program and they are successful in completing the program. Occasionally, it could lead
to a future employee for the City or future employment for the participant in this profession.
The following individual(s) are responsible for reporting on this data every 6 months to the department
head:
Kathy Cryan, Operations Manager, in consultation with the Engineering RESJI Team.
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We will report on these goals to Civil Rights for reporting to the mayor, Affirmative Action Commission,
and Common Council at the end of each year.

Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tools three times in
2016. At least one of these tool applications will be on a hiring decision, if a hiring decision is made in
2016. The tool results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
 Hiring decision
 Policy or procedure development
 Community engagement meeting or plan
 Budget
 Contracts and purchasing
 Strategic plans
 Work plans
 Funding decisions
 Promotional decision or process
 Partnerships and collaborations
The Racial Equity and Social Justice Team is available to assist departments facilitation of tool
application. We will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative
Action Commission, and the Common Council on or before January 31, 2017.
The following individual(s) will be responsible for the RESJI tool implementation:
Michael Dailey, Deputy City Engineer, and Christy Bachmann, Principal Engineer 1, will be primarily
responsible for the RESJI tool implementation.

Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
 APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf

Section IX – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
impact on racial/ethnic affirmative action group members, women and people with disabilities. Such review
will include, but not be limited to, the following:
Dissemination of Policy Statement and Plan

Yes

No

1. Include policy statement and reference to Affirmative Action Plan in policy
manual.
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Dissemination of Policy Statement and Plan

Yes

No

2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.
3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.
Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.
5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.
7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.
9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red-flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red-flagged position before making an employment offer.
Staff Development
11. Ensure all employees
opportunities.

equal

access

to

training

&

promotional

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.
13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.
Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.
16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
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Dissemination of Policy Statement and Plan

Yes

No

Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.

Appendix A – Assessments
Department
Culture Training Other
Culture Training Other

Culture Training Other

Culture Training Other
Culture Training Other
Culture Training Other

Culture Training Other

Culture Training Other
Culture Training Other
Culture Training Other

Strategy
Encourage transparency, do not
let staff hold on to important
operating information
Set department goals that
everyone works towards
Management stops Harassment
and Discrimination immediately
when aware
Acknowledge work
accomplishments
Schedule gatherings such as
potlucks, lunch and learns, etc.
Have meetings at the beginning
of work shifts
Talk about race, bias, prejudice
openly and safely, with
moderated conversations as
needed
Have a diversity
committee/affinity group
Partner with DCR and HR for
ideas and implementation
Have multi-department staff
meetings

Engineering
We already do this.
We already do this.

We already do this.

We already do this.
We already do this.
We already do this.

We already do this.

We already do this.
We already do this.
We already do this.

Culture Training Other

Ensure all staff, especially
diverse staff, have access to
trainings at an equal rate as their
colleagues

We already do this.

Culture Training Other

Provide many levels of training:
on the job training, new
employee training, ongoing
training

We already do this.

Culture Training Other

All supervisors and managers all
attend supervisory academy

We already do this.

Culture Training Other

Ask/assess people what skills
they need and provide training
that matches

We already do this.
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Culture Training Other

Dedicate budget resources to
training, and ensure those
resources are equitably
distributed among management,
professional staff, administrative
support, field staff, etc.

We already do this.

Culture Training Other

Encourage all employees to get
certifications relevant to field,
provide space, time, and
resources

We already do this.

Culture Training Other

Target training to hourly staff and
entry level so they receive skills
to pass tests and have skills to
promote

We already do this.

Culture Training Other
Culture Training Other
Culture Training Other

Culture Training Other

Culture Training Other
Culture Training Other
Culture Training Other

Allow front lines staff to attend
trainings downtown and
elsewhere on work time
Send staff to external training
opportunities
Send staff to YWCA Racial
Justice Trainings
Get civil rights coordinators more
involved in the hiring process copy them when a position is red
flagged in their department
Develop a staff committee to
work on this
Provide flexible schedules
Increase restroom access for
field employees

We already do this.
We already do this.
We already do this.

We already do this.

We already do this.
We already do this.
We already do this.

Hiring Recruitment

Collaborate with HR and DCR on
any or all of the strategies. If you
do not know how to do some of
these things, just ask!

We already do this.

Hiring Recruitment

Budget for these strategies
(advertising, internships, etc.)

We already do this.

Hiring Recruitment

Have staff representation at
meetings in the community,
participate in diverse community
events and ongoing meetings

We already do this.

Hiring Recruitment

Recruit from outside of the City
of Madison

We already do this.

Hiring Recruitment

Be strategic about hiring diverse
seasonal employees, so they
can eventually work full time for
the organization

We already do this.
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Hire employees at trainee level
and train them up
Offer training to high school
and/or college students and
related programs
Recruit from other diverse city
agencies

We already do this.
We already do this.
We already do this.

Hiring Recruitment

Participate in: AASPIRE
Internships, Wanda Fullmore
Youth Internship Program, Other
field-specific Internship
Programs

We already do this.

Hiring Recruitment

Review job postings to assure
minimum skill, knowledge, and
education requirements are
actually needed

We already do this.

Hiring Recruitment

Attend targeted recruitment
events (Urban League, YWCA,
Job Mob)

We already do this.

Hiring Recruitment

Post jobs to a wide variety of
diverse places: City Facebook,
Linkedin, Metro Buses,
Affirmative Action Email List (city
email list), UW System, Monster,
Career Builder, Milwaukee
Journal-Sentinel On-Line, Fieldspecific resources, targeted
mailings to local certificate or
license holders

We already do this.

Hiring Recruitment

Review tests to make sure they
are relevant to the position tasks.

We already do this.

Hiring Recruitment

Diversify supplemental question
and interview panels. Include
people of color, women, staff
from all levels, community
members, MAC, WIC, RESJI
team members

We already do this.

Hiring Recruitment
Hiring Recruitment

Switch up interview panels. Do
not use the same people over
and over
Utilize behavioral interview
questions

We already do this.
We already do this.

Hiring Recruitment

Allow candidates to come in
early and review at least some
interview questions

We already do this.

Hiring Recruitment

Have a clear justification for who
should be hired, besides a point
score

We already do this.
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Orientation Onboarding
Promotion Retention

Clean out and stock work
bench/space/desk/cubicle/office

We already do this.

Orientation Onboarding
Promotion Retention

Set goals for the employee and
share them with their assigned
trainer(s)

We already do this.

Orientation Onboarding
Promotion Retention

Schedule employees to attend
HR's new employee training:
First day of work, and all-day
session offered two times per
year

We already do this.

Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention

Introduce new staff to existing
staff
Provide tours of offices and all
facilities

Orientation Onboarding
Promotion Retention

Develop a
Mentorship/Buddies/Ambassador
Program

We already do this.

Orientation Onboarding
Promotion Retention

Hold all staff meetings or all unit
meetings as often as possible

We already do this.

Orientation Onboarding
Promotion Retention

Move from part time to full time
positions

We already do this.

Orientation Onboarding
Promotion Retention

Assure promotional possibilities
for diverse staff (see below)

We already do this.

Orientation Onboarding
Promotion Retention

Encourage diverse applicants to
apply for open promotional
positions

We already do this.

Orientation Onboarding
Promotion Retention

Build in a career ladder

We already do this.

Orientation Onboarding
Promotion Retention

Create a training program that
gives staff skills to promote in
future

We already do this.

Orientation Onboarding
Promotion Retention

Ensure all staff, especially
diverse staff, have access to
trainings at an equal rate as their
colleagues

We already do this.

Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention

Offer cross-training of most or all
jobs
Have a pool of leaders who can
fill in as supervisor

Orientation Onboarding
Promotion Retention

Provide promotional candidates
with specific feedback about how
they can improve if they are not
selected for a promotion

We already do this.

Culture Training Other

Survey staff and make changes
based on results

It would require minimal
effort.
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Culture Training Other

Provide a way for staff to give
anonymous feedback about
agency to management and their
peers

It would require minimal
effort.

Culture Training Other

Create a directory with photos

It would require minimal
effort.

Culture Training Other

Hold one on one meetings with
new staff and executive
management member

It would require minimal
effort.

Culture Training Other

Hold all staff meetings or all unit
meetings as often as possible

It would require minimal
effort.

Culture Training Other

Ensure relationship building with
outside stakeholders, including
engagement and outreach

It would require minimal
effort.

Culture Training Other

Expand workplace social events
and open them to families

It would require minimal
effort.

Provide all staff with cross
training and shadowing
Connect all members to goals
and vision of organization
Maximize existing diversity within
the organization
Implement department-wide
email access
Assure diverse staff have contact
with the community

It would require minimal
effort.
It would require minimal
effort.
It would require minimal
effort.
It would require minimal
effort.
It would require minimal
effort.

Hiring Recruitment

Assure "working with
multicultural populations" is
included in the position
description of all jobs

It would require minimal
effort.

Hiring Recruitment

Benchmark ability to successfully
work with multicultural
communities in any
supplemental questions

It would require minimal
effort.

Hiring Recruitment

Interview all candidates who
meet the minimum qualifications

It would require minimal
effort.

Hiring Recruitment

Benchmark ability to successfully
work with multicultural
communities

It would require minimal
effort.

Hiring Recruitment

Assure all people reviewing
supplemental questions or
serving on interview panels
attend implicit bias training

It would require minimal
effort.

Orientation Onboarding
Promotion Retention

Order business cards if
applicable

It would require minimal
effort.

Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Hiring Recruitment
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Orientation Onboarding
Promotion Retention

If incoming employee is the only
woman or only person of color,
send the current workgroup to
implicit bias training and/or
sensitivity training (work with
DCR)

It would require minimal
effort.

Orientation Onboarding
Promotion Retention

Connect new employees to
diverse activities
(MAC/WIC/RESJI)

It would require minimal
effort.

Orientation Onboarding
Promotion Retention

Conduct exit interviews upon
retirement and/or when
employees leave

It would require minimal
effort.

Culture Training Other
Culture Training Other
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment

Watch "cliques" and staff
divisions
Focus on employee wellness of
mind and body
Use the Equity Impact Analysis &
Equitable Hiring Checklist well
before hire
Have apprenticeship and/or
practicum programs
Invest time in Division of
Vocational Rehabilitation and/or
W2 Workers

It would require a lot of effort.
It would require a lot of effort.
It would require a lot of effort.
It would require a lot of effort.
It would require a lot of effort.

Hiring Recruitment

Assure supplemental questions
are relevant to the position, and
have benchmarks instead of only
a number scoring criteria

It would require a lot of effort.

Hiring Recruitment

Use benchmarks for interview
questions instead of a number
scoring criteria

It would require a lot of effort.

Hiring Recruitment

Interview people at targeted
recruitment events whenever
possible

It would require a lot of effort.

Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention

Develop employee-specific onboarding plans in conjunction
with HR
Provide job shadowing with
diverse staff

It would require a lot of effort.
It would require a lot of effort.

Orientation Onboarding
Promotion Retention

Send staff to YWCA Racial
Justice Trainings, implicit bias
training, and/or other sensitivity
training

It would require a lot of effort.

Orientation Onboarding
Promotion Retention

Hold one on one meetings with
new staff and executive
management member

It would require a lot of effort.

Culture Training Other

Be intentional about working with
a diverse populations

We could not do this.
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Culture Training Other

Have a space where all
employees can gather for
lunch/breaks

We could not do this.

Culture Training Other

Rotate staff meeting facilitation
among all staff

We could not do this.

Culture Training Other

Encourage employees to attend
any city sponsored training

We could not do this.

Culture Training Other

Offer to pay for employee
certification and licenses

We could not do this.

Hiring Recruitment

Create an advisory team to help
with department hiring goals.
Include diverse staff, Civil Rights
Coordinator, representatives
from Racial Equity and Social
Justice Initiative (RESJI),
Multicultural Affairs Committee
(MAC), Women's Initiatives
Committee (WIC)

We could not do this.

Hiring Recruitment

Reach out to any or all of the
following on a regular basis (not
an exhaustive list): RESJI, MAC,
WIC, high schools, Job Center,
Boys & Girls Club, any
community center, school
counselors, Technical Colleges,
UW Career Services, etc.

We could not do this.

Hiring Recruitment
Hiring Recruitment
Hiring Recruitment

Assign diverse staff to be your
department's Civil Rights
Coordinator
Post some jobs as bilingual
(Spanish/Hmong) required
Post most jobs open and
competitive. Post jobs internal
when there is a diverse pool

We could not do this.
We could not do this.
We could not do this.

Hiring Recruitment

If HR and DCR indicate there is
not a diverse applicant pool after
a position closes, extend the
deadline and strategize about
how to attract more diverse
applicants

We could not do this.

Hiring Recruitment

Use random selection with many
applicants

We could not do this.

Orientation Onboarding
Promotion Retention

Assign a diverse group of staff to
train the new person, even if that
means finding external trainers
or mentors

We could not do this.
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Promote from within only if
internal pool is more diverse than
community at large

We could not do this.

Who provided you with this
feedback? (Select all that
apply)
Culture Training Other

A representative from my
department's culture and
engagement team

Hiring Recruitment

A representative from my
department's culture and
engagement team

Culture Training Other

A representative from Racial
Equity & Social Justice team
member

Hiring Recruitment
Culture Training Other
Hiring Recruitment
Orientation Onboarding
Promotion Retention
Culture Training Other
Hiring Recruitment
Orientation Onboarding
Promotion Retention
Hiring Recruitment

A representative from Racial
Equity & Social Justice team
member
My Department Head
My Department Head
My Department Head
My own experiences
My own experiences
My own experiences
panel need to be expert in
the field they are interviewing

The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
Anecdotal experiences heard from other City Employees
Department Head
One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
A representative from Racial Equity & Social Justice team
A representative from the Multicultural Affairs Committee
A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these
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FINANCE DEPARTMENT

Section I – Cover Page

FINANCE DEPARTMENT
Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:
FINANCE DEPARTMENT
Equitable Workforce Plan Review Committee:
David Schmiedicke, Finance Director
dschmiedicke@cityofmadison.com
Katherine Bentley, Civil Rights Coordinator
kbentley@cityofmadison.com
Karalyn Kratowicz, Data Projects Coordinator
Michael Quieto, Administrative Support Clerk 2
210 Martin Luther King, Jr. Blvd., Room 406
Madison, WI 53703
608/266-4671
http://www.cityofmadison.com/finance/

Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.

Section III – Staff Responsibility
Our agency head David Schmiedicke, Finance Director, or their replacement, is responsible for
implementation of our Affirmative Action Plan.
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Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
Currently, the Madison community demographics and our departmental demographics are as follows:
(The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison. Department data is from July 30, 2015 and includes all employees,
including hourly and seasonal employees.)

Madison Community*
TOTAL

%
Difference

Department
233,209

%

41

%

%

Male

114,832

49.24%

14

34.15%

-15.09%

Female

118,377

50.76%

27

65.85%

15.09%

SEX

RACE
White

184,030

78.91%

41

100.00%

21.09%

Black or African American

16,926

7.26%

0

0.00%

-7.26%

Asian

17,211

7.38%

0

0.00%

-7.38%

Some other race**

13,960

5.99%

0

0.00%

-5.99%

1,001

0.43%

0

0.00%

-0.43%

81

0.03%

15,948

6.84%

American Indian and Alaska Native
Native Hawaiian and other Pacific Islander
ETHNICITY
Hispanic or Latino (of any race)

0

0.00%

-6.84%

*The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and
Housing Characteristics: 2010. It is limited to the City of Madison.
**Some other race includes "Two or More Races" and "Some Other Race" categories.

Currently, the availability data for our department is as follows:
(This data is from the permanent employees and U.S. census 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA)
which includes Columbia, Dane, and Iowa counties.

Availability
Met?

Difference to
goal (+/-)

22.77%

0

0.00%

6.20%

No

-6.20%

2 - Professionals

20

11

55.00%

53.80%

Yes

1.20%

0

0.00%

9.80%

No

-9.80%

5 - Paraprofessionals
6 - Administrative
Support

6

6

100.00%

57.90%

Yes

42.10%

0

0.00%

9.00%

No

-9.00%

12

8

66.67%

62.00%

Yes

4.67%

0

0.00%

8.20%

No

-8.20%

Racial Ethnic
Goal*

Yes

Racial Ethnic
Incumbency

43.90%

Ethnic
Employees

66.67%

Availability
Met?

2

Women
Incumbency

3

# of Women
Employees

1 - Officials &
Administrators
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Difference to
goal (+/-)

Women Goal*

Total # of EE’s

The Annual Placement Goals are determined with an underutilization analysis of incumbency and relevant labor market
availability of qualified women or people of color (known as minorities in the past). All selection decisions are made in a
nondiscriminatory manner and a placement goal is not justification for selecting an individual based on their protected class.
Source: Permanent Employees & US Census 2010 EEO Data Tool Madison, WI (MSA)
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41

27

0

Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
Other data utilized to inform goal settings includes:
(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)
Industry-specific data
According to the Bureau of Labor Statistics, nationally 64.5% of total public sector finance employees are
women. This share is similar to the share of women in the City of Madison Finance Department (65.9%).
Both of which are higher than the comparable demographics for the Madison Community (50.5%).
Black or African Americans make up 16.8% of the total public sector finance employees nationally
compared to 0.0% in the City of Madison Finance Department and 9.7% in the Madison Community.
Asians make up 6.6% of the total public sector finance employees nationally compared to 0.0% in the City
of Madison Finance Department and 7.6% in the Madison Community.
Hispanics make up 9.8% of the total public sector finance employees nationally compared to 0.0% in the
City of Madison Finance Department and 7.1% in the Madison Community.
The goal identified for Blacks, Asian and Hispanics for the Madison community population is the first step
toward achieving equity in the City of Madison Finance Department workforce. The national statistic
provides a larger context for the work to be done in this area.
Education data
This data will be gathered with the development of the Finance strategic plan (reference: long term Goal
3).
Permanent versus Hourly data
Of the 41 employees in the Finance Department, only 3 are hourly workers (7.3%).
Previous Recruitment data
The Minimum Qualifications Screen Started indicates the number of candidates who started the initial
screening process across all positions in recruitment for that year. Information is available on a position
level.
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Hispanic or Latino
American Indian or Alaskan Native
Asian
Black or African American
Native Hawaiian or Other Pacific Islander
White or Caucasian
Other/Multi Racial
Unknown
Total:
Male
Female
Unknown
Total:

EQUITABLE WORKFORCE PLAN: 2016-2021

2012
1
0
4
12
0
38
1
0
56
13
43
0
56

2013
2
0
6
10
0
34
3
1
56
34
22
0
56

2014
3
1
10
21
0
123
4
9
171
88
76
7
171

2015
1
0
4
1
0
36
1
2
45
24
18
3
45

Total
7
1
24
44
0
231
9
12
328
159
159
10
328

The Minimum Qualifications Screen Passed indicated the number of candidates who passed the initial
screening process across all positions in recruitment for that year. Information is available on a position
level.
Minimum Qualifications Screen Passed
Hispanic or Latino
American Indian or Alaskan Native
Asian
Black or African American
Native Hawaiian or Other Pacific Islander
White or Caucasian
Other/Multi Racial
Unknown
Total:
Male
Female
Unknown
Total:

2012
1
0
4
8
0
32
1
0
46
10
36
0
46

2013
1
0
1
5
0
19
2
1
29
17
12
0
29

2014
0
0
3
7
0
62
1
2
75
39
34
2
75

2015
1
0
0
1
0
8
1
0
11
4
7
0
11

Total
3
0
8
21
0
121
5
3
161
70
89
2
161

Customer feedback data
The Department will develop a survey in future years to obtain customer feedback data for use in
establishing departmental priorities for work assignments, streamlining processes and determining what
our customers (other City agencies) require.

Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the following
goals for 2016:

Goal 1:
Category: Onboarding
Data measure:
Goal: Provide name plates for each employee's work station to assist new employees in identifying their
co-workers' names and locations. Target date for completion: Year-end 2016.
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We will know we are successful when:
All employees (with the exception of members of the Administrative Support Team who continually
change work locations) have a name tag at their work station.

The following individual(s) are responsible for reporting on this data every quarter in which new
employees are hired after the initial name tags are put in place to the department head:
Katherine Bentley

Goal 2:
Category: Culture
Data measure:
Goal: Hold annual department-wide meeting to update employees on departmental goals, budget, issues
of interest. Target date - first meeting to be held in the first quarter of 2016.

We will know we are successful when:
An all-staff meeting has been held at which at least 75% of staff are able to attend.

The following individual(s) are responsible for reporting on this data every year to the department head:
Katherine Bentley

Goal 3:
Category: Recruitment
Data measure:
Goal: Compile an internal list of recruitment sources (civic, educational, professional organizations).
Request employees to provide contact information for their alma mater and other groups to which they
belong to expand recruitment/outreach efforts when positioins become vacant. Target date: List to be
compiled by year-end 2015. Data measure: number of organizations and diversity of contacts
(professional, community, educational).
We will know we are successful when:
We have at least 10 contacts in each category mentioned above and attend one recruitment in 2016.

The following individual(s) are responsible for reporting on this data every 6 months to the department
head:
Karalyn Kratowicz
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We will provide an update on these goals to Civil Rights for reporting to the mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.

Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:

Goal 1:
Category: Onboarding
Data measure:
Goal: Prepare an in-house organizational chart on Internet/Sharepoint identifying employee, position title,
contact information, area for employee feedback. Include photos of employees. Data measure: Percent of
functionality completed and Sharepoint site up and running.
We will know we are successful when:
Sharepoint site is complete and all components mentioned above are in place.

The following individual(s) are responsible for reporting on this data every six months to the department
head:
Michael Quieto

Goal 2:
Category: Culture
Data measure:
Goal: By 2018 increase all-staff meetings to quarterly. Use this time (2-3 hours) for departmental updates
and equity discussions and pair with required trainings whenever possible (implicit bias, harassment, etc.)
Data measure: Number of meetings held (1 in 2016; 2 in 2017, 4 in 2018).
We will know we are successful when:
We reach our goal of number of meetings held annually with at least 75% of staff in attendance.
Appropriate trainings/equity discussions have been included in at least 50% of each year's meetings.

The following individual(s) are responsible for reporting on this data every quarter to the department
head:
Katherine Bentley

Goal 3:
Category: Recruitment
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Data measure:
Goal: Utilize internal recruitment list to build relationships with individuals/organizations. Increase the
number of qualified candidates from targeted groups. Improve department demographics in new hires until
we are representative of the community. Hire at least two employees who are people of color. Create a
standing in-house strategy group to assist in outreach efforts. As part of our outreach efforts, we would
like to include LGBT organizations and people with disabilities. Develop a List Serv group with IT. Data
measure: Number of qualified targeted group applicants and the number of applicants who come from
our contact lists.
We will know we are successful when:
The number of qualified targeted group applicants as a percentage of all applicants are representative of
the community in all job families and we have hired at least two employees who are people of color. We
should also show an increase in the number of job fairs attended.
The following individual(s) are responsible for reporting on this data every quarter to the department
head:
Karalyn Kratowicz will prepare a strategic plan outline for recruitment; Michael Quieto will assist. Kara will
also track quarterly hire data.

We will report on these goals to Civil Rights for reporting to the mayor, Affirmative Action Commission,
and Common Council at the end of each year.

Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tools three times in
2016. At least one of these tool applications will be on a hiring decision, if a hiring decision is made in
2016. The tool results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
 Hiring decision
 Policy or procedure development
 Community engagement meeting or plan
 Budget
 Contracts and purchasing
 Strategic plans
 Work plans
 Funding decisions
 Promotional decision or process
 Partnerships and collaborations
The Racial Equity and Social Justice Team is available to assist departments facilitation of tool
application. We will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative
Action Commission, and the Common Council on or before January 31, 2017.
The following individual(s) will be responsible for the RESJI tool implementation:
Karalyn Kratowicz, Data Projects Coordinator
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Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
 APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf

Section IX – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
impact on racial/ethnic affirmative action group members, women and people with disabilities. Such review
will include, but not be limited to, the following:
Dissemination of Policy Statement and Plan

Yes

No

1. Include policy statement and reference to Affirmative Action Plan in policy
manual.
2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.
3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.
Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.

Note: Develop
an equity
checklist

5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.

Note: Ask
supervisors for
their recruitment
strategies to
work out a
strategic plan.

7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.
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Dissemination of Policy Statement and Plan

Yes

No

9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red flagged position before making an employment offer.

Note: One
member of our
RESJ committee
will sit in as a
monitor during
interviews. No
job offers will be
made without the
approval of the
department
head.

Staff Development
11. Ensure all employees
opportunities.

equal

access

to

training

&

promotional

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.
13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.
Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.
16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.

Note: At a future
staff meeting;
hold an informal
quiz w/questions
and answers
regarding
department
policies and
procedures.

Appendix A – Assessments
Below are our departmental assessments. Assessments are grouped in an order that corresponds with
our departmental goals.
Goal
#

Theme
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1
1

1
1

1

1

2
2

2
2

2
2

2
2
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Culture
Training
Other

Acknowledge work accomplishments

Minimal effort

Culture
Training
Other

Provide a way for staff to give
anonymous feedback about agency
to management and their peers

Minimal effort

Develop a staff committee to work on
this

Minimal effort

Create a directory with photos

A lot of effort

Have a diversity committee/affinity
group

A lot of effort

Introduce new staff to existing staff

We already do
this

Orientation
Onboarding
Promotion
Retention

Provide tours of offices and all
facilities

We already do
this

Culture
Training
Other

Allow front line staff to attend
trainings downtown and elsewhere
on work time

We already do
this

Culture
Training
Other

Encourage employees to attend any
city sponsored training

We already do
this

Culture
Training
Other

Provide many levels of training: on
the job training, new employee
training, ongoing training

We already do
this

Culture
Training
Other

Schedule gatherings such as potlucks,
lunch and learns, etc.

We already do
this

Culture
Training
Other

Talk about race, bias, prejudice
openly and safely, with moderated
conversations as needed

We already do
this

Culture
Training
Other

Connect all members to goals and
vision of organization

Minimal effort

Culture
Training
Other

Dedicate budget resources to
training, and ensure those resources
are equitably distributed among
management, professional staff,
administrative support, field staff,
etc.

Minimal effort

Culture
Training
Other

Hold all staff meetings or all unit
meetings as often as possible

Minimal effort

Culture
Training
Other
Culture
Training
Other
Culture
Training
Other
Orientation
Onboarding
Promotion
Retention
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2
2

2

2
2

Culture
Training
Other
Culture
Training
Other
Culture
Training
Other

Send staff to YWCA Racial Justice
Trainings

Minimal effort

Develop a staff committee to work on
this

Minimal effort

Rotate staff meeting facilitation
among all staff

A lot of effort

Culture
Training
Other

Survey staff and make changes based
on results

A lot of effort

Culture
Training
Other

Have a diversity committee/affinity
group

A lot of effort

Hiring
Recruitment

Assure all people reviewing
supplemental questions or serving on
interview panels attend implicit bias
training

Minimal effort

Orientation
Onboarding
Promotion
Retention

Send staff to YWCA Racial Justice
Trainings, implicit bias training,
and/or other sensitivity training

We already do
this

Orientation
Onboarding
Promotion
Retention

Hold all staff meetings or all unit
meetings as often as possible

A lot of effort

Orientation
Onboarding
Promotion
Retention

If incoming employee is the only
woman or only person of color, send
the current workgroup to implicit bias
training and/or sensitivity training
(work with DCR)

We could not do
this

Culture
Training
Other

Be intentional about working with a
diverse populations

We already do
this

Culture
Training
Other

Get civil rights coordinators more
involved in the hiring process - copy
them when a position is red flagged
in their department

We already do
this

Maximize existing diversity within the
organization

Minimal effort

Develop a staff committee to work on
this

Minimal effort

Have a diversity committee/affinity
group

A lot of effort

2

2

2

2
3

3
3
3
3

EQUITABLE WORKFORCE PLAN: 2016-2021

Culture
Training
Other
Culture
Training
Other
Culture
Training

11/2/2015-EWplan2016.doc

We will do in-house
trainings at all-staff
meetings

This assmes bias on the
part of existing
employees. However,
it will be a goal to
include this training at
all-staff meetings

Internal deliberative
process with Equity
committee
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Other

3

Hiring
Recruitment
Hiring
Recruitment

3
Hiring
Recruitment
3
3

Hiring
Recruitment
Hiring
Recruitment

3

Hiring
Recruitment

3
3
3
3

Hiring
Recruitment
Hiring
Recruitment
Hiring
Recruitment
Hiring
Recruitment

3

3

Hiring
Recruitment
Hiring
Recruitment

3
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Budget for these strategies
(advertising, internships, etc.)
Collaborate with HR and DCR on any
or all of the strategies. If you do not
know how to do some of these
things, just ask!
Diversify supplemental question and
interview panels. Include people of
color, women, staff from all levels,
community members, MAC, WIC,
RESJI team members
Have a clear justification for who
should be hired, besides a point score
Participate in: AASPIRE Internships,
Wanda Fullmore Youth Internship
Program, Other field-specific
Internship Programs
Post jobs to a wide variety of diverse
places: City Facebook, Linkedin,
Metro Buses, Affirmative Action Email
List (city email list), UW System,
Monster, Career Builder, Milwaukee
Journal-Sentinel On-Line, Fieldspecific resources, targeted mailings
to local certificate or license holders
Post most jobs open and competitive.
Post jobs internal when there is a
diverse pool
Recruit from other diverse city
agencies
Recruit from outside of the City of
Madison
Review job postings to assure
minimum skill, knowledge, and
education requirements are actually
needed
Assure "working with multicultural
populations" is included in the
position description of all jobs
Assure all people reviewing
supplemental questions or serving on
interview panels attend implicit bias
training

We already do
this
We already do
this

We already do
this

We already do
this
We already do
this

We already do
this

We already do
this
We already do
this
We already do
this
We already do
this

Minimal effort

Minimal effort
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3

3

3

Hiring
Recruitment
Hiring
Recruitment
Hiring
Recruitment

Hiring
Recruitment

3
Hiring
Recruitment
3

3

Attend targeted recruitment events
(Urban League, YWCA, Job Mob)
Benchmark ability to successfully
work with multicultural communities
in any supplemental questions
Use the Equity Impact Analysis &
Equitable Hiring Checklist well before
hire
Create an advisory team to help with
department hiring goals. Include
diverse staff, Civil Rights Coordinator,
representatives from Racial Equity
and Social Justice Initiative (RESJI),
Multicultural Affairs Committee
(MAC), Women's Initiatives
Committee (WIC)
Have staff representation at meetings
in the community, participate in
diverse community events and
ongoing meetings

Minimal effort
Minimal effort

Minimal effort

A lot of effort

A lot of effort

Hiring
Recruitment

If HR and DCR indicate there is not a
diverse applicant pool after a position
closes, extend the deadline and
strategize about how to attract more
diverse applicants

A lot of effort

Hiring
Recruitment

Offer training to high school and/or
college students and related
programs

A lot of effort

Hiring
Recruitment

Reach out to any or all of the
following on a regular basis (not an
exhaustive list): RESJI, MAC, WIC,
high schools, Job Center, Boys & Girls
Club, any community center, school
counselors, Technical Colleges, UW
Career Services, etc.

A lot of effort

3
3

EQUITABLE WORKFORCE PLAN: 2016-2021

Culture
Training
Other
Culture
Training
Other
Culture
Training
Other

11/2/2015-EWplan2016.doc

Encourage all employees to get
certifications relevant to field,
provide space, time, and resources
Encourage transparency, do not let
staff hold on to important operating
information
Ensure all staff, especially diverse
staff, have access to trainings at an
equal rate as their colleagues

Depends upon the
urgency of filling the
position

We already do
this
We already do
this
We already do
this
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Culture
Training
Other
Culture
Training
Other
Culture
Training
Other

Have a space where all employees
can gather for lunch/breaks

We already do
this

Implement department-wide email
access

We already do
this

Increase restroom access for field
employees

We already do
this

Culture
Training
Other

Management stops Harassment and
Discrimination immediately when
aware

We already do
this

Provide all staff with cross training
and shadowing

We already do
this

Provide flexible schedules

We already do
this

Culture
Training
Other
Culture
Training
Other
Culture
Training
Other
Culture
Training
Other

Send staff to external training
opportunities

We already do
this

Set department goals that everyone
works towards

We already do
this

Culture
Training
Other

Target training to hourly staff and
entry level so they receive skills to
pass tests and have skills to promote

We already do
this

All supervisors and managers attend
supervisory academy

Minimal effort

Culture
Training
Other
Culture
Training
Other
Culture
Training
Other

Ask/assess people what skills they
need and provide training that
matches
Ensure relationship building with
outside stakeholders, including
engagement and outreach

Minimal effort

Minimal effort

Culture
Training
Other
Culture
Training
Other

Expand workplace social events and
open them to families

Minimal effort

Focus on employee wellness of mind
and body

Minimal effort

Culture
Training
Other

Hold one on one meetings with new
staff and executive management
member

Minimal effort

Partner with DCR and HR for ideas
and implementation

Minimal effort

Watch "cliques" and staff divisions

Minimal effort

Culture
Training
Other
Culture
Training
Other

11/2/2015-EWplan2016.doc
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Culture
Training
Other
Culture
Training
Other
Culture
Training
Other

Hiring
Recruitment
Hiring
Recruitment
Hiring
Recruitment
Hiring
Recruitment
Hiring
Recruitment
Hiring
Recruitment
Hiring
Recruitment
Hiring
Recruitment
Hiring
Recruitment
Hiring
Recruitment
Hiring
Recruitment
Hiring
Recruitment
Hiring
Recruitment
Hiring
Recruitment

Hiring
Recruitment
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Have meetings at the beginning of
work shifts

We could not do
this

Have multi-department staff
meetings

We could not do
this

Offer to pay for employee
certification and licenses

We could not do
this

Allow candidates to come in early
and review at least some interview
questions

We already do
this

Assure supplemental questions are
relevant to the position, and have
benchmarks instead of only a number
scoring criteria
Hire employees at trainee level and
train them up
Review tests to make sure they are
relevant to the position tasks.
Switch up interview panels. Do not
use the same people over and over
Use benchmarks for interview
questions instead of a number
scoring criteria
Assign diverse staff to be your
department's Civil Rights Coordinator
Utilize behavioral interview questions
Assure diverse staff have contact with
the community
Benchmark ability to successfully
work with multicultural communities
Have apprenticeship and/or
practicum programs
Interview all candidates who meet
the minimum qualifications
Invest time in Division of Vocational
Rehabilitation and/or W2 Workers
Be strategic about hiring diverse
seasonal employees, so they can
eventually work full time for the
organization
Interview people at targeted
recruitment events whenever
possible

Too many ee's with
varying schedules.

We already do
this
We already do
this
We already do
this
We already do
this
We already do
this
Minimal effort
Minimal effort
A lot of effort
A lot of effort
A lot of effort
A lot of effort

Depends on the
number of candidates

A lot of effort

We could not do
this

We do not typically
have seasonal
employees

We could not do
this

This is more
appropriate for field
positions (which we do
not have)
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Hiring
Recruitment

Post some jobs as bilingual
(Spanish/Hmong) required

We could not do
this

Hiring
Recruitment

Use random selection with many
applicants

We could not do
this

Orientation
Onboarding
Promotion
Retention

Assure promotional possibilities for
diverse staff (see below)

We already do
this

Orientation
Onboarding
Promotion
Retention

Build in a career ladder

We already do
this

Orientation
Onboarding
Promotion
Retention

Clean out and stock work
bench/space/desk/cubicle/office

We already do
this

Orientation
Onboarding
Promotion
Retention

Create a training program that gives
staff skills to promote in future

We already do
this

Orientation
Onboarding
Promotion
Retention

Develop employee-specific onboarding plans in conjunction with
HR

We already do
this

Orientation
Onboarding
Promotion
Retention

Encourage diverse applicants to apply
for open promotional positions

We already do
this

Orientation
Onboarding
Promotion
Retention

Ensure all staff, especially diverse
staff, have access to trainings at an
equal rate as their colleagues

We already do
this

Orientation
Onboarding
Promotion
Retention

Have a pool of leaders who can fill in
as supervisor

We already do
this

Orientation
Onboarding
Promotion
Retention

Offer cross-training of most or all jobs

We already do
this

Orientation
Onboarding
Promotion
Retention

Provide promotional candidates with
specific feedback about how they can
improve if they are not selected for a
promotion

We already do
this
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We want the most
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Orientation
Onboarding
Promotion
Retention

Schedule employees to attend HR's
new employee training: First day of
work, and all-day session offered two
times per year

We already do
this

Orientation
Onboarding
Promotion
Retention

Promote from within only if internal
pool is more diverse than community
at large

We already do
this

Orientation
Onboarding
Promotion
Retention

Provide job shadowing with diverse
staff

We already do
this

Orientation
Onboarding
Promotion
Retention

Conduct exit interviews upon
retirement and/or when employees
leave

Minimal effort

Orientation
Onboarding
Promotion
Retention

Connect new employees to diverse
activities (MAC/WIC/RESJI)

Minimal effort

Orientation
Onboarding
Promotion
Retention

Hold one on one meetings with new
staff and executive management
member

Minimal effort

Orientation
Onboarding
Promotion
Retention

Order business cards if applicable

Minimal effort

Orientation
Onboarding
Promotion
Retention

Set goals for the employee and share
them with their assigned trainer(s)

Minimal effort

Orientation
Onboarding
Promotion
Retention

Assign a diverse group of staff to train
the new person, even if that means
finding external trainers or mentors

We could not do
this

Orientation
Onboarding
Promotion
Retention

Develop a
Mentorship/Buddies/Ambassador
Program

We could not do
this

Orientation
Onboarding
Promotion
Retention

Move from part time to full time
positions

We could not do
this

n/a

The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
Anecdotal experiences heard from other City Employees
Department Head
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One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
A representative from Racial Equity & Social Justice team
A representative from the Multicultural Affairs Committee
A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these
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FIRE DEPARTMENT

Section I – Cover Page

City of Madison Fire Department
Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:
City of Madison Fire Department
Equitable Workforce Plan Review Committee:
Chief Steven Davis
SDavis@cityofmadison.com
Division Chief Art Price
APrice@cityofmadison.com
Will be added in 2016 Equitable Workforce Plan Review Committee
30 West Mifflin St.--8th Floor
Madison, WI 53703
(608) 266-4420
http://madisonfire.org

Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.

Section III – Staff Responsibility
Our agency head Chief Steven Davis, or their replacement, is responsible for implementation of our
Affirmative Action Plan.
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Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
Currently, the Madison community demographics and our departmental demographics are as follows:
(The data used for this section includes the five year population estimates from American Community Survey for 2013. It includes
the City of Madison and the Town of Madison. This is to assure data is tracked over time, as the Town will be annexed in the future.
Department data is from July 30, 2015 and includes all employees, including hourly and seasonal employees.)

Madison Community*
TOTAL

%
Difference

Departme nt
233,209

%

398

%

%

Male

114,832

49.24%

339

85.18%

35.94%

Female

118,377

50.76%

59

14.82%

-35.94%

SEX

RACE
White

184,030

78.91%

332

83.42%

4.51%

Black or African American

16,926

7.26%

38

9.55%

2.29%

Asian

17,211

7.38%

8

2.01%

-5.37%

Some other race**

13,960

5.99%

4

1.01%

-4.98%

1,001

0.43%

3

0.75%

0.32%

81

0.03%

15,948

6.84%

American Indian and Alaska Native
Native Hawaiian and other Pacific Islander
ETHNICITY
Hispanic or Latino (of any race)

13

3.27%

-3.57%

*The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and
Housing Characteristics: 2010. It is limited to the City of Madison.
**Some other race includes "Two or More Races" and "Some Other Race" categories.

*The data used for this section includes the five year populatin estimates from American Community
Survey for 2013. It includes the City of Madison as well as the Town of Madison. This is to assure data is
tracked over time, as the Town will be annexed in the future.
**Some other race includes "Two or More Races" and "Some Other Race" categories.
Currently, the availability data for our department is as follows:
(This data is from the permanent employees and U.S. census 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA)
which includes Columbia, Dane, and Iowa counties.)

Fire Job Family Availability
The Annual Placement Goals are determined with an underutilization analysis of incumbency and relevant labor market
availability of qualified women or people of color (known as minorities in the past). All selection decisions are made in a
nondiscriminatory manner and a placement goal is not justification for selecting an individual based on their protected class.
Source: Permanent Employees & US Census 2010 EEO Data Tool Madison, WI (MSA)
Total #
of
Employe
es

# of
Women
Employe
es

Women
Incumben
cy

Women
Goal*

5

3

60.00%

53.80
%

2Professionals
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Availabili
ty Me t?

Differen
ce to
goal (+/)

# of
Racial
Ethnic
Employe
es

Racial
Ethnic
Incumben
cy

Racial
Ethnic
Goal*

Availa bili
ty Me t?

Differen
ce to
goal (+/)

Yes

6.20%

0

0.00%

9.8 0%

No

-9.80%
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3Technicians

14

2

4 - Protective
Workers

366

5Paraprofession
als

1

7.14%

10.80
%

No

-3.66%

No

36.51
%
16.62
%

64

17.49%

8.10%

Yes

9.39%

57.90
%

Yes

29.60
%

1

12.50%

9.00%

Yes

3.50%

62.00
%

Yes

38.00
%

0

0.00%

8.20%

No

-8.20%

14.29%

50.80
%

No

42

11.48%

28.10
%

8

7

87.50%

6Administrati
ve Support

5

5

100.00
%

TOTAL

398

59

66

Our Break down of Positions by Race/Gender for our DAR data…
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Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
Other data utilized to inform goal settings includes:
(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
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Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)
Departments include data here

Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the following
goals for 2016:

Goal 1:
Category: Recruitment
Data measure:
Number of community based organizations involved in solicitation of available City employment, and
information from HR regarding the number of racial/ethnic, female, and disabled applicants.

We will know we are successful when:
We've increased distribution of available positions to community based organizations funded by the City,
and see increased diversity in the applicant pool.

The following individual(s) are responsible for reporting on this data every time period to the department
head:
Person in charge of Recruitment at this time D/C Price plus D/C Winston

Goal 2:
Category: Training
Data measure:
To start training the staff in "RESJI". We will first train the Admin staff, front line supervisors and then the
fire fighters.

We will know we are successful when:
Employees demonstrate a greater understanding of what Racial Equity is and how it affects us all.

The following individual(s) are responsible for reporting on this data every time period to the department
head:
Training and front line supervisors
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Goal 3:
Category: Hiring
Data measure:
To increase the number of people of color and women available to hire from on new upcoming list in
2016.

We will know we are successful when:
When we have more diverse hiring list.

The following individual(s) are responsible for reporting on this data every time period to the department
head:
Person in charge of Hiring at this time D/C Winston plus HR

We will provide an update on these goals to Civil Rights for reporting to the mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.

Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:

Goal 1:
Category: Training
Data measure:
The continued training of staff on the topics developed by the RESJI team. The number of people
attended the training - use the data from our training records.

We will know we are successful when:
Employees demonstrate a greater understanding of what Racial Equity is and how it affects us all.

The following individual(s) are responsible for reporting on this data every time period to the department
head:
D/C Price

Goal 2:
Category: Promotion
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Data measure:
An increase in the number of people of color and women that compete in promotional process.

We will know we are successful when:
An increase in number of people of color and women that successfully advance in promotional process.

The following individual(s) are responsible for reporting on this data every time period to the department
head:
Person in charge of Promotion at this time D/C Winston

Goal 3:
Category: Hiring
Data measure:
A continued and sustainable increase in the number of people of color and women available to hire from
the Hiring list.

We will know we are successful when:
As the diversity with in the department increases and is maintained over time.

The following individual(s) are responsible for reporting on this data every time period to the department
head:
Person in chager of Hiring at this time D/C Winston

We will report on these goals to Civil Rights for reporting to the mayor, Affirmative Action Commission,
and Common Council at the end of each year.

Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tools three times in
2016. At least one of these tool applications will be on a hiring decision, if a hiring decision is made in
2016. The tool results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
 Hiring decision
 Policy or procedure development
 Community engagement meeting or plan
 Budget
 Contracts and purchasing
 Strategic plans
 Work plans
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Funding decisions
Promotional decision or process
Partnerships and collaborations

The Racial Equity and Social Justice Team is available to assist departments facilitation of tool
application. We will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative
Action Commission, and the Common Council on or before January 31, 2017.
The following individual(s) will be responsible for the RESJI tool implementation:
Division Chief Price
Division Chief Winston

Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
 APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf

Section IX – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
impact on racial/ethnic affirmative action group members, women and people with disabilities. Such review
will include, but not be limited to, the following:
Dissemination of Policy Statement and Plan

Yes

No

1. Include policy statement and reference to Affirmative Action Plan in policy
manual.
2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.

???

3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.
Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.
5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.
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Dissemination of Policy Statement and Plan

Yes

No

7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.
9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red flagged position before making an employment offer.
Staff Development
11. Ensure all employees
opportunities.

equal

access

to

training

&

promotional

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.
13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.
Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.
16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.

Appendix A – Assessments
Departments insert Assessments from Excel Here
The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
Anecdotal experiences heard from other City Employees
Department Head
One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
A representative from Racial Equity & Social Justice team
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A representative from the Multicultural Affairs Committee
A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these
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FLEET SERVICE DIVISION

Section I – Cover Page

Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:

Equitable Workforce Plan Review Committee:
William Vandenbrook
wvandenbrook@cityofmadison.com
Arthur Meyer
ameyer@cityofmadison.com
Robin McAlister-Simms / Operations Clerk, Cathleen Mott / Administrative Assistant
200 N First Street Madison, Wisconsin 53704
608-246-4540

Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.

Section III – Staff Responsibility
Our agency head William Vandenbrook, or their replacement, is responsible for implementation of our
Affirmative Action Plan.
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Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
Currently, the Madison community demographics and our departmental demographics are as follows:
(The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison. Department data is from July 30, 2015 and includes all employees,
including hourly and seasonal employees.)

Madison Community*
TOTAL

%
Difference

Department
233,209

%

41

%

%

Male

114,832

49.24%

38

92.68%

43.44%

Female

118,377

50.76%

3

7.32%

-43.44%

SEX

RACE
White

184,030

78.91%

37

90.24%

11.33%

Black or African American

16,926

7.26%

2

4.88%

-2.38%

Asian

17,211

7.38%

0

0.00%

-7.38%

Some other race**

13,960

5.99%

1

2.44%

-3.55%

1,001

0.43%

0

0.00%

-0.43%

81

0.03%

15,948

6.84%

American Indian and Alaska Native
Native Hawaiian and other Pacific Islander
ETHNICITY
Hispanic or Latino (of any race)

1

2.44%

-4.40%

*The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and
Housing Characteristics: 2010. It is limited to the City of Madison.
**Some other race includes "Two or More Races" and "Some Other Race" categories.

Currently, the availability data for our department is as follows:
(This data is from the permanent employees and U.S. census 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA)
which includes Columbia, Dane, and Iowa counties.)
Fleet Services Job Family Availability
The Annual Placement Goals are determined with an underutilization analysis of incumbency and relevant labor market availability of qualified women or people of color (known as minorities in the past).
All selection decisions are made in a nondiscriminatory manner and a placement goal is not justification for selecting an individual based on their protected class. Source: Permanent Employees & US
Census 2010 EEO Data Tool Madison, WI (MSA)

Total # of
Employees

# of
Women
Employees

Women
Incumbency

Women
Goal*

Availability
Met?

Difference
to goal
(+/-)

# of Racial
Ethnic
Employees

Racial Ethnic
Incumbency

Racial
Ethnic
Goal*

Availability
Met?

Difference
to goal
(+/-)

1 - Officials &
Administrators

1

0

0.00%

43.90%

No

-43.90%

0

0.00%

6.20%

No

-6.20%

2 - Professionals

4

0

0.00%

53.80%

No

-53.80%

0

0.00%

9.80%

No

-9.80%

3 - Technicians

5

0

0.00%

50.80%

No

-50.80%

0

0.00%

10.80%

No

-10.80%
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5 - Paraprofessionals

1

1

100.00%

57.90%

Yes

42.10%

0

0.00%

9.00%

No

-9.00%

6 - Administrative
Support

5

1

20.00%

62.00%

No

-42.00%

1

20.00%

8.20%

Yes

11.80%

7 - Skilled Craft
Workers

24

1

4.17%

6.30%

No

-2.13%

3

12.50%

5.90%

Yes

6.60%

8 - Service
Maintenance

1

0

0.00%

43.30%

No

-43.30%

0

0.00%

13.40%

No

-13.40%

41

3

TOTAL

4

Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
Other data utilized to inform goal settings includes:
(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)
Statistical information regarding gender and Ethnicity of job applicants were obtained from NeoGov.
Information was only available beginning in 2012. To present, there have been 6 opportunities to hire in
two of the seven Job Families within the department. These two categories represent 70% of our total
Department employee numbers. Below is a chart of the statistical information.

2013 to Present "NeoGov" Fleet Service Hires - All Job Families
5 JOB POSTINGS "FLEET TECHNICIAN" (MECHANIC) 122 APPLICANTS ACCEPTED
Applications
119
2
1
122

Gender
Male
Female
Unknown

Percentage Applications
97.54%
2
1.64%
4
0.82%
5
100.00%
5
1
105

Ethnicity Identified
Hispanic / Latino
Black / African American
Asian
Other / Multiracial
Unknown

Percentage
1.64%
3.28%
4.10%
4.10%
0.82%

White or Caucasian

86.06%
100.00%

38 Referrals received from Human Resources after Comparative Evaluation
Applications
38
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Percentage Applications
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2
36

Ethnicity Identified
Asian
White or Caucasian

Percentage
5.56%
94.74%
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38

100.30%

1 JOB POSTING "FLEET PARTS TECHNICIAN" 77 APPLICATIONS ACCEPTED
Applications
69
7
1
77

Gender
Male
Female
Unknown

Percentage Applications
89.61%
1
9.09%
4
1.30%
2
100.00%
2
68
77

Ethnicity Identified
Hispanic / Latino
Black / African American
Other / Multiracial
Unknown
White or Caucasian

Percentage
1.30%
5.19%
2.60%
2.60%
88.31%
100.00%

10 Referrals received from Human Resources after Comparative Evaluation
Applications
10

Gender
Male

Percentage Applications
100.00%
10

Ethnicity Identified
White or Caucasian

Percentage
100.00%

Information obtained from “NeoGov” was then compared to nationwide statistical information obtained
from the U.S. Bureau of Labor Statistics chart of LABOR FORCE CHARACHTERISTICS BY RACE AND
ETHNICITY, 2013. Reference Table8. Employed people by detailed occupation, race, and Hispanic or
Latino ethnicity, 2013 annual averages (Numbers in thousands) below:

While the demographics of our current workforce do not align with demographics representing our
community, it can be noted that statistically they do align with demographics of the workforce nationwide
representing the specific occupations identified. It also shows that despite the similarities to Labor Force
Characteristics, there are opportunities for improvement in these areas.
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Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the following
goals for 2016:

Goal 1:
Category: Recruitment
Data measure:
Work closer with the Human Resources department to better understand where job applications are being
posted in an effort to maximize potential of receiving more minority applications.

We will know we are successful when:
Percentages of applications from minority workforce increase

The following individual(s) are responsible for reporting on this data every position hire to the department
head:
Equitable Workforce Plan Review Committee

Goal 2:
Category: Recruitment
Data measure:
Increase placement of job postings to specific target groups, organizations, clubs, community colleges,
and other places in an effort to reach potential applicants.

We will know we are successful when:
The number of minority applications increase and/or more specific target resources are identified through
this process.

The following individual(s) are responsible for reporting on this data every position hire to the department
head:
Equitable Workforce Plan Review Committee

Goal 3:
Category: Recruitment
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Data measure:
Research specific target organizations to establish potential outreach possibilities through personal
contact or places where job postings could be placed

We will know we are successful when:
A list of organizations with contact information and/or potential job posting locations have been identified.

The following individual(s) are responsible for reporting on this data every 6 months to the department
head:
Equitable Workforce Plan Review Committee

We will provide an update on these goals to Civil Rights for reporting to the mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.

Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:

Goal 1:
Category: Hiring
Data measure:
Work with internal Hiring Manager, Human Resources, and Financial Officers to place job postings in
identified targeted resources to improve ability to reach minority applicants.

We will know we are successful when:
The numbers of acceptable minority applications increase.

The following individual(s) are responsible for reporting on this data every position hire to the department
head:
Equitable Workforce Plan Review Committee.

Goal 2:
Category: Hiring
Data measure:
With minority applications having been received to some degree in the past, many did not make it past
the minimum qualifications. A better understanding of deficits could then be communicated to outreach
groups in an effort to better prepare potential job applicants.
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We will know we are successful when:
Deficit areas have been identified and contact established with target organizations to provide information
and potential resources to assist future applicants.

The following individual(s) are responsible for reporting on this data every position hire to the department
head:
Equitable Workforce Plan Review Committee

Goal 3:
Category: Recruitment
Data measure:
Establish personal relationships with specific groups such as: Urban League, Latin American Support
Group, Boys and Girls Club, Community colleges, and other resources to potentially attend job fairs or
meetings to create awareness of potential job opportunities with the City of Madison and our Department.
We will know we are successful when:
Contact information has let to attendance at job fairs or Community meetings in an effort to reach the
intended potential applicants.

The following individual(s) are responsible for reporting on this data every outreach opportunity to the
department head:
Equitable Workforce Plan Review Committee

We will report on these goals to Civil Rights for reporting to the mayor, Affirmative Action Commission,
and Common Council at the end of each year.

Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tools three times in
2016. At least one of these tool applications will be on a hiring decision, if a hiring decision is made in
2016. The tool results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
 Hiring decision
 Policy or procedure development
 Community engagement meeting or plan
 Budget
 Contracts and purchasing
 Strategic plans
 Work plans
 Funding decisions
 Promotional decision or process
 Partnerships and collaborations
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The Racial Equity and Social Justice Team is available to assist departments facilitation of tool
application. We will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative
Action Commission, and the Common Council on or before January 31, 2017.
The following individual(s) will be responsible for the RESJI tool implementation:
William Vandenbrook / Fleet Service Superintendent
Ron Janowski / Fleet Service Operations Manager
Art Meyer / Fleet Service Program Manager
Other Department individuals needed to assist with facilitation

Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
 APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf

Section IX – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
impact on racial/ethnic affirmative action group members, women and people with disabilities. Such
review will include, but not be limited to, the following:
Dissemination of Policy Statement and Plan

Yes

No

1. Include policy statement and reference to Affirmative Action Plan in policy
manual.
2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.
3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.
Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.
5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.
7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
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Dissemination of Policy Statement and Plan

Yes

No

Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.
9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red flagged position before making an employment offer.
Staff Development
11. Ensure all employees
opportunities.

equal

access

to

training

&

promotional

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.
13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.
Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.
16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.

Appendix A – Assessments
Departments insert Assessments from Excel Here
The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
Anecdotal experiences heard from other City Employees
Department Head
One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
A representative from Racial Equity & Social Justice team
A representative from the Multicultural Affairs Committee
A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
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A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these
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HUMAN RESOURCES DEPARTMENT

Section I – Cover Page

Human Resources Department
Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:
Human Resources Department
Equitable Workforce Plan Review Committee:
Brad Wirtz--HR Director
bwirtz@cityofmadison.com
Mike Lipski--HR Services Manager
mlipski@cityofmadison.com
Melissa Gombar--OHD Specialist
Harper Donahue--Labor Relations Specialist
210 MLK Jr. Blvd. Room 501 Madison, WI 53703
608-266-4615
www.cityofmadison.com/hr

Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.

Section III – Staff Responsibility
Our agency head Brad Wirtz--HR Director, or their replacement, is responsible for implementation of our
Affirmative Action Plan.
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Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
Currently, the Madison community demographics and our departmental demographics are as follows:
(The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison. Department data is from July 30, 2015 and includes all employees,
including hourly and seasonal employees.)

Madison Community*
TOTAL
SEX

Department

% Difference

233,209

%

20

%

%

Male

114,832

49.24%

8

40.00%

-9.24%

Female

118,377

50.76%

12

60.00%

9.24%

RACE
White

184,030

78.91%

18

90.00%

11.09%

Black or African American

16,926

7.26%

1

5.00%

-2.26%

Asian

17,211

7.38%

1

5.00%

-2.38%

Some other race**

13,960

5.99%

0

0.00%

-5.99%

1,001

0.43%

0

0.00%

-0.43%

81

0.03%

15,948

6.84%

American Indian and Alaska Native
Native Hawaiian and other Pacific Islander
ETHNICITY
Hispanic or Latino (of any race)

0

0.00%

-6.84%

*The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and
Housing Characteristics: 2010. It is limited to the City of Madison.
**Some other race includes "Two or More Races" and "Some Other Race" categories.

Currently, the availability data for our department is as follows:
(This data is from the permanent employees and U.S. census 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA)
which includes Columbia, Dane, and Iowa counties.)

Human Resources Job Family Availability
The Annual Placement Goals are determined with an underutilization analysis of incumbency and relevant labor market availability of qualified women or
people of color (known as minorities in the past). All selection decisions are made in a nondiscriminatory manner and a placement goal is not justification for
selecting an individual based on their protected class. Source: Permanent Employees & US Census 2010 EEO Data Tool Madison, WI (MSA)

Total #
of Ees

# of
Women
Ees

Women
Incumbency

Women
Goal*

Goal
Met?

Difference
to goal
(+/-)

# of Racial
Ethnic Ees

R/E
Incumbency

R/E
Goal*

Goal
Met?

Diff. to
goal
(+/-)

4

1

25.00%

43.90%

No

-18.90%

0

0.00%

6.20%

No

-6.20%

2 - Professionals
5Paraprofessionals
6 - Administrative
Support

11

7

63.64%

53.80%

Yes

9.84%

1

9.09%

9.80%

No

-0.71%

3

2

66.67%

57.90%

Yes

8.77%

0

0.00%

9.00%

No

-9.00%

2

2

100.00%

62.00%

Yes

38.00%

1

50%

8.20%

Yes

41.8%

TOTAL

20

12

1 - Officials &
Administrators
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Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
Other data utilized to inform goal settings includes:
(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)

Human Resources Engagement Scores - 2015

Avg.
Score

Question

Avg.

Focus Area

1

I know what is expected of me at work.

4.63

Develop

4.48

2

I have the materials and equipment I need to do my work right. I

4.00

Equip

4.40

3

have the opportunity at work to do what I do best daily.

4.56

Equity

4.19

4

I am satisfied with the recognition and praise I receive for doing good work.

4.25

Purpose

4.42

5

My supervisor/someone at work, seems to care about me as a person.

4.75

Trust

4.25

6

Someone at work encourages my development.

4.50

7

At work, my opinions seem to count.

4.31

8

The mission or purpose of my agency makes me feel my job is important.

4.75

9

We maintain high levels of quality in everything we do in my agency.

3.88

10

A spirit of teamwork exists in my agency.

4.31

11

In the last 6 months, someone at work has talked to me about my progress. I

4.38

12

have had opportunity at work to learn and grow this year.

4.63

13

I trust the City to be fair to all employees.

3.81

14

At work I am treated with respect.

4.25

15

I feel valued in the organization.

4.44

16

I have adequate opportunity to express my talents in my job.

4.44

18

I understand how my work directly contributes to the overall success of my agency.

4.75

18

Information and knowledge are shared openly within this agency.

3.50

19

I would recommend this as a place to work.

4.50

20

My agency actively seeks my input.

4.67

21

The supervisors and managers of my agency create a supportive work environment.

4.80

22

My agency makes employees feel welcome.

4.80

23

My agency shows multicultural awareness.

4.27

24

My agency actively seeks out community partners in order to accomplish its mission.

4.20
4.34
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Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the following
goals for 2016:

Goal 1:
Category: Training
Data measure:
Goal: 100% of staff attend Implicit Bias or RESJI training.
Data Measure: Internal training records
We will know we are successful when:
All staff have attended Implicit Bias or RESJI-Sponsored training

The following individual(s) are responsible for reporting on this data every quarter to the department
head:
Erin Stenson

Goal 2:
Category: Orientation
Data measure:
Goal: Increased participation by Multicultural Affairs and Women's Initiatives Committees and the RESJI
in New Employee Orientation.
Data Measure: New Employee Orientation agendas and feedback
We will know we are successful when:
Employees are informed about opportunities to join organizations such as Multi-Cultural Affairs
Committee, Women's Initiatives Committee, and RESJI. Enrollment in those organizations are boosted by
new employees.
The following individual(s) are responsible for reporting on this data every six months to the department
head:
Erin Stenson

Goal 3:
Category: Culture
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Data measure:
Goal: Increase opportunities for HR Staff to participate in cultural activities together.
Data Measure: Engagement surveys
We will know we are successful when:
50% of HR employees participate in various cultural activities promoted by HR Management Team or
other staff.

The following individual(s) are responsible for reporting on this data every quarter to the department
head:
Brad Wirtz

We will provide an update on these goals to Civil Rights for reporting to the mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.

Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:

Goal 1:
Category: Hiring
Data measure:
Goal: Conduct Racial Equity Impact Analysis of City's Hiring Process
Data Measure: Focus Groups, City policies and procedures, Job Family chart
We will know we are successful when:
The City's Hiring Process has undergone a Racial Equity Impact Analysis and changes have been made
to the process as a result. Said changes increase the diversity of applicants and hires.

The following individual(s) are responsible for reporting on this data every year to the department head:
Mike Lipski

Goal 2:
Category: Hiring
Data measure:
Goal: Increase racial/ethnic diversity of HR Staff through use of available tools, including RESJ Analysis,
Trainee Designations, etc.
Data Measure: Job Family Code chart, HR specific numbers
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We will know we are successful when:
After each vacancy that occurs, tools like the RESJ impact analysis, consideration of the use of a trainee
designation, etc., are used in determining best recruiting methods and a diverse, qualified, candidate pool
is developed.
The following individual(s) are responsible for reporting on this data every year to the department head:
Mike Lipski

Goal 3:
Category: Training
Data measure:
Conduct Racial/Equity Impact Analysis of Discipline process or Training offerings.
Focus groups, internal documents, policies and procedures
We will know we are successful when:
A Racial Equity Impact Analysis has been completed on either the City's training offerings or discipline
process and changes have been made to create more equity for employees

The following individual(s) are responsible for reporting on this data every year to the department head:
Erin Stenson or Greg Leifer

We will report on these goals to Civil Rights for reporting to the mayor, Affirmative Action Commission,
and Common Council at the end of each year.

Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tools three times in
2016. At least one of these tool applications will be on a hiring decision, if a hiring decision is made in
2016. The tool results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
 Hiring decision
 Policy or procedure development
 Community engagement meeting or plan
 Budget
 Contracts and purchasing
 Strategic plans
 Work plans
 Funding decisions
 Promotional decision or process
 Partnerships and collaborations
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The Racial Equity and Social Justice Team is available to assist departments facilitation of tool
application. We will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative
Action Commission, and the Common Council on or before January 31, 2017.
The following individual(s) will be responsible for the RESJI tool implementation:
Melissa Gombar--OHD Specialist

Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
 APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf

Section IX – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
impact on racial/ethnic affirmative action group members, women and people with disabilities. Such review
will include, but not be limited to, the following:
Dissemination of Policy Statement and Plan

Yes

No

1. Include policy statement and reference to Affirmative Action Plan in policy
manual.
2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.
3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.
Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.
5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.
7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
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Dissemination of Policy Statement and Plan

Yes

No

Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.
9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red flagged position before making an employment offer.
Staff Development
11. Ensure all employees
opportunities.

equal

access

to

training

&

promotional

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.
13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.
Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.
16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.

Appendix A – Assessments
Department
Culture Training Other
Culture Training Other

Strategy
Survey staff and make changes
based on results
Encourage transparency, do not
let staff hold on to important
operating information

Human Resources
We already do this.
We already do this.

Culture Training Other

Set department goals that
everyone works towards

We already do this.

Culture Training Other

Management stops Harassment
and Discrimination immediately
when aware

We already do this.
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Acknowledge work
accomplishments
Schedule gatherings such as
potlucks, lunch and learns, etc.
Be intentional about working with
a diverse populations
Watch "cliques" and staff
divisions
Partner with DCR and HR for
ideas and implementation

We already do this.
We already do this.
We already do this.
We already do this.
We already do this.

Culture Training Other

Hold all staff meetings or all unit
meetings as often as possible

We already do this.

Culture Training Other

Have multi-department staff
meetings

We already do this.

Culture Training Other

Have a space where all
employees can gather for
lunch/breaks

We already do this.

Culture Training Other

Ensure relationship building with
outside stakeholders, including
engagement and outreach

We already do this.

Culture Training Other

Ensure all staff, especially
diverse staff, have access to
trainings at an equal rate as their
colleagues

We already do this.

Culture Training Other

Provide many levels of training:
on the job training, new
employee training, ongoing
training

We already do this.

Culture Training Other

Ask/assess people what skills
they need and provide training
that matches

We already do this.

Culture Training Other

Provide all staff with cross
training and shadowing

We already do this.

Culture Training Other

Dedicate budget resources to
training, and ensure those
resources are equitably
distributed among management,
professional staff, administrative
support, field staff, etc.

We already do this.

Culture Training Other

Encourage employees to attend
any city sponsored training

We already do this.

Culture Training Other

Encourage all employees to get
certifications relevant to field,
provide space, time, and
resources

We already do this.
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Culture Training Other

Target training to hourly staff and
entry level so they receive skills
to pass tests and have skills to
promote

We already do this.

Culture Training Other

Allow front lines staff to attend
trainings downtown and
elsewhere on work time

We already do this.

Culture Training Other

Send staff to external training
opportunities

We already do this.

Culture Training Other

Get civil rights coordinators more
involved in the hiring process copy them when a position is red
flagged in their department

We already do this.

Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other

Connect all members to goals
and vision of organization
Maximize existing diversity within
the organization
Provide flexible schedules
Implement department-wide
email access

We already do this.
We already do this.
We already do this.
We already do this.

Hiring Recruitment

Collaborate with HR and DCR on
any or all of the strategies. If you
do not know how to do some of
these things, just ask!

We already do this.

Hiring Recruitment

Use the Equity Impact Analysis &
Equitable Hiring Checklist well
before hire

We already do this.

Hiring Recruitment

Reach out to any or all of the
following on a regular basis (not
an exhaustive list): RESJI, MAC,
WIC, high schools, Job Center,
Boys & Girls Club, any
community center, school
counselors, Technical Colleges,
UW Career Services, etc.

We already do this.

Hiring Recruitment

Have staff representation at
meetings in the community,
participate in diverse community
events and ongoing meetings

We already do this.

Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
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with the community
Recruit from outside of the City
of Madison
Hire employees at trainee level
and train them up

We already do this.
We already do this.
We already do this.
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Hiring Recruitment

Invest time in Division of
Vocational Rehabilitation and/or
W2 Workers

We already do this.

Hiring Recruitment

Recruit from other diverse city
agencies

We already do this.

Hiring Recruitment

Participate in: AASPIRE
Internships, Wanda Fullmore
Youth Internship Program, Other
field-specific Internship
Programs

We already do this.

Hiring Recruitment

Review job postings to assure
minimum skill, knowledge, and
education requirements are
actually needed

We already do this.

Hiring Recruitment

Assure "working with
multicultural populations" is
included in the position
description of all jobs

We already do this.

Hiring Recruitment

Post most jobs open and
competitive. Post jobs internal
when there is a diverse pool

We already do this.

Hiring Recruitment

Attend targeted recruitment
events (Urban League, YWCA,
Job Mob)

We already do this.

Hiring Recruitment

Post jobs to a wide variety of
diverse places: City Facebook,
Linkedin, Metro Buses,
Affirmative Action Email List (city
email list), UW System, Monster,
Career Builder, Milwaukee
Journal-Sentinel On-Line, Fieldspecific resources, targeted
mailings to local certificate or
license holders

We already do this.

Hiring Recruitment

Benchmark ability to successfully
work with multicultural
communities in any
supplemental questions

We already do this.

Hiring Recruitment

Assure supplemental questions
are relevant to the position, and
have benchmarks instead of only
a number scoring criteria

We already do this.

Hiring Recruitment

Review tests to make sure they
are relevant to the position tasks.

We already do this.
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Hiring Recruitment

Diversify supplemental question
and interview panels. Include
people of color, women, staff
from all levels, community
members, MAC, WIC, RESJI
team members

We already do this.

Hiring Recruitment

Switch up interview panels. Do
not use the same people over
and over

We already do this.

Hiring Recruitment

Utilize behavioral interview
questions

We already do this.

Hiring Recruitment

Allow candidates to come in
early and review at least some
interview questions

We already do this.

Hiring Recruitment

Use benchmarks for interview
questions instead of a number
scoring criteria

We already do this.

Hiring Recruitment

Interview all candidates who
meet the minimum qualifications

We already do this.

Hiring Recruitment

Benchmark ability to successfully
work with multicultural
communities

We already do this.

Hiring Recruitment

Have a clear justification for who
should be hired, besides a point
score

We already do this.

Orientation Onboarding
Promotion Retention

Clean out and stock work
bench/space/desk/cubicle/office

We already do this.

Orientation Onboarding
Promotion Retention

Assign a diverse group of staff to
train the new person, even if that
means finding external trainers
or mentors

We already do this.

Orientation Onboarding
Promotion Retention

Set goals for the employee and
share them with their assigned
trainer(s)

We already do this.

Orientation Onboarding
Promotion Retention

Schedule employees to attend
HR's new employee training:
First day of work, and all-day
session offered two times per
year

We already do this.

Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention

Introduce new staff to existing
staff
Provide tours of offices and all
facilities
Provide job shadowing with
diverse staff

Orientation Onboarding
Promotion Retention

Hold all staff meetings or all unit
meetings as often as possible
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Orientation Onboarding
Promotion Retention

Assure promotional possibilities
for diverse staff (see below)

We already do this.

Orientation Onboarding
Promotion Retention

Encourage diverse applicants to
apply for open promotional
positions

We already do this.

Orientation Onboarding
Promotion Retention

Build in a career ladder

We already do this.

Orientation Onboarding
Promotion Retention

Promote from within only if
internal pool is more diverse than
community at large

We already do this.

Orientation Onboarding
Promotion Retention

Create a training program that
gives staff skills to promote in
future

We already do this.

Orientation Onboarding
Promotion Retention

Ensure all staff, especially
diverse staff, have access to
trainings at an equal rate as their
colleagues

We already do this.

Orientation Onboarding
Promotion Retention

Offer cross-training of most or all
jobs

We already do this.

Orientation Onboarding
Promotion Retention

Provide promotional candidates
with specific feedback about how
they can improve if they are not
selected for a promotion

We already do this.

Culture Training Other

Talk about race, bias, prejudice
openly and safely, with
moderated conversations as
needed

It would require minimal
effort.

Culture Training Other

Hold one on one meetings with
new staff and executive
management member

It would require minimal
effort.

Culture Training Other

Expand workplace social events
and open them to families

It would require minimal
effort.

Culture Training Other

Send staff to YWCA Racial
Justice Trainings

It would require minimal
effort.

Hiring Recruitment

Create an advisory team to help
with department hiring goals.
Include diverse staff, Civil Rights
Coordinator, representatives
from Racial Equity and Social
Justice Initiative (RESJI),
Multicultural Affairs Committee
(MAC), Women's Initiatives
Committee (WIC)

It would require minimal
effort.

Hiring Recruitment

Assign diverse staff to be your
department's Civil Rights
Coordinator

It would require minimal
effort.
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Hiring Recruitment

Post some jobs as bilingual
(Spanish/Hmong) required

It would require minimal
effort.

Hiring Recruitment

If HR and DCR indicate there is
not a diverse applicant pool after
a position closes, extend the
deadline and strategize about
how to attract more diverse
applicants

It would require minimal
effort.

Hiring Recruitment

Assure all people reviewing
supplemental questions or
serving on interview panels
attend implicit bias training

It would require minimal
effort.

Orientation Onboarding
Promotion Retention

Order business cards if
applicable

It would require minimal
effort.

Orientation Onboarding
Promotion Retention

Develop employee-specific onboarding plans in conjunction
with HR

It would require minimal
effort.

Orientation Onboarding
Promotion Retention

Send staff to YWCA Racial
Justice Trainings, implicit bias
training, and/or other sensitivity
training

It would require minimal
effort.

Orientation Onboarding
Promotion Retention

Connect new employees to
diverse activities
(MAC/WIC/RESJI)

It would require minimal
effort.

Orientation Onboarding
Promotion Retention

Hold one on one meetings with
new staff and executive
management member

It would require minimal
effort.

Orientation Onboarding
Promotion Retention
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Hiring Recruitment
Orientation Onboarding
Promotion Retention

Culture Training Other
Culture Training Other
Culture Training Other
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Have a pool of leaders who can
fill in as supervisor
Rotate staff meeting facilitation
among all staff
All supervisors and managers all
attend supervisory academy
Offer to pay for employee
certification and licenses
Focus on employee wellness of
mind and body
Budget for these strategies
(advertising, internships, etc.)
Develop a
Mentorship/Buddies/Ambassador
Program
Provide a way for staff to give
anonymous feedback about
agency to management and their
peers
Create a directory with photos
Have meetings at the beginning
of work shifts

It would require minimal
effort.
It would require a lot of effort.
It would require a lot of effort.
It would require a lot of effort.
It would require a lot of effort.
It would require a lot of effort.
It would require a lot of effort.

We could not do this.
We could not do this.
We could not do this.
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Have a diversity
committee/affinity group
Develop a staff committee to
work on this
Increase restroom access for
field employees

We could not do this.
We could not do this.
We could not do this.

Hiring Recruitment

Be strategic about hiring diverse
seasonal employees, so they
can eventually work full time for
the organization

We could not do this.

Hiring Recruitment

Have apprenticeship and/or
practicum programs

We could not do this.

Hiring Recruitment
Hiring Recruitment
Hiring Recruitment

Offer training to high school
and/or college students and
related programs
Use random selection with many
applicants
Interview people at targeted
recruitment events whenever
possible

We could not do this.
We could not do this.
We could not do this.

Orientation Onboarding
Promotion Retention

If incoming employee is the only
woman or only person of color,
send the current workgroup to
implicit bias training and/or
sensitivity training (work with
DCR)

We could not do this.

Orientation Onboarding
Promotion Retention

Move from part time to full time
positions

We could not do this.

Orientation Onboarding
Promotion Retention

Conduct exit interviews upon
retirement and/or when
employees leave

We could not do this.

Who provided you with this
feedback? (Select all that
apply)
Culture Training Other

A representative from my
department's culture and
engagement team

Hiring Recruitment

A representative from my
department's culture and
engagement team

Orientation Onboarding
Promotion Retention

A representative from my
department's culture and
engagement team

Hiring Recruitment
Culture Training Other
Orientation Onboarding
Promotion Retention
Culture Training Other
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A representative from Racial
Equity & Social Justice team
member
My Department Head
My Department Head
My own experiences
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My own experiences
My own experiences

The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
Anecdotal experiences heard from other City Employees
Department Head
One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
A representative from Racial Equity & Social Justice team
A representative from the Multicultural Affairs Committee
A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these
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INFORMATION TECHNOLOGY

Section I – Cover Page

Information Technology
Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:
Information Technology
Equitable Workforce Plan Review Committee:
Paul Kronberger, CIO and Civil Rights Coordinator
pkronberger@cityofmadison.com
Molly Larson, Help Desk Supervisor
mlarson@cityofmadison.com
Guy VanRensselaer, Process Improvement Specialist
gvanrensselaer@cityofmadison.com
Riki Sjachrani, IT Specialist
rsjachrani@cityofmadison.com
Leslie Starczewski, Administrative Assistant
lstarczewski@cityofmadison.com
210 MLK Jr Blvd. Room 500
Madison, WI 53703
(608) 266-4454
www.cityofmadison.com

Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.
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Section III – Staff Responsibility
Our agency head Paul Kronberger, CIO and Civil Rights Coordinator, or their replacement, is responsible
for implementation of our Affirmative Action Plan.

Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
Currently, the Madison community demographics and our departmental demographics are as follows:
(The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison. Department data is from July 30, 2015 and includes all employees,
including hourly and seasonal employees.)

Madison Community*
TOTAL
SEX

%
Difference

Department
233,209

%

55

%

%

Male

114,832

49.24%

32

58.18%

8.94%

Female

118,377

50.76%

23

41.82%

-8.94%

RACE
White

184,030

78.91%

47

85.45%

6.54%

Black or African American

16,926

7.26%

0

0.00%

-7.26%

Asian

17,211

7.38%

2

3.64%

-3.74%

Some other race**

13,960

5.99%

3

5.45%

-0.53%

1,001

0.43%

0

0.00%

-0.43%

81

0.03%

15,948

6.84%

American Indian and Alaska Native
Native Hawaiian and other Pacific Islander
ETHNICITY
Hispanic or Latino (of any race)

3

5.45%

-1.38%

*The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and
Housing Characteristics: 2010. It is limited to the City of Madison.
**Some other race includes "Two or More Races" and "Some Other Race" categories.

Currently, the availability data for our department is as follows:
(This data is from the permanent employees and U.S. census 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA)
which includes Columbia, Dane, and Iowa counties.)

Information Technology Job Family Availability
The Annual Placement Goals are determined with an underutilization analysis of incumbency and relevant labor market
availability of qualified women or people of color (known as minorities in the past). All selection decisions are made in a
nondiscriminatory manner and a placement goal is not justification for selecting an individual based on their protected class.
Source: Permanent Employees & US Census 2010 EEO Data Tool Madison, WI (MSA)
Total
Emp

11/2/2015-EWplan2016.doc

Women
Emp

Women
Incum.

Women
Goal*

Avail.
Met?

Diff. to goal
(+/-)

R/E
Emp

R/E
Incum.

R/E Goal*

Avail
Met?

Diff to
goal (+/-)
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1 - Off. & Admin.

3

0

0.00%

43.90%

No

-43.90%

0

0.00%

6.20%

No

-6.20%

2 - Professionals

37

16

43.24%

53.80%

No

-10.56%

5

13.51%

9.80%

Yes

3.71%

3 - Technicians

13

5

38.46%

50.80%

No

-12.34%

2

15.38%

10.80%

No

4.58%

5 - Paraprof.

2

2

100.00%

57.90%

Yes

42.10%

1

50.00%

9.00%

Yes

41.00%

6 - Admin. Sup.

0

0

0.00%

%

N/A

0.00%

0

0.00%

0.00%

N/A

0.00%

TOTAL

55

23

8

Our current part time versus full time data is:

White
Racial/Ethnic AA Group Employees
Women
Total

Full-Time
36
5
15
41

%
88%
12%
37%
76%

PartTime
10
3
7
13

%
77%
23%
54%
24%

Total
46
8
22
54

%
85%
15%
41%
100%

Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
Other data utilized to inform goal settings includes:
(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)
First, the demographics of Madison:
Demographic Profile
White
African American
Asian
Other races or multiracial
Hispanic/Latino (of any race)

2000
81.9%
5.8%
5.8%
2.4%
4.1%

2010
75.6%
7.1%
7.3%
3.1%
6.9%

Source: Madison Neighborhood Indicators Project, Last updated March 2014
Now, some national data specific to women in the information technology field:
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Data specific to black women in information technology:
HIGH GROWTH OCCUPATIONS* Black women are less likely to work in high growth occupations with
higher earnings**... Black women are 3 times less likely than men to work in computer and
mathematical occupations
Source: WOMEN’S BUREAU, United States Department of Labor, U.S. Bureau of Labor Statistics,
Current Population Survey, 2014 annual averages
And, some applicant pool data:

Date
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# Hired/

APPLICANT:
GENDER

RACE/ETHNICITY
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Cert #

Classification Title

201217
201218
2012181
2012182
2012225
2013289
2013322
2013372
2013414
2013470
2013522
201428
201439
201487
2014124
2014200
2014221

Web Developer (MIS
2)
SharePoint Business
Analyst (MIS 3)
Web Developer (MIS 1
- .NET)
Web Developer (MIS 1
- PHP)
Web Developer (MIS
1, .NET)
Production Assistant
(Event Aide)
AASPIRE (Mgmt
Intern 1)
Production Assistant
(Event Aide)
Web Developer (MIS 1
- PHP)
Web Developer (MIS 1
- PHP)
MIS 3 (HelpDesk)
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#
Vac
1

Assigned

Comments

Promoted

1

M

F

1

12

5

N
D
0

H A A B P W
I
I
2 0 4 0 0 11

O N
D
0 0

1

4

5

1

0

0

2

0

0

7

0

1

13

2

1

0

0

1

0

0

12

1

2

1

8/22/12

Unsuccessful/cancelled

0

1

8/22/12

Linked to 2012-181
recruitment

1

1

10/30/12

1

19

3

0

0

0

3

2

0

17

0

0

1

1/10/13

1

1

0

0

0

0

0

0

0

1

0

0

7

5

4

0

0

0

0

1

1

6

1

0

0

5

4

0

1

0

2

2

0

4

0

0

1

Department cancelled

0

6

4/19/13

1

5/30/13

1

8/12/13

1

13

4

0

0

0

5

2

0

10

0

0

1

11/4/13

1

8

2

0

2

0

0

0

0

6

1

1

Production Assistant
(Event Aide)
Web Developer (MIS
1)
AASPIRE (Mgmt
Intern 1)
Process Improvement
Specialist
Production Assistant
(Event Aide)
Sr IT App Dev Spec
(MIS 3)

1

1/13/14

1

0

1

0

0

0

0

0

1

0

0

0

1

1/15/14

1

43

7

0

2

0

5

2

0

37

3

1

2014245
2014272
2014294
2014317
201559
201577
2015122
2015157

Production Assistant (Event
Aide)

2

5/8/15

2015245
2015251
2015260
2015262
2015261

ITS 1 (HelpDesk)

1

7/13/15

Linked to
2015-59
recruitment
In process

Program Assistant 1

1

7/16/15

ITS 1 or 2 (Web Developer)

1

ITS 3 (Applications)

2015278

CC Producer/ Director (Media
Producer/Director Trainee)

2

Cancelled/unsuccessful

Recruitment for all
interns

2

1

3/28/14

1

3

2

0

1

0

0

0

0

4

0

0

1

6/2/14

1

1

0

0

0

0

0

0

0

1

0

0

1

6/24/14

Production Assistant
(Event Aide)
Media Team Ldwkr

1

7/11/14

2

18

7

0

1

0

0

3

0

19

2

0

1

8/14/14

1

3

1

1

1

0

1

0

0

2

0

1

CC Prod/Director

1

9/3/14

1

22

5

1

1

0

2

2

0

22

0

1

Production Assistant
(Event Aide)
Production Assistant
(Event Aide)
AASPIRE (Mgmt
Intern 1)
Principal IT Specialist

1

9/23/14

2

2/12/15

19

5

0

0

0

1

2

0

19

2

0

1

2/23/15

4

4/9/15

9

3

0

0

0

0

0

0

11

0

0

3
0
5

4

4

0

3

3

2

0

1
4
0

98

1

1
8
0

0

In process

10
6
8

0

10

1

1

7/30/15

In process

23

5

0

0

0

8

1

0

16

1

2

1

7/30/15

6

1

0

1

0

1

1

0

3

0

1

1

8/10/15

Cancelled/
Unsuccess
ful
In process

2

3

0

1

0

0

0

0

3

1

0
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Inactivated posting on
8/1/14; Cancelled for
budgetary reasons

Linked to 2014-245
recruitment

0

1
2

Recruitment for all
interns

1
4
2

0

162

CITY OF MADISON

2015293
2015301

Production Assistant (Event
Aide)
ITS 2 (Web Graphics
Designer)

DEMOGRAPHIC
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2

8/25/15

In process

1

9/2/15

Open
recruitment

15

2

0

1

0

0

2

0

CODES

Gender
Female

F

Male

M

Race/Ethnicity
American Indian or Alaskan Native

AI

Asian

A

Black or African American

B

Hispanic or Latino
Native Hawaiian or Other Pacific
Islander
Other/Multi Racial

H

Not Disclosed

ND

White or Caucasian

W

PI
O

Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the following
goals for 2016:

Goal 1:
Category: Culture
Data measure:
Goal: All staff will be encouraged to attend Racial Justice, implicit bias and/or sensitivity training.
Measure: The number of employees attending YWCA Racial Justice trainings, implicit bias training,
and/or other sensitivity training.
We will know we are successful when:
A significant % of employees volunteer to attend Racial Justice, implicit bias and/or sensitivity training.

The following individual(s) are responsible for reporting on this data every quarter to the department
head:
Program Assistant 1
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Goal 2:
Category: Retention
Data measure:
Goal: All new and existing employees will be introduced to diverse activities (MAC/WIC/RESJI amd/or
others).
Measure: % of new hires aware of MAC, WIC and/or RESJI
We will know we are successful when:
Employees volunteer to be active in MAC, WIC and/or RESJI.

The following individual(s) are responsible for reporting on this data every quarter to the department
head:
Program Assistant 1

Goal 3:
Category: Recruitment
Data measure:
Goal: 50% of positions filled in 2016 will use the Equitable Hiring Tool as a guide.
Measure: The percentage of positions filled that used the Equitable Hiring Tool as a guide.

We will know we are successful when:
When we see change in the demographics of people applying for positions and being hired in Information
Technology.

The following individual(s) are responsible for reporting on this data every quarter to the department
head:
Leslie Starczewski

We will provide an update on these goals to Civil Rights for reporting to the mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.

Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:

Goal 1:
Category: Recruitment
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Data measure:
Goal: Provide paid internship(s) each year through 2020 for women and/or people of color.
Measure: Number of women and people of color paid interns through 2020.

We will know we are successful when:
Women and people of color have enough hands-on experience so they will be able to advance in the
Information Technology field.

The following individual(s) are responsible for reporting on this data every quarter to the department
head:
Program Assistant 1

Goal 2:
Category: Promotion
Data measure:
Goal: Have an internal pool of applicants with the skills necessary for advancement within IT. This would
come as a result of mentoring programs, cross training, job shadowing, specific assignment placement
and/or succession planning.
Measure: The number of current IT employees qualified for promotional opportunities within IT.
We will know we are successful when:
Departmental growth needs (skills, talents, abilities) are filled internally.

The following individual(s) are responsible for reporting on this data every quarter to the department
head:
Program Assistant 1

Goal 3:
Category: Training
Data measure:
Goal: All ITS3 who are willing will to attend the City of Madison's Supervisory Academy, Leadership
Development programs, Project Management and Facilitator training offerings.
Measure: Number of women and people of color who have attended the above listed City sponsored
offerings.
We will know we are successful when:
We have an internal pool of women and people of color who are qualified for supervisory positions.
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The following individual(s) are responsible for reporting on this data every 6 months to the department
head:
Program Assistant 1

We will report on these goals to Civil Rights for reporting to the mayor, Affirmative Action Commission,
and Common Council at the end of each year.

Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tools three times in
2016. At least one of these tool applications will be on a hiring decision, if a hiring decision is made in
2016. The tool results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
 Hiring decision
 Policy or procedure development
 Community engagement meeting or plan
 Budget
 Contracts and purchasing
 Strategic plans
 Work plans
 Funding decisions
 Promotional decision or process
 Partnerships and collaborations
The Racial Equity and Social Justice Team is available to assist departments facilitation of tool
application. We will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative
Action Commission, and the Common Council on or before January 31, 2017.
The following individual(s) will be responsible for the RESJI tool implementation:
Guy VanRensselaer, Process Improvement Specialist

Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
 APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf

Section IX – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
impact on racial/ethnic affirmative action group members, women and people with disabilities. Such review
will include, but not be limited to, the following:
11/2/2015-EWplan2016.doc
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Dissemination of Policy Statement and Plan

Yes

1. Include policy statement and reference to Affirmative Action Plan in policy
manual.

No
We do not have
an agency policy
manual. We
currently use
policies provided
by HR and
APMs.

2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.
3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.
Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.
5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.
7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.
9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red flagged position before making an employment offer.
Staff Development
11. Ensure all employees
opportunities.

equal

access

to

training

&

promotional

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.
13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.
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Dissemination of Policy Statement and Plan

Yes

No

Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.
16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.

Appendix A – Assessments
Department
Culture Training Other
Culture Training Other
Culture Training Other

Culture Training Other

Culture Training Other

Culture Training Other
Culture Training Other

Culture Training Other

Culture Training Other

Culture Training Other
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Strategy
Acknowledge work
accomplishments
All supervisors and managers
attend supervisory academy
Allow front lines staff to attend
trainings downtown and
elsewhere on work time
Ask/assess people what skills
they need and provide training
that matches
Dedicate budget resources to
training, and ensure those
resources are equitably
distributed among
management, professional staff,
administrative support, field
staff, etc.
Encourage employees to attend
any city sponsored training
Encourage transparency, do not
let staff hold on to important
operating information
Ensure all staff, especially
diverse staff, have access to
trainings at an equal rate as
their colleagues
Ensure relationship building
with outside stakeholders,
including engagement and
outreach
Get civil rights coordinators
more involved in the hiring
process - copy them when a
position is red flagged in their
department

Information Technology
We already do this.
We already do this.
We already do this.

We already do this.

We already do this.

We already do this.
We already do this.

We already do this.

We already do this.

We already do this.
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Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other

Culture Training Other

Culture Training Other
Culture Training Other
Culture Training Other

Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other

Culture Training Other

Culture Training Other
Culture Training Other
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Have a diversity
committee/affinity group
Have meetings at the beginning
of work shifts
Have multi-department staff
meetings
Hold all staff meetings or all unit
meetings as often as possible
Hold one on one meetings with
new staff and executive
management member
Implement department-wide
email access
Increase restroom access for
field employees
Management stops Harassment
and Discrimination immediately
when aware
Partner with DCR and HR for
ideas and implementation
Provide a way for staff to give
anonymous feedback about
agency to management and
their peers
Provide all staff with cross
training and shadowing
Provide flexible schedules
Provide many levels of training:
on the job training, new
employee training, ongoing
training
Provide opportunities to rotate
staff meeting facilitation among
all staff
Schedule gatherings such as
potlucks, lunch and learns, etc.
Send staff to external training
opportunities
Set team goals that everyone
works towards
Survey staff and make changes
based on results
Target training to hourly staff
and entry level so they receive
skills to pass tests and have
skills to promote
Watch "cliques" and staff
divisions
Be intentional about working
with a diverse populations

We could do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.

We could do this.

We already do this.
We already do this.
We already do this.

We already do this.
We already do this.
We already do this.
We already do this.
We already do this.

We already do this.

We already do this.
We could not do this.
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Create a directory with photos
Expand workplace social events
and open them to families
Have a space where all
employees can gather for
lunch/breaks
Offer to pay for employee
certification and licenses

We could not do this.
We could not do this.
We could not do this.
It would require a lot of effort.

Culture Training Other

Talk about race, bias, prejudice
openly and safely, with
moderated conversations as
needed

We could not do this.

Culture Training Other

Encourage all employees to get
certifications relevant to field,
provide space, time, and
resources

It would require a lot of effort.

Culture Training Other
Culture Training Other
Culture Training Other
Hiring Recruitment

Focus on employee wellness of
mind and body
Send staff to YWCA Racial
Justice Trainings
Connect all members to goals
and vision of organization
Allow candidates to come in
early and review at least some
interview questions

It would require a lot of effort.
It would require minimal effort.
It would require minimal effort.
We already do this.

Hiring Recruitment

Assure supplemental questions
are relevant to the position, and
have benchmarks instead of
only a number scoring criteria

We already do this.

Hiring Recruitment

Have a clear justification for
who should be hired, besides a
point score

We already do this.

Hiring Recruitment

Invest time in Division of
Vocational Rehabilitation and/or
W2 Workers

We already do this.

Hiring Recruitment

Participate in: AASPIRE
Internships, Wanda Fullmore
Youth Internship Program,
Other field-specific Internship
Programs

We already do this.

Hiring Recruitment

Post jobs to a wide variety of
diverse places: City Facebook,
Linkedin, Metro Buses,
Affirmative Action Email List
(city email list), UW System,
Monster, Career Builder,
Milwaukee Journal-Sentinel OnLine, Field-specific resources,
targeted mailings to local
certificate or license holders

We already do this.
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Hiring Recruitment
Hiring Recruitment
Hiring Recruitment

Hiring Recruitment

Hiring Recruitment
Hiring Recruitment

Hiring Recruitment
Hiring Recruitment
Hiring Recruitment

Hiring Recruitment
Hiring Recruitment
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Post most jobs open and
competitive. Post jobs internal
when there is a diverse pool
Recruit from other diverse city
agencies
Recruit from outside of the City
of Madison
Review job postings to assure
minimum skill, knowledge, and
education requirements are
actually needed
Review tests to make sure they
are relevant to the position
tasks.
Switch up interview panels. Do
not use the same people over
and over
Use benchmarks for interview
questions instead of a number
scoring criteria
Utilize behavioral interview
questions
Assign diverse staff to be your
department's Civil Rights
Coordinator
Assure "working with
multicultural populations" is
included in the position
description of all jobs
Assure diverse staff have
contact with the community

We already do this.
We already do this.
We already do this.

We already do this.

We already do this.
We already do this.

We already do this.
We already do this.
We could do this with minimal
effort.
We could do this with a lot of
effort.
We could do this with a lot of
effort.

Hiring Recruitment

Attend targeted recruitment
events (Urban League, YWCA,
Job Mob)

We could do this with a lot of
effort.

Hiring Recruitment

Benchmark ability to
successfully work with
multicultural communities

We could do this with a lot of
effort.

Hiring Recruitment

Benchmark ability to
successfully work with
multicultural communities in any
supplemental questions

We could do this with a lot of
effort.

Hiring Recruitment

Budget for these strategies
(advertising, internships, etc.)

We could do this with a lot of
effort.

Hiring Recruitment

Collaborate with HR and DCR
on any or all of the strategies. If
you do not know how to do
some of these things, just ask!

We could do this with a lot of
effort.
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Hiring Recruitment

Diversify supplemental question
and interview panels. Include
people of color, women, staff
from all levels, community
members, MAC, WIC, RESJI
team members

We could do this with a lot of
effort.

Hiring Recruitment

Assure all people reviewing
supplemental questions or
serving on interview panels
attend implicit bias training

We could not do this.

Hiring Recruitment

Be strategic about hiring diverse
seasonal employees, so they
can eventually work full time for
the organization

We could not do this.

Hiring Recruitment

Hiring Recruitment

Create an advisory team to help
with department hiring goals.
Include diverse staff, Civil Rights
Coordinator, representatives
from Racial
Equity and Social Justice
Initiative (RESJI), Multicultural
Affairs Committee (MAC),
Women's Initiatives Committee
(WIC)
Have apprenticeship and/or
practicum programs

We could not do this.

We could not do this.

Hiring Recruitment

Have staff representation at
meetings in the community,
participate in diverse community
events and ongoing meetings

We could not do this.

Hiring Recruitment

Hire employees at trainee level
and train them up

We could not do this.

Hiring Recruitment

If HR and DCR indicate there is
not a diverse applicant pool
after a position closes, extend
the deadline and strategize
about how to attract more
diverse applicants

We could not do this.

Hiring Recruitment

Interview all candidates who
meet the minimum qualifications

We could not do this. Please
note: HR provides a prescreened panel.

Hiring Recruitment

Interview people at targeted
recruitment events whenever
possible

We could not do this.

Hiring Recruitment

Post some jobs as bilingual
(Spanish/Hmong) required

We could not do this.
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Reach out to any or all of the
following on a regular basis (not
an exhaustive list): RESJI,
MAC, WIC, high schools, Job
Center, Boys & Girls Club, any
community center, school
counselors, Technical Colleges,
UW Career Services, etc.
Use random selection with
many applicants
Offer training to high school
and/or college students and
related programs

We could not do this.

We could not do this.

It would require a lot of effort

Use the Equity Impact Analysis
& Equitable Hiring Checklist
well before hire

It would require minimal effort

Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention

Assure promotional possibilities
for diverse staff (see below)

We already do this.

Build in a career ladder

We already do this.

Orientation Onboarding
Promotion Retention

Clean out and stock work
bench/space/desk/cubicle/office

We already do this.

Orientation Onboarding
Promotion Retention

Conduct exit interviews upon
retirement and/or when
employees leave

We already do this.

Orientation Onboarding
Promotion Retention

Create a training program that
gives staff skills to promote in
future

We already do this.

Orientation Onboarding
Promotion Retention

Develop a Mentorship/ Buddies/
Ambassador Program

We already do this.

Orientation Onboarding
Promotion Retention

Encourage diverse applicants to
apply for open promotional
positions

We already do this.

Orientation Onboarding
Promotion Retention

Ensure all staff, especially
diverse staff, have access to
trainings at an equal rate as
their colleagues

We already do this.

Hiring Recruitment

Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention
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Have a pool of leaders who can
fill in as supervisor
Hold all staff meetings or all unit
meetings as often as possible
Hold one on one meetings with
new staff and executive
management member
Introduce new staff to existing
staff
Move from part time to full time
positions

We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
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Orientation Onboarding
Promotion Retention

Offer cross-training of most or
all jobs

We already do this.

Orientation Onboarding
Promotion Retention

Provide promotional candidates
with specific feedback about
how they can improve if they
are not selected for a promotion

We already do this.

Orientation Onboarding
Promotion Retention

Provide tours of offices and all
facilities

We already do this.

Orientation Onboarding
Promotion Retention

Schedule employees to attend
HR's new employee training:
First day of work, and all-day
session offered two times per
year

We already do this.

Orientation Onboarding
Promotion Retention

Set goals for the employee and
share them with their assigned
trainer(s)

We already do this.

Orientation Onboarding
Promotion Retention

Develop employee-specific onboarding plans in conjunction
with HR

We already do this.

Orientation Onboarding
Promotion Retention

Assign a diverse group of staff
to train the new person, even if
that means finding external
trainers or mentors

We could not do this.

Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention

Orientation Onboarding
Promotion Retention

Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention

Promote from within only if
internal pool is more diverse
than community at large
Provide job shadowing with
diverse staff
If incoming employee is the only
woman or only person of color,
send the current workgroup to
implicit bias training and/or
sensitivity training (work with
DCR)
Connect new employees to
diverse activities
(MAC/WIC/RESJI)
Order business cards if
applicable
Send staff to YWCA Racial
Justice Trainings, implicit bias
training, and/or other sensitivity
training

We could not do this.
We could not do this.

It would require a lot of effort.

It would require minimal effort.
It would require minimal effort.

It would require minimal effort.

The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
Anecdotal experiences heard from other City Employees
Department Head
One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
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A representative from Racial Equity & Social Justice team
A representative from the Multicultural Affairs Committee
A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these
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LIBRARY, PUBLIC

Section I – Cover Page

Madison Public Library
Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:
Madison Public Library
Equitable Workforce Plan Review Committee:
Gregory Mickells
gmickells@madisonpubliclibrary.org
Mark E. Benno
mbenno@madisonpubliclibrary.org
Sarah Lawton, Supervising Librarian: slawton@madisonpubliclibrary.org, Ching Wong,
Librarian:gcwong@madisonpubliclibrary.org, Tammy Pineda, Youth Librarian:
tpineda@madisonpubliclibrary.org, Catherine Duarte, Library Planner:
cduarte@madisonpubliclibrary.org, Gretchen Ede, Clerk/Typist:gede@madisonpubliclibrary.org.
201 W. Mifflin Street, Madison WI 53703
608-266-6363
www.madisonpubliclibrary.org

Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.

Section III – Staff Responsibility
Our agency head Gregory Mickells, or their replacement, is responsible for implementation of our
Affirmative Action Plan.
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Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
Currently, the Madison community demographics and our departmental demographics are as follows:
(The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison. Department data is from July 30, 2015 and includes all employees,
including hourly and seasonal employees.)

Madison Community*
TOTAL

%
Difference

Departme nt
233,209

%

251

%

%

Male

114,832

49.24%

82

32.67%

-16.57%

Female

118,377

50.76%

169

67.33%

16.57%

SEX

RACE
White

184,030

78.91%

214

85.26%

6.35%

Black or African American

16,926

7.26%

14

5.58%

-1.68%

Asian

17,211

7.38%

8

3.19%

-4.19%

Some other race**

13,960

5.99%

9

3.59%

-2.40%

1,001

0.43%

0

0.00%

-0.43%

81

0.03%

15,948

6.84%

American Indian and Alaska Native
Native Hawaiian and other Pacific Islander
ETHNICITY
Hispanic or Latino (of any race)

6

2.39%

-4.45%

*The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and
Housing Characteristics: 2010. It is limited to the City of Madison.
**Some other race includes "Two or More Races" and "Some Other Race" categories.

Currently, the availability data for our department is as follows:
(This data is from the permanent employees and U.S. census 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA)
which includes Columbia, Dane, and Iowa counties.)

Library Job Family Availability
The Annual Placement Goals are determined with an underutilization analysis of incumbency and relevant labor market availability of qualified women or people o
minorities in the past). All selection decisions are made in a nondiscriminatory manner and a placement goal is not justification for selecting an individual based on t
Source: Permanent Employees & US Census 2010 EEO Data Tool Madison, WI (MSA)

Total # of
Employees

# of Women
Employees

Women
Incumbency

Women
Goal*

Availability
Met?

Difference to
goal (+/-)

# of Racial
Ethnic
Employees

Racial Ethnic
Incumbency

Racial Ethnic
Goal*

1 - Officials & Administrators

2

1

50.00%

43.90%

Yes

6.10%

0

0.00%

6.20%

2 - Professionals

45

35

77.78%

53.80%

Yes

23.98%

7

15.56%

9.80%

4 - Protective Workers

13

2

15.38%

28.10%

No

-12.72%

4

30.77%

8.10%

5 - Paraprofessionals

45

30

66.67%

57.90%

Yes

8.77%

4

8.89%

9.00%
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6 - Administrative Support

136

100

73.53%

62.00%

Yes

11.53%

18

13.24%

8.20%

7 - Skilled Craft Workers

3

0

0.00%

6.30%

No

-6.30%

1

33.33%

5.90%

8 - Service Maintenance

7

1

14.29%

43.30%

No

-29.01%

3

42.86%

13.40%

TOTAL

251

169

37

The Annual Placement Goals are determined with an underutilization analysis of incumbency and relevant labor market availability of qualified women or people o
minorities in the past). All selection decisions are made in a nondiscriminatory manner and a placement goal is not justification for selecting an individual based on th
Source: Permanent Employees & US Census 2010 EEO Data Tool Madison, WI (MSA)

Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
Other data utilized to inform goal settings includes:
(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)
Departments include data here

Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the following
goals for 2016:
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Goal 1:
Category: Recruitment
Data measure:
Work with Human Resources to understand recruitment strategies for positions at all levels and identify
the gaps in reaching diverse communities

We will know we are successful when:
We have comprehensive information about how recruitment works for each position and have developed
a standard approach.

The following individual(s) are responsible for reporting on this data every quarter to the department
head:
Hiring managers working in collaboration with HR

Goal 2:
Category: Culture
Data measure:
Exit interviews
Engagement Check-Ins

We will know we are successful when:
90% of all departing staff participate in an exit interview.
90% of all current staff participate in an annual engagement check-in.

The following individual(s) are responsible for reporting on this data every quarter to the department
head:
All library supervisors

Goal 3:
Category: Hiring
Data measure:
We will track racial and ethnic diversity at each step in the hiring process for all positions.

We will know we are successful when:
We more fully understand how our hiring processes affect diversity.
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The following individual(s) are responsible for reporting on this data every quarter to the department
head:
Hiring managers working in collaboration with HR.

We will provide an update on these goals to Civil Rights for reporting to the mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.

Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:

Goal 1:
Category: Recruitment
Data measure:
Develop targeted recruitment strategies on a local, regional, and national level.

We will know we are successful when:
We see an increase in the percentage of applicants from diverse backgrounds.

The following individual(s) are responsible for reporting on this data every annually to the department
head:
Hiring managers working in collaboration with HR.

Goal 2:
Category: Training
Data measure:
Work with Organizational Development and Training to develop a comprehensive approach to training
and professional development for employees at all levels.

We will know we are successful when:
Employees are aware of training resources and opportunities and have equitable access to training
appropriate training opportunities.
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The following individual(s) are responsible for reporting on this data every annually to the department
head:
Civil Rights Coordinator and management team in conjunction with Organizational Development and
Training.

Goal 3:
Category: Hiring
Data measure:
We will apply the data collected about diversity to refine hiring processes.

We will know we are successful when:
The racial and ethnic diversity within applicant pools for all positions will be maintained throughout each
step of the hiring process.

The following individual(s) are responsible for reporting on this data every annually to the department
head:
Hiring managers working in collaboration with HR.

We will report on these goals to Civil Rights for reporting to the mayor, Affirmative Action Commission,
and Common Council at the end of each year.

Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tools three times in
2016. At least one of these tool applications will be on a hiring decision, if a hiring decision is made in
2016. The tool results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
 Hiring decision
 Policy or procedure development
 Community engagement meeting or plan
 Budget
 Contracts and purchasing
 Strategic plans
 Work plans
 Funding decisions
 Promotional decision or process
 Partnerships and collaborations
The Racial Equity and Social Justice Team is available to assist departments facilitation of tool
application. We will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative
Action Commission, and the Common Council on or before January 31, 2017.
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The following individual(s) will be responsible for the RESJI tool implementation:
Mark E. Benno, Library Facilities Manager and Library Civil Rights Coordinator

Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
 APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf

Section IX – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
impact on racial/ethnic affirmative action group members, women and people with disabilities. Such review
will include, but not be limited to, the following:
Dissemination of Policy Statement and Plan

Yes

No

1. Include policy statement and reference to Affirmative Action Plan in policy
manual.
2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.
3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.
Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.
5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.
7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.
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Dissemination of Policy Statement and Plan

Yes

No

9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red flagged position before making an employment offer.
Staff Development
11. Ensure all employees
opportunities.

equal

access

to

training

&

promotional

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.
13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.
Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.
16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.

Appendix A – Assessments
Department
Culture Training Other

Strategy
Survey staff and make changes
based on results

Library
We already do this.

Culture Training Other

Encourage transparency, do not
let staff hold on to important
operating information

We already do this.

Culture Training Other

Management stops Harassment
and Discrimination immediately
when aware

We already do this.

Culture Training Other
Culture Training Other
Culture Training Other
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Acknowledge work
accomplishments
Schedule gatherings such as
potlucks, lunch and learns, etc.
Have meetings at the beginning
of work shifts

We already do this.
We already do this.
We already do this.
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Culture Training Other

Be intentional about working with
a diverse populations

We already do this.

Culture Training Other

Talk about race, bias, prejudice
openly and safely, with
moderated conversations as
needed

We already do this.

Culture Training Other
Culture Training Other

Watch "cliques" and staff
divisions
Partner with DCR and HR for
ideas and implementation

We already do this.
We already do this.

Culture Training Other

Hold all staff meetings or all unit
meetings as often as possible

We already do this.

Culture Training Other

Have a space where all
employees can gather for
lunch/breaks

We already do this.

Culture Training Other

Ensure relationship building with
outside stakeholders, including
engagement and outreach

We already do this.

Culture Training Other

Expand workplace social events
and open them to families

We already do this.

Culture Training Other

Ensure all staff, especially
diverse staff, have access to
trainings at an equal rate as their
colleagues

We already do this.

Culture Training Other

Rotate staff meeting facilitation
among all staff

We already do this.

Culture Training Other

All supervisors and managers all
attend supervisory academy

We already do this.

Culture Training Other

Provide all staff with cross
training and shadowing

We already do this.

Culture Training Other

Dedicate budget resources to
training, and ensure those
resources are equitably
distributed among management,
professional staff, administrative
support, field staff, etc.

We already do this.

Culture Training Other

Encourage employees to attend
any city sponsored training

We already do this.

Culture Training Other

Encourage all employees to get
certifications relevant to field,
provide space, time, and
resources

We already do this.
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Culture Training Other

Allow front lines staff to attend
trainings downtown and
elsewhere on work time

We already do this.

Culture Training Other

Send staff to external training
opportunities

We already do this.

Culture Training Other

Get civil rights coordinators more
involved in the hiring process copy them when a position is red
flagged in their department

We already do this.

Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other

Maximize existing diversity within
the organization
Provide flexible schedules
Increase restroom access for
field employees
Implement department-wide
email access

We already do this.
We already do this.
We already do this.
We already do this.

Hiring Recruitment

Collaborate with HR and DCR on
any or all of the strategies. If you
do not know how to do some of
these things, just ask!

We already do this.

Hiring Recruitment

Reach out to any or all of the
following on a regular basis (not
an exhaustive list): RESJI, MAC,
WIC, high schools, Job Center,
Boys & Girls Club, any
community center, school
counselors, Technical Colleges,
UW Career Services, etc.

We already do this.

Hiring Recruitment

Have staff representation at
meetings in the community,
participate in diverse community
events and ongoing meetings

We already do this.

Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment

Assure diverse staff have contact
with the community
Recruit from outside of the City
of Madison
Have apprenticeship and/or
practicum programs
Offer training to high school
and/or college students and
related programs

We already do this.
We already do this.
We already do this.
We already do this.

Hiring Recruitment

Invest time in Division of
Vocational Rehabilitation and/or
W2 Workers

We already do this.

Hiring Recruitment

Recruit from other diverse city
agencies

We already do this.
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Hiring Recruitment

Participate in: AASPIRE
Internships, Wanda Fullmore
Youth Internship Program, Other
field-specific Internship
Programs

We already do this.

Hiring Recruitment

Review job postings to assure
minimum skill, knowledge, and
education requirements are
actually needed

We already do this.

Hiring Recruitment

Assure "working with
multicultural populations" is
included in the position
description of all jobs

We already do this.

Hiring Recruitment

Post most jobs open and
competitive. Post jobs internal
when there is a diverse pool

We already do this.

Hiring Recruitment

Attend targeted recruitment
events (Urban League, YWCA,
Job Mob)

We already do this.

Hiring Recruitment

Post jobs to a wide variety of
diverse places: City Facebook,
Linkedin, Metro Buses,
Affirmative Action Email List (city
email list), UW System, Monster,
Career Builder, Milwaukee
Journal-Sentinel On-Line, Fieldspecific resources, targeted
mailings to local certificate or
license holders

We already do this.

Hiring Recruitment

Benchmark ability to successfully
work with multicultural
communities in any
supplemental questions

We already do this.

Hiring Recruitment

Assure supplemental questions
are relevant to the position, and
have benchmarks instead of only
a number scoring criteria

We already do this.

Hiring Recruitment

Review tests to make sure they
are relevant to the position tasks.

We already do this.

Hiring Recruitment

Diversify supplemental question
and interview panels. Include
people of color, women, staff
from all levels, community
members, MAC, WIC, RESJI
team members

We already do this.
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Switch up interview panels. Do
not use the same people over
and over
Utilize behavioral interview
questions
Use benchmarks for interview
questions instead of a number
scoring criteria

We already do this.
We already do this.
We already do this.

Hiring Recruitment

Benchmark ability to successfully
work with multicultural
communities

We already do this.

Hiring Recruitment

Have a clear justification for who
should be hired, besides a point
score

We already do this.

Orientation Onboarding
Promotion Retention

Clean out and stock work
bench/space/desk/cubicle/office

We already do this.

Orientation Onboarding
Promotion Retention

Set goals for the employee and
share them with their assigned
trainer(s)

We already do this.

Orientation Onboarding
Promotion Retention

Schedule employees to attend
HR's new employee training:
First day of work, and all-day
session offered two times per
year

We already do this.

Orientation Onboarding
Promotion Retention

Introduce new staff to existing
staff

We already do this.

Orientation Onboarding
Promotion Retention

Send staff to YWCA Racial
Justice Trainings, implicit bias
training, and/or other sensitivity
training

We already do this.

Orientation Onboarding
Promotion Retention

Connect new employees to
diverse activities
(MAC/WIC/RESJI)

We already do this.

Orientation Onboarding
Promotion Retention

Hold one on one meetings with
new staff and executive
management member

We already do this.

Orientation Onboarding
Promotion Retention

Hold all staff meetings or all unit
meetings as often as possible

We already do this.

Orientation Onboarding
Promotion Retention

Move from part time to full time
positions
Conduct exit interviews upon
retirement and/or when
employees leave

Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention
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for diverse staff (see below)

We already do this.
We already do this.

We already do this.
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Orientation Onboarding
Promotion Retention

Encourage diverse applicants to
apply for open promotional
positions

We already do this.

Orientation Onboarding
Promotion Retention

Build in a career ladder

We already do this.

Orientation Onboarding
Promotion Retention

Promote from within only if
internal pool is more diverse than
community at large

We already do this.

Orientation Onboarding
Promotion Retention

Create a training program that
gives staff skills to promote in
future

We already do this.

Orientation Onboarding
Promotion Retention

Ensure all staff, especially
diverse staff, have access to
trainings at an equal rate as their
colleagues

We already do this.

Orientation Onboarding
Promotion Retention

Have a pool of leaders who can
fill in as supervisor

We already do this.

Orientation Onboarding
Promotion Retention

Provide promotional candidates
with specific feedback about how
they can improve if they are not
selected for a promotion

We already do this.

Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Hiring Recruitment
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Set department goals that
everyone works towards
Have a diversity
committee/affinity group
Hold one on one meetings with
new staff and executive
management member
Have multi-department staff
meetings
Ask/assess people what skills
they need and provide training
that matches
Send staff to YWCA Racial
Justice Trainings
Develop a staff committee to
work on this
Focus on employee wellness of
mind and body
Connect all members to goals
and vision of organization
Use the Equity Impact Analysis &
Equitable Hiring Checklist well
before hire

It would require minimal
effort.
It would require minimal
effort.
It would require minimal
effort.
It would require minimal
effort.
It would require minimal
effort.
It would require minimal
effort.
It would require minimal
effort.
It would require minimal
effort.
It would require minimal
effort.
It would require minimal
effort.
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Hiring Recruitment

Create an advisory team to help
with department hiring goals.
Include diverse staff, Civil Rights
Coordinator, representatives
from Racial Equity and Social
Justice Initiative (RESJI),
Multicultural Affairs Committee
(MAC), Women's Initiatives
Committee (WIC)

It would require minimal
effort.

Hiring Recruitment

Post some jobs as bilingual
(Spanish/Hmong) required

It would require minimal
effort.

Hiring Recruitment

If HR and DCR indicate there is
not a diverse applicant pool after
a position closes, extend the
deadline and strategize about
how to attract more diverse
applicants

It would require minimal
effort.

Hiring Recruitment

Assure all people reviewing
supplemental questions or
serving on interview panels
attend implicit bias training

It would require minimal
effort.

Orientation Onboarding
Promotion Retention

Order business cards if
applicable

It would require minimal
effort.

Orientation Onboarding
Promotion Retention

Assign a diverse group of staff to
train the new person, even if that
means finding external trainers
or mentors

It would require minimal
effort.

Orientation Onboarding
Promotion Retention

Develop employee-specific onboarding plans in conjunction
with HR

It would require minimal
effort.

Orientation Onboarding
Promotion Retention

Provide job shadowing with
diverse staff

It would require minimal
effort.

Culture Training Other
Culture Training Other
Culture Training Other

Provide a way for staff to give
anonymous feedback about
agency to management and their
peers
Create a directory with photos
Provide many levels of training:
on the job training, new
employee training, ongoing
training

It would require a lot of effort.
It would require a lot of effort.
It would require a lot of effort.

Culture Training Other

Target training to hourly staff and
entry level so they receive skills
to pass tests and have skills to
promote

It would require a lot of effort.

Culture Training Other

Offer to pay for employee
certification and licenses

It would require a lot of effort.
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Hiring Recruitment

Assign diverse staff to be your
department's Civil Rights
Coordinator

It would require a lot of effort.

Hiring Recruitment

Interview people at targeted
recruitment events whenever
possible

It would require a lot of effort.

Orientation Onboarding
Promotion Retention

If incoming employee is the only
woman or only person of color,
send the current workgroup to
implicit bias training and/or
sensitivity training (work with
DCR)

It would require a lot of effort.

Orientation Onboarding
Promotion Retention

Provide tours of offices and all
facilities

It would require a lot of effort.

Orientation Onboarding
Promotion Retention

Develop a
Mentorship/Buddies/Ambassador
Program

It would require a lot of effort.

Orientation Onboarding
Promotion Retention
Hiring Recruitment

Offer cross-training of most or all
jobs
Budget for these strategies
(advertising, internships, etc.)

It would require a lot of effort.
We could not do this.

Hiring Recruitment

Be strategic about hiring diverse
seasonal employees, so they
can eventually work full time for
the organization

We could not do this.

Hiring Recruitment

Hire employees at trainee level
and train them up

We could not do this.

Hiring Recruitment

Allow candidates to come in
early and review at least some
interview questions

We could not do this.

Hiring Recruitment

Interview all candidates who
meet the minimum qualifications

We could not do this.

Hiring Recruitment

Use random selection with many
applicants

We could not do this.

Who provided you with this
feedback? (Select all that
apply)
Culture Training Other

A representative from my
department's culture and
engagement team

Hiring Recruitment

A representative from my
department's culture and
engagement team

Orientation Onboarding
Promotion Retention

A representative from my
department's culture and
engagement team

Hiring Recruitment

A representative from Racial
Equity & Social Justice team
member
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A representative from the
multicultural affairs
committee
Front lines staff in my
department
Front lines staff in my
department
My Department Head
My own experiences
My own experiences
My own experiences
Professional level staff in my
department
Professional level staff in my
department
Professional level staff in my
department

The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
Anecdotal experiences heard from other City Employees
Department Head
One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
A representative from Racial Equity & Social Justice team
A representative from the Multicultural Affairs Committee
A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these
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MAYOR'S OFFICE

Section I – Cover Page

Mayor's Office
Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:
Mayor's Office
Equitable Workforce Plan Review Committee:
Paul R. Soglin
mayor@cityofmadison.com
Gloria Reyes
greyes@cityofmadison.com
Toriana Pettaway, Racial Equity Coordinator
Raquel Aleman, Mayoral Office Clerk

210 Martin Luther King, Jr. Blvd. Room 403
(608) 266-4611
http://www.cityofmadison.com/mayor/

Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.

Section III – Staff Responsibility
Our agency head Paul R. Soglin, or their replacement, is responsible for implementation of our Affirmative
Action Plan.
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Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
Currently, the Madison community demographics and our departmental demographics are as follows:
Madison Community*
TOTAL
SEX

5

%
Difference

Department
233,209

%

12

%

%

Male

114,832

49.24%

5

41.67%

-7.57%

Female

118,377

50.76%

7

58.33%

7.57%

RACE
White

184,030

78.91%

7

58.33%

-20.58%

Black or African American

16,926

7.26%

2

16.67%

9.41%

Asian

17,211

7.38%

1

8.33%

0.95%

Some other race**

13,960

5.99%

0

0.00%

-5.99%

1,001

0.43%

0

0.00%

-0.43%

81

0.03%

15,948

6.84%

American Indian and Alaska Native
Native Hawaiian and other Pacific Islander
ETHNICITY
Hispanic or Latino (of any race)

2

16.67%

9.83%

*The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and
Housing Characteristics: 2010. It is limited to the City of Madison.
**Some other race includes "Two or More Races" and "Some Other Race" categories.

Currently, the availability data for our department is as follows:

6

Mayor's Office Job Family Availability
The Annual Placement Goals are determined with an underutilization analysis of incumbency and relevant labor market availability of qualified
women or people of color (known as minorities in the past). All selection decisions are made in a nondiscriminatory manner and a placement
goal is not justification for selecting an individual based on their protected class. Source: Permanent Employees & US Census 2010 EEO Data
Tool Madison, WI (MSA)
Total # of
Employees

# of
Women
Employees

Women
Incumbency

Women
Goal*

Availability
Met?

Difference
to goal
(+/-)

# of Racial
Ethnic
Employees

Racial
Ethnic
Incumbency

Racial
Ethnic
Goal*

Availability
Met?

Difference
to goal
(+/-)

1

0

0.00%

43.90%

No

-43.90%

0

0.00%

6.20%

No

-6.20%

2 - Professionals
5Paraprofessionals

7

3

42.86%

53.80%

No

-10.94%

3

42.86%

9.80%

Yes

33.06%

4

4

100.00%

57.90%

Yes

42.10%

2

50.00%

9.00%

Yes

41.00%

TOTAL

12

7

1 - Officials and
Administrators

5

5

The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison. Department data is from July 30, 2015 and includes all employees,
including hourly and seasonal employees.
6
This data is from the permanent employees and U.S. census 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA)
which includes Columbia, Dane, and Iowa counties.
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Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
Other data utilized to inform goal settings includes:
(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)

Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the following
goals for 2016:

Goal 1:
Category: Hiring
Data measure:
At least one employee who is female, of color, or disabled must be part of the interview process for all
interns hired. This employee should also be part of their supervising/evaluating team.
We will strive to have our intern race and gender demographic match that of the Madison community.
Hiring staff will keep Madison community race and gender demographics in mind each year when hiring.
We will know we are successful when:
Mayor's Office interns in any given time period reflect the race and gender demographics of the Madison
community.
Mayor's Office interns reflect the areas in which our numbers did not meet the community demographic.
The following individual(s) are responsible for reporting on this data every year to the department head:
Mayoral Office Clerk(s): Raquel Aleman or Ashleigh Hacker

Goal 2:
Category: Culture
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Data measure:
Entire department is updated monthly by RESJI staff and/or Racial Equity Coordinator. This will be done
to encourage a workplace culture where everyone has the opportunity to be a part of the racial equity
conversation.
We will know we are successful when:
Mayoral staff is able to share racial equity progress with the community and City staff/departments.

The following individual(s) are responsible for reporting on this data every year to the department head:
RESJI Mayor Liaison, Gloria Reyes

Goal 3:
Category: Training
Data measure:
All employees will complete at least one training annually related to equity, diversity, or leadership (ex.
women in leadership, ywca racial justice summit, civil rights and diversity training, classification position
description fair labor standards act, how to write a position description, Racial Equity and Social Justice 1
and 2, etc.)
OR
complete one training in an area that the employee feels they could use to better their chances at
promotion, or to broaden their skill set.
We will know we are successful when:
All employees participate in at least one training. Employees look forward to participating in such
trainings. Employees have taken all offered relevant trainings. Employees feel that their skill set has
improved based on trainings taken.
The following individual(s) are responsible for reporting on this data every year to the department head:
Mayoral Office Clerk(s): Raquel Aleman, Ashleigh Hacker

We will provide an update on these goals to Civil Rights for reporting to the mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.

Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:

Goal 1:
Category: Culture
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Data measure:
Institutionalizing RESJI

We will know we are successful when:
All City departments, all department work plans and all contractual criteria are aligned with RESJI mission
and values.
City priorities and vision reflect RESJI values and mission.
The following individual(s) are responsible for reporting on this data every year to the department head:
Racial Equity Coordinator, Toriana Pettaway
RESJI Mayor Liaison, Gloria Reyes

Goal 2:
Category: Training
Data measure:
Assess current status of diversity in management. Promoting diversity in management and professional
positions within the City. Utilize training program method of promotion to upper level City staff positions.

We will know we are successful when:
Management (and professional staff) numbers are more representative of Madison community race and
gender demographics.

The following individual(s) are responsible for reporting on this data every year to the department head:
Human Resources

Goal 3:
Category: Retention
Data measure:
Establish employee groups/diversity councils (ex. Latino City Council or African American City Council),
and find ways to bolster/offer support to already existing committees whose mission focuses on gender
and/or race issues (MAC, WIC, etc.). Make sure that sounding boards on important diversity issues are
available to all City employees.
We will know we are successful when:
We have a culture within City government that is inclusive of people of all different races and ethnicities.
All City employees feel a sense of belonging regardless of their gender or race.

The following individual(s) are responsible for reporting on this data every year to the department head:
A representative from the culture and engagement team.
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We will report on these goals to Civil Rights for reporting to the mayor, Affirmative Action Commission,
and Common Council at the end of each year.

Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tools three times in
2016. At least one of these tool applications will be on a hiring decision, if a hiring decision is made in
2016. The tool results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
 Hiring decision
 Policy or procedure development
 Community engagement meeting or plan
 Budget
 Contracts and purchasing
 Strategic plans
 Work plans
 Funding decisions
 Promotional decision or process
 Partnerships and collaborations
The Racial Equity and Social Justice Team is available to assist departments facilitation of tool
application. We will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative
Action Commission, and the Common Council on or before January 31, 2017.
The following individual(s) will be responsible for the RESJI tool implementation:
Toriana Pettaway, Racial Equity Coordinator

Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
 APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf

Section IX – Subcontractors
We will ensure that all our subcontractors working on City of Madison Public Works contracts provide
equal employment opportunity. We will take the necessary action to enforce these provisions, including
sanctions provided for noncompliance in Section 39.02(9)(e)2., Article VII of the Madison General
Ordinances.

Section X – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
11/2/2015-EWplan2016.doc
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impact on racial/ethnic affirmative action group members, women and people with disabilities. Such
review will include, but not be limited to, the following:
Dissemination of Policy Statement and Plan

Yes

No

1. Include policy statement and reference to Affirmative Action Plan in policy
manual.
2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.
3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.
Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.
5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.
7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.

We need to
review HR
screening
methods. Will
begin this
process in 2016.

9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red flagged position before making an employment offer.
Staff Development
11. Ensure all employees
opportunities.

equal

access

to

training

&

promotional

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.
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Dissemination of Policy Statement and Plan

Yes

13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.

No
We need to
improve
proactive
measures. Will
begin in 2017.

Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.
16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.

Appendix A – Assessments
Department
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other

Department
Culture Training Other
Culture Training Other

Culture Training Other
Culture Training Other
Culture Training Other

Culture Training Other
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Strategy
Acknowledge work accomplishments
All supervisors and managers all attend
supervisory academy
Allow front line staff to attend trainings
downtown and elsewhere on work time
Ask/assess people what skills they need
and provide training that matches
Be intentional about working with a
diverse populations
Connect all members to goals and vision
of organization
Create a directory with photos
Dedicate budget resources to training,
and ensure those resources are equitably
distributed among management,
professional staff, administrative support,
Strategy
(cont'd) field staff, etc.
Develop a staff committee to work on this
Encourage all employees to get
certifications relevant to field, provide
space, time, and resources
Encourage employees to attend any city
sponsored training
Encourage transparency, do not let staff
hold on to important operating information
Ensure all staff, especially diverse staff,
have access to trainings at an equal rate
as their colleagues
Ensure relationship building with outside
stakeholders, including engagement

Mayor's Office
We already do this.
N/A
We already do this.
We could do this with minimal effort.
We already do this.
We already do this.
We could do this with minimal effort.

Mayor's Office
We could do this with minimal effort.
We could do this with minimal effort.

We could do this with minimal effort.
We could do this with minimal effort.
We could do this with minimal effort.

We could do this with minimal effort.
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Culture Training Other
Culture Training Other
Culture Training Other

Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other

Culture Training Other
Culture Training Other
Culture Training Other

Culture Training Other
Culture Training Other
Department
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other

Culture Training Other

11/2/2015-EWplan2016.doc

EQUITABLE WORKFORCE PLAN: 2016-2021

and outreach
We already do this.
Expand workplace social events and
open them to families
We could do this with minimal effort.
Focus on employee wellness of mind
and body
We could do this with minimal effort.
Get civil rights coordinators more involved
in the hiring process - copy them when a
position is red flagged in their department We could do this with minimal effort.
Have a diversity committee/affinity group We could do this with minimal effort.
Have a space where all employees
can gather for lunch/breaks
We could do this with a lot of effort.
Have meetings at the beginning of
work shifts
We could do this with minimal effort.
Have multi-department staff meetings
We could do this with minimal effort.
Hold all staff meetings or all unit meetings
as often as possible
We could do this with minimal effort.
Hold one on one meetings with new staff
and executive management member
We could do this with minimal effort.
Implement department-wide email access We already do this.
Increase restroom access for field
employees
We could do this with minimal effort.
Management stops Harassment and
Discrimination immediately when aware
We could do this with minimal effort.
Maximize existing diversity within the
organization
We could do this with minimal effort.
Offer to pay for employee certification
and licenses
We could do this with minimal effort.
Partner with DCR and HR for ideas
and implementation
We could do this with minimal effort.
Provide a way for staff to give
anonymous feedback about agency to
management and their peers
We could do this with minimal effort.
Provide all staff with cross training
and shadowing
We could do this with minimal effort.
Provide flexible schedules
We could do this with minimal effort.
Provide many levels of training: on the
job training, new employee training,
ongoing training
We could do this with minimal effort.
Rotate staff meeting facilitation among
all staff
We could do this with minimal effort.
Schedule gatherings such as potlucks,
Strategy
Mayor's Office
lunch and learns, etc.
We already do this.
Send staff to external training
opportunities
We already do this.
Send staff to YWCA Racial Justice
Trainings
We already do this.
Set department goals that everyone
works towards
We could do this with minimal effort.
Survey staff and make changes based
on results
We could do this with minimal effort.
Talk about race, bias, prejudice openly
and safely, with moderated conversations
as needed
We could do this with minimal effort.
Target training to hourly staff and entry
level so they receive skills to pass tests
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Culture Training Other
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment

Hiring Recruitment

Hiring Recruitment
Hiring Recruitment

Hiring Recruitment
Hiring Recruitment

Hiring Recruitment
Hiring Recruitment

Hiring Recruitment
Hiring Recruitment

Hiring Recruitment

Department
Hiring Recruitment

Hiring Recruitment
Hiring Recruitment
Hiring Recruitment

Hiring Recruitment
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and have skills to promote
Watch "cliques" and staff divisions

We could do this with minimal effort.
We could do this with minimal effort.

Allow candidates to come in early and
review at least some interview questions We could do this with minimal effort.
Assign diverse staff to be your
department's Civil Rights Coordinator
We already do this.
Assure "working with multicultural
populations" is included in the position
description of all jobs
We could do this with minimal effort.
Assure all people reviewing supplemental
questions or serving on interview panels
attend implicit bias training
We could do this with minimal effort.
Assure diverse staff have contact with the
community
We could do this with minimal effort.
Assure supplemental questions are
relevant to the position, and have
benchmarks instead of only a number
scoring criteria
We could do this with minimal effort.
Attend targeted recruitment events (Urban
League, YWCA, Job Mob)
We could do this with minimal effort.
Be strategic about hiring diverse seasonal
employees, so they can eventually work
full time for the organization
We could do this with minimal effort.
Benchmark ability to successfully work
with multicultural communities
We could do this with minimal effort.
Benchmark ability to successfully work
with multicultural communities in any
supplemental questions
We could do this with minimal effort.
Budget for these strategies
(advertising, internships, etc.)
We could do this with minimal effort.
Collaborate with HR and DCR on any
or all of the strategies. If you do not
know how to do some of these things,
just ask!
We could do this with minimal effort.
Create an advisory team to help with
department hiring goals. Include diverse
staff, Civil Rights Coordinator,
representatives from Racial Equity and
Social Justice Initiative (RESJI), Multicultural
Affairs Committee (MAC), Women's Initiatives
Strategy
Mayor's Office
Committee (WIC)
We could do this with minimal effort.
Diversify supplemental question and
interview panels. Include people of color,
women, staff from all levels, community
members, MAC, WIC, RESJI team
members
We could do this with minimal effort.
Have a clear justification for who should
be hired, besides a point score
We could do this with minimal effort.
Have apprenticeship and/or practicum
programs
We could do this with minimal effort.
Have staff representation at meetings in
the community, participate in diverse
community events and ongoing meetings We could do this with minimal effort.
Hire employees at trainee level and train
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Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment

Hiring Recruitment

Hiring Recruitment

Hiring Recruitment
Hiring Recruitment

Hiring Recruitment
Hiring Recruitment
Hiring Recruitment

Department
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
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them up
We could do this with minimal effort.
If HR and DCR indicate there is not a
diverse applicant pool after a position
closes, extend the deadline and strategize
about how to attract more diverse
applicants
We already do this.
Interview all candidates who meet the
minimum qualifications
We could do this with minimal effort.
Interview people at targeted recruitment
events whenever possible
We could do this with minimal effort.
Invest time in Division of Vocational
Rehabilitation and/or W2 Workers
We could do this with minimal effort.
Offer training to high school and/or
college students and related programs
We could do this with minimal effort.
Participate in: AASPIRE Internships,
Wanda Fullmore Youth Internship
Program, Other field-specific Internship
Programs
We already do this.
Post jobs to a wide variety of
diverse places: City Facebook, Linkedin,
Metro Buses, Affirmative Action Email List
(city email list), UW System, Monster, Career
Builder, Milwaukee Journal-Sentinel On-Line,
Field-specific resources, targeted mailings to
local certificate or license holders
We could do this with minimal effort.
Post most jobs open and competitive.
Post jobs internal when there is a diverse
pool
We could do this with minimal effort.
Post some jobs as bilingual
(Spanish/Hmong) required
We could do this with minimal effort.
Reach out to any or all of the following
on a regular basis (not an exhaustive list):
RESJI, MAC, WIC, high schools, Job Center,
Boys & Girls Club, any community center,
school counselors, Technical Colleges,
UW Career Services, etc.
We could do this with minimal effort.
Recruit from other diverse city agencies We could do this with minimal effort.
Recruit from outside of the City of Madison We could do this with a lot of effort.
Review job postings to assure minimum
skill, knowledge, and education
requirements are actually needed
We could do this with minimal effort.
Strategy
Mayor's Office
Review tests to make sure they are
relevant to the position tasks.
We could do this with minimal effort.
Switch up interview panels. Do not use the
same people over and over
We could do this with minimal effort.
Use benchmarks for interview questions
instead of a number scoring criteria
We could do this with minimal effort.
Use random selection with many
applicants
We could do this with minimal effort.
Use the Equity Impact Analysis & Equitable
Hiring Checklist well before hire
We could do this with minimal effort.
Utilize behavioral interview questions
We could do this with minimal effort.
Who provided you with this feedback?
(Select all that apply)
N/A
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Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention

Orientation Onboarding
Promotion Retention
Orientation Onboarding
Department
Promotion Retention
Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention

Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention

11/2/2015-EWplan2016.doc

EQUITABLE WORKFORCE PLAN: 2016-2021

Assign a diverse group of staff to train the
new person, even if that means finding
external trainers or mentors

We could do this with a lot of effort.

Assure a good workplace culture
(we will cover this next time)

We could do this with minimal effort.

Assure promotional possibilities for
diverse staff (see below)

We could do this with minimal effort.

Build in a career ladder

We could do this with minimal effort.

Clean out and stock work bench/space/
desk/cubicle/office

We could do this with minimal effort.

Conduct exit interviews upon retirement
and/or when employees leave

We could do this with minimal effort.

Connect new employees to diverse
activities (MAC/WIC/RESJI)

We could do this with minimal effort.

Create a training program that gives
staff skills to promote in future

We could do this with minimal effort.

Develop a Mentorship/Buddies/
Ambassador Program

We could do this with minimal effort.

Develop employee-specific on-boarding
plans in conjunction with HR

We could do this with minimal effort.

Encourage diverse applicants to apply for
open promotional positions

We could do this with minimal effort.

Ensure all staff, especially diverse staff,
have access to trainings at an equal rate
as their colleagues

We could do this with minimal effort.

Have a pool of leaders who can fill in
as supervisor

We could do this with minimal effort.

Strategy
Hold all staff meetings or all unit
meetings as often as possible

Mayor's Office
We could do this with minimal effort.

Hold one on one meetings with new
staff and executive management member We could do this with minimal effort.
If incoming employee is the only woman
or only person of color, send the current
workgroup to implicit bias training and/or
sensitivity training (work with DCR)

We could do this with minimal effort.

Introduce new staff to existing staff

We could do this with minimal effort.

Move from part time to full time positions

We could do this with minimal effort.
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Offer cross-training of most or all jobs

We could do this with minimal effort.

Order business cards if applicable

We already do this.

Promote from within only if internal pool
is more diverse than community at large

We could do this with minimal effort.

Provide job shadowing with diverse staff

N/A

Provide promotional candidates with
specific feedback about how they can
improve if they are not selected for a
promotion

We could do this with minimal effort.

Provide tours of offices and all facilities

We already do this.

Schedule employees to attend HR's new
employee training: First day of work, and
all-day session offered two times per year We could do this with minimal effort.
Send staff to YWCA Racial Justice
Trainings, implicit bias training, and/or
other sensitivity training

We already do this.

Orientation Onboarding
Promotion Retention

Set goals for the employee and share
them with their assigned trainer(s)
Who provided you with this feedback? (Select all that apply)

We could do this with minimal effort.

The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
Anecdotal experiences heard from other City Employees
Department Head
One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
A representative from Racial Equity & Social Justice team
A representative from the Multicultural Affairs Committee
A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these
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METRO TRANSIT

Section I – Cover Page

METRO TRANSIT
Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:
METRO TRANSIT
Equitable Workforce Plan Review Committee:
Chuck Kamp, Transit General Manager
ckamp@cityofmadison.com
Ann Schroeder, Civil Rights Coordinator
aschroeder@cityofmadison.com
Ann Gullickson, Transit Service Manager
Fran Taylor, Personnel Relations Assistant
Chue Lor, Transit Maintenance Supervisor
Teresa Santulii, Transit Operations Supervisor
Barry Garrett, Transit Operator
Jacqueline Bunch, Transit Operator
1245 E. Washington Avenue, Suite 201
(608) 266-4904
www.cityofmadison.com/metro

Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.
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Section III – Staff Responsibility
Our agency head Chuck Kamp, Transit General Manager, or their replacement, is responsible for
implementation of our Affirmative Action Plan.

Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
Currently, the Madison community demographics and our departmental demographics are as follows:
(The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison. Department data is from July 30, 2015 and includes all employees,
including hourly and seasonal employees.)

Madison Community*
TOTAL
SEX

%
Difference

Departme nt
233,209

%

467

%

%

Male

114,832

49.24%

352

75.37%

26.13%

Female

118,377

50.76%

115

24.63%

-26.13%

RACE
White

184,030

78.91%

345

73.88%

-5.04%

Black or African American

16,926

7.26%

90

19.27%

12.01%

Asian

17,211

7.38%

8

1.71%

-5.67%

Some other race**

13,960

5.99%

11

2.36%

-3.63%

1,001

0.43%

2

0.43%

0.00%

81

0.03%

15,948

6.84%

American Indian and Alaska Native
Native Hawaiian and other Pacific
Islander
ETHNICITY
Hispanic or Latino (of any race)

11

2.36%

-4.48%

*The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and
Housing Characteristics: 2010. It is limited to the City of Madison.
**Some other race includes "Two or More Races" and "Some Other Race" categories.

Currently, the availability data for our department is as follows:
(This data is from the permanent employees and U.S. census 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA)
which includes Columbia, Dane, and Iowa counties.)
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Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
Other data utilized to inform goal settings includes:
(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)
Please see Attachment 1.

Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the following
goals for 2016:

Goal 1:
Category: Hiring
Data measure:
The hiring, educational and industry peer data we've looked at (available in Attachment 1) did not allow us
to pinpoint specifics for why we are experiencing underrepresentation in some job classes. We willc
ontinue to review additional data. Three catagories we will delve into are: 1) what the underrepresentation
looks like at peer transit agencies. For those doing better than we are, what
techniques are they using; 2) more specific data from previous recruitments to see why we don't have
more referrals from the underrepresented groups - do we need to focus on recruitments or are they
getting screened out by minimum qualifications; 3) look at more statistics from local technical schools
about who is getting the training we need or similar training.
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We will know we are successful when:
We can pinpoint where the issue is and make a goal based on whether we aren't getting the applicants,
they are being screened out by minimum qualifications or we can implement some ideas from other
systems that have better representation.
The following individual(s) are responsible for reporting on this data every two months to the department
head:
Ann Schroeder and Chuck Kamp

Goal 2:
Category: Culture
Data measure:
Continue having meetings at least 6 times a calendar year of a cross-sectional Equitable Workforce
Planning group in order to work on and hone our current short and long term goals and build on them with
new and adjusted goals. We would also like to work on making the team more inclusive for non-office
staff.
We will know we are successful when:
1) We have at least 6 meetings in 2016 and continue working on these goals; 2) Change the culture at
Metro to make an equitable workforce part of our routine thinking rather than just when an update is due;
3) Have a fully inclusive Equitable Workforce Planning Team where represented staff participates at the
same level as non-represented staff.
The following individual(s) are responsible for reporting on this data every two months to the department
head:
Ann Schroeder

Goal 3:
Category: Recruitment
Data measure:
Metro staff will attend at least 4 events per year targeted at building relationships with community
organizations representing our underrepresented groups to help us reach out to potential applicants from
those groups. Another benefit is that we can use those relationships when we need to reach out to
various communities regarding decisions for which we are using the Racial Equity Analysis Tool.
We will know we are successful when:
Staff has attended at least 4 events during 2016, and we have on-going contact with community
organizations representing people of color and women.

The following individual(s) are responsible for reporting on this data every two months to the department
head:
Fran Taylor, Jackie Bunch, Barry Garrett
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We will provide an update on these goals to Civil Rights for reporting to the mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.

Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:

Goal 1:
Category: Onboarding
Data measure:
Develop an onboarding team/process with several goals: 1) making new people feel part of the team and
making sure they have the tools/information to learn their jobs well; 2) promoting cross-cooperation and
understanding between Metro Transit units; 3) using this team to develop some strategies to potentially
help current employees who want to move up in the organization.
We will know we are successful when:
Success can be measured over time by regular progress in setting up the team and initiative and its
eventual implementation. As we use the process, success would look like better employee retention,
increased cooperation between units and a greater variety of applicants for promotion.
The following individual(s) are responsible for reporting on this data every two months to the department
head:
Teresa Santulli, Fran Taylor, Chue Lor

Goal 2:
Category: Culture
Data measure:
Work with City Human Resources and the Department of Civil Rights on benchmarks to make sure
applicants as well as current employees can successfully work with multicultural communities/co-workers
and customers/co-workers who have disabilities.
We will know we are successful when:
We have better connections with multicultural communities and people with disabilities. We increase our
employee numbers in underrepresented groups, our employees have a better understanding of racial
equity and our internal committees better represent our workforce. Some committee examples include:
the Metro Advisory Respect Group (MARG), the Culture & Engagement Team, and the Equitable
Workforce Team.
The following individual(s) are responsible for reporting on this data every two months to the department
head:
Ann Schroeder and Chuck Kamp
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Goal 3:
Category: Training
Data measure:
Educate employees about what racial equity is and make racial equity training (such as that available at
the YWCA) available to all employees in the organization over time.

We will know we are successful when:
Increase understanding about what racial equity is and increase the number of employees who have
received this training each year increases, and racial equity becomes a normalized topic of discussion at
Metro and something that we consider as part of our normal course of business.
The following individual(s) are responsible for reporting on this data every two months to the department
head:
Ann Schroeder, Barry Garrett, Chuck Kamp, Fran Taylor, Jackie Bunch, Ann Gullickson, Chue Lor,
Teresa Santulli

We will report on these goals to Civil Rights for reporting to the mayor, Affirmative Action Commission,
and Common Council at the end of each year.

Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tools three times in
2016. At least one of these tool applications will be on a hiring decision, if a hiring decision is made in
2016. The tool results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
 Hiring decision
 Policy or procedure development
 Community engagement meeting or plan
 Budget
 Contracts and purchasing
 Strategic plans
 Work plans
 Funding decisions
 Promotional decision or process
 Partnerships and collaborations
The Racial Equity and Social Justice Team is available to assist departments facilitation of tool
application. We will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative
Action Commission, and the Common Council on or before January 31, 2017.
The following individual(s) will be responsible for the RESJI tool implementation:
Ann Schroeder, Administrative Services Coordinator
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Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
 APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf

Section IX – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
impact on racial/ethnic affirmative action group members, women and people with disabilities. Such review
will include, but not be limited to, the following:
Dissemination of Policy Statement and Plan
1. Include policy statement and reference to Affirmative Action Plan in policy
manual.

Yes

No
Metro does not
have a policy
manual.

2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.
3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.
Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.
5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.
7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.
9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
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Dissemination of Policy Statement and Plan

Yes

No

10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red flagged position before making an employment offer.
Staff Development
11. Ensure all employees
opportunities.

equal

access

to

training

&

promotional

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.
13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.
Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.
16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.

Appendix A – Assessments
Please see Attachment 2.
The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
Anecdotal experiences heard from other City Employees
Department Head
One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
A representative from Racial Equity & Social Justice team
A representative from the Multicultural Affairs Committee
A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these
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MONONA TERRACE COMMUNITY AND CONVENTION CENTER

Section I – Cover Page

Monona Terrace
Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:
Monona Terrace
Equitable Workforce Plan Review Committee:
Gregg McManners
gmcmanners@mononaterrace.com
Kathi Hurtgen
khurtgen@mononaterrace.com
Bill Zeinemann, Fran Puleo, Connie Thompson
1 John Nolen Dr, Madison, WI 53703
608-261-4000
www.mononaterrace.com

Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.

Section III – Staff Responsibility
Our agency head Gregg McManners, or their replacement, is responsible for implementation of our
Affirmative Action Plan.
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Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
Currently, the Madison community demographics and our departmental demographics are as follows:
(The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison. Department data is from July 30, 2015 and includes all employees,
including hourly and seasonal employees.)

Madison Community*
TOTAL
SEX

Departme nt

% Difference

233,209

%

185

%

%

Male

114,832

49.24%

128

69.19%

19.95%

Female

118,377

50.76%

57

30.81%

-19.95%

RACE
White

184,030

78.91%

156

84.32%

5.41%

Black or African American

16,926

7.26%

15

8.11%

0.85%

Asian

17,211

7.38%

0

0.00%

-7.38%

Some other race**

13,960

5.99%

3

1.62%

-4.36%

1,001

0.43%

3

1.62%

1.19%

81

0.03%

15,948

6.84%

American Indian and Alaska Native
Native Hawaiian and other Pacific Islander
ETHNICITY
Hispanic or Latino (of any race)

8

4.32%

-2.51%

*The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and
Housing Characteristics: 2010. It is limited to the City of Madison.
**Some other race includes "Two or More Races" and "Some Other Race" categories.

Currently, the availability data for our department is as follows:
(This data is from the permanent employees and U.S. census 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA)
which includes Columbia, Dane, and Iowa counties.)

The Annual Placement Goals are determined with an underutilization analysis of incumbency and relevant labor market availability of qualified
women or people of color (known as minorities in the past). All selection decisions are made in a nondiscriminatory manner and a placement
goal is not justification for selecting an individual based on their protected class. Source: Permanent Employees & US Census 2010 EEO Data Tool
Madison, WI (MSA)
Total # of
Employees

# of
Women
Employees

Women
Incumbency

Women
Goal*

Availability
Met?

Difference
to goal
(+/-)

# of Racial
Ethnic
Employees

Racial
Ethnic
Incumbency

Racial
Ethnic
Goal*

Availability
Met?

Difference
to goal
(+/-)

1 - Officials &
Administrators

3

1

33.33%

43.90%

Yes

-10.57%

0

0.00%

6.20%

No

-6.20%

2 - Professionals

13

7

53.85%

53.80%

No

0.05%

2

15.38%

9.80%

Yes

5.58%

3 - Technicians
5Paraprofessionals
6Administrative

2

0

0.00%

50.80%

No

-50.80%

0

0.00%

10.80%

No

-10.80%

7

6

85.71%

57.90%

Yes

27.81%

2

28.57%

9.00%

Yes

19.57%

12

7

58.33%

62.00%

No

-3.67%

0

0.00%

8.20%

No

-8.20%
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Support
7 - Skilled Craft
Workers
8 - Service
Maintenance
TOTAL

93

19

20.43%

6.30%

Yes

14.13%

7

7.53%

5.90%

Yes

1.63%

55

17

30.91%

43.30%

No

-12.39%

18

32.73%

13.40%

Yes

19.33%

185

57

29

Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
Other data utilized to inform goal settings includes:
(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)
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Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the following
goals for 2016:

Goal 1:
Category: Training
Data measure:
Require all staff at MT to attend RESJI Part I training in 2016.

We will know we are successful when:
100% of staff complete this training.

The following individual(s) are responsible for reporting on this data every quarter to the department
head:
Kathi Hurtgen

Goal 2:
Category: Training
Data measure:
Require all management staff to complete Unconscious Bias training in 2016.

We will know we are successful when:
100% of mangers have completed training.

The following individual(s) are responsible for reporting on this data every quarter to the department
head:
Associate Directors; Kathi Hurtgen and Bill Zeinemann

Goal 3:
Category: Hiring
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Data measure:
Review the diversity of the application pool for 2015 hiring with Human Resources

We will know we are successful when:
Review completed

The following individual(s) are responsible for reporting on this data every annually to the department
head:
Connie Thompson, Mike Waters

We will provide an update on these goals to Civil Rights for reporting to the mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.

Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:

Goal 1:
Category: Recruitment
Data measure:
Create a posting location/site list for every position at Monona Terrace to prepare for future hiring.

We will know we are successful when:
100% of jobs have a posting location/site list.

The following individual(s) are responsible for reporting on this data every annually to the department
head:
Kathi Hurtgen

Goal 2:
Category: Recruitment
Data measure:
Increase the diversity of applicants to Administration, Technician, and Service positions at MT.
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We will know we are successful when:
Diversity is greater than the 2015 benchmark.

The following individual(s) are responsible for reporting on this data every annually to the department
head:
Kathi Hurtgen

Goal 3:
Category: Training
Data measure:
Give the option to all MT employees to attend the Leadership Academy through the City HR offerings.

We will know we are successful when:
A greater percentage than the 2015 levels of employees have completed this training.

The following individual(s) are responsible for reporting on this data every annually to the department
head:
Kathi Hurtgen

We will report on these goals to Civil Rights for reporting to the mayor, Affirmative Action Commission,
and Common Council at the end of each year.

Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tools three times in
2016. At least one of these tool applications will be on a hiring decision, if a hiring decision is made in
2016. The tool results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
 Hiring decision
 Policy or procedure development
 Community engagement meeting or plan
 Budget
 Contracts and purchasing
 Strategic plans
 Work plans
 Funding decisions
 Promotional decision or process
 Partnerships and collaborations
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The Racial Equity and Social Justice Team is available to assist departments facilitation of tool
application. We will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative
Action Commission, and the Common Council on or before January 31, 2017.
The following individual(s) will be responsible for the RESJI tool implementation:
Kathi Hurtgen, Associate Director

Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
 APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf

Section IX – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
impact on racial/ethnic affirmative action group members, women and people with disabilities. Such review
will include, but not be limited to, the following:
Dissemination of Policy Statement and Plan

Yes

No

1. Include policy statement and reference to Affirmative Action Plan in policy
manual.
2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.
3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.
Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.
5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.
7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
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Dissemination of Policy Statement and Plan

Yes

No

Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.
9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red flagged position before making an employment offer.
Staff Development
11. Ensure all employees
opportunities.

equal

access

to

training

&

promotional

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.
13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.
Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.
16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.

Appendix A – Assessments
Department

Strategy

Monona Terrace

Hiring Recruitment

Assure supplemental questions
are relevant to the position, and
have benchmarks instead of only
a number scoring criteria

We already do this.

Hiring Recruitment

Attend targeted recruitment
events (Urban League, YWCA,
Job Mob)

We already do this.
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Hiring Recruitment

Diversify supplemental question
and interview panels. Include
people of color, women, staff
from all levels, community
members, MAC, WIC, RESJI
team members

We already do this.

Hiring Recruitment

Hire employees at trainee level
and train them up

We already do this.

Hiring Recruitment

Interview all candidates who
meet the minimum qualifications

We already do this.

Hiring Recruitment

Invest time in Division of
Vocational Rehabilitation and/or
W2 Workers

We already do this.

Hiring Recruitment

Participate in: AASPIRE
Internships, Wanda Fullmore
Youth Internship Program, Other
field-specific Internship
Programs

We already do this.

Hiring Recruitment

Post most jobs open and
competitive. Post jobs internal
when there is a diverse pool

We already do this.

Hiring Recruitment

Review job postings to assure
minimum skill, knowledge, and
education requirements are
actually needed

We already do this.

Hiring Recruitment

Review tests to make sure they
are relevant to the position tasks.

We already do this.

Hiring Recruitment

Switch up interview panels. Do
not use the same people over
and over

We already do this.

Hiring Recruitment

Use benchmarks for interview
questions instead of a number
scoring criteria

We already do this.

Hiring Recruitment
Hiring Recruitment

Use random selection with many
applicants
Utilize behavioral interview
questions

We already do this.
We already do this.

Orientation Onboarding
Promotion Retention

Assure promotional possibilities
for diverse staff (see below)

We already do this.

Orientation Onboarding
Promotion Retention

Build in a career ladder

We already do this.

Orientation Onboarding
Promotion Retention

Clean out and stock work
bench/space/desk/cubicle/office

We already do this.

Orientation Onboarding
Promotion Retention

Conduct exit interviews upon
retirement and/or when
employees leave

We already do this.
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Orientation Onboarding
Promotion Retention

Create a training program that
gives staff skills to promote in
future

We already do this.

Orientation Onboarding
Promotion Retention

Develop employee-specific onboarding plans in conjunction
with HR

We already do this.

Orientation Onboarding
Promotion Retention

Encourage diverse applicants to
apply for open promotional
positions

We already do this.

Orientation Onboarding
Promotion Retention

Ensure all staff, especially
diverse staff, have access to
trainings at an equal rate as their
colleagues

We already do this.

Orientation Onboarding
Promotion Retention

Have a pool of leaders who can
fill in as supervisor

We already do this.

Orientation Onboarding
Promotion Retention

Hold all staff meetings or all unit
meetings as often as possible

We already do this.

Orientation Onboarding
Promotion Retention

Hold one on one meetings with
new staff and executive
management member

We already do this.

Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention

Introduce new staff to existing
staff
Move from part time to full time
positions
Order business cards if
applicable

Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention

Promote from within only if
internal pool is more diverse than
community at large
Provide job shadowing with
diverse staff
Provide tours of offices and all
facilities

We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.

Orientation Onboarding
Promotion Retention

Schedule employees to attend
HR's new employee training:
First day of work, and all-day
session offered two times per
year

We already do this.

Orientation Onboarding
Promotion Retention

Set goals for the employee and
share them with their assigned
trainer(s)

We already do this.

Hiring Recruitment

Allow candidates to come in
early and review at least some
interview questions

It would require minimal
effort.

Hiring Recruitment

Assign diverse staff to be your
department's Civil Rights
Coordinator

It would require minimal
effort.
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Hiring Recruitment

Assure "working with
multicultural populations" is
included in the position
description of all jobs

It would require minimal
effort.

Hiring Recruitment

Assure all people reviewing
supplemental questions or
serving on interview panels
attend implicit bias training

It would require minimal
effort.

Hiring Recruitment

Assure diverse staff have contact
with the community

It would require minimal
effort.

Hiring Recruitment

Be strategic about hiring diverse
seasonal employees, so they
can eventually work full time for
the organization

It would require minimal
effort.

Hiring Recruitment

Benchmark ability to successfully
work with multicultural
communities

It would require minimal
effort.

Hiring Recruitment

Benchmark ability to successfully
work with multicultural
communities in any
supplemental questions

It would require minimal
effort.

Hiring Recruitment

Budget for these strategies
(advertising, internships, etc.)

It would require minimal
effort.

Hiring Recruitment

Collaborate with HR and DCR on
any or all of the strategies. If you
do not know how to do some of
these things, just ask!

It would require minimal
effort.

Hiring Recruitment

Create an advisory team to help
with department hiring goals.
Include diverse staff, Civil Rights
Coordinator, representatives
from Racial Equity and Social
Justice Initiative (RESJI),
Multicultural Affairs Committee
(MAC), Women's Initiatives
Committee (WIC)

It would require minimal
effort.

Hiring Recruitment

Have a clear justification for who
should be hired, besides a point
score

It would require minimal
effort.

Hiring Recruitment

Have apprenticeship and/or
practicum programs

It would require minimal
effort.

Hiring Recruitment

If HR and DCR indicate there is
not a diverse applicant pool after
a position closes, extend the
deadline and strategize about
how to attract more diverse
applicants

It would require minimal
effort.
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Hiring Recruitment

Interview people at targeted
recruitment events whenever
possible

It would require minimal
effort.

Hiring Recruitment

Offer training to high school
and/or college students and
related programs

It would require minimal
effort.

Hiring Recruitment

Post jobs to a wide variety of
diverse places: City Facebook,
Linkedin, Metro Buses,
Affirmative Action Email List (city
email list), UW System, Monster,
Career Builder, Milwaukee
Journal-Sentinel On-Line, Fieldspecific resources, targeted
mailings to local certificate or
license holders

It would require minimal
effort.

Post some jobs as bilingual
(Spanish/Hmong) required
Recruit from other diverse city
agencies
Recruit from outside of the City
of Madison

It would require minimal
effort.
It would require minimal
effort.
It would require minimal
effort.

Hiring Recruitment

Use the Equity Impact Analysis &
Equitable Hiring Checklist well
before hire

It would require minimal
effort.

Orientation Onboarding
Promotion Retention

Connect new employees to
diverse activities
(MAC/WIC/RESJI)

It would require minimal
effort.

Orientation Onboarding
Promotion Retention

If incoming employee is the only
woman or only person of color,
send the current workgroup to
implicit bias training and/or
sensitivity training (work with
DCR)

It would require minimal
effort.

Orientation Onboarding
Promotion Retention

Offer cross-training of most or all
jobs

It would require minimal
effort.

Orientation Onboarding
Promotion Retention

Provide promotional candidates
with specific feedback about how
they can improve if they are not
selected for a promotion

It would require minimal
effort.

Orientation Onboarding
Promotion Retention

Send staff to YWCA Racial
Justice Trainings, implicit bias
training, and/or other sensitivity
training

It would require minimal
effort.

Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
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Hiring Recruitment

Have staff representation at
meetings in the community,
participate in diverse community
events and ongoing meetings

It would require a lot of effort.

Hiring Recruitment

Reach out to any or all of the
following on a regular basis (not
an exhaustive list): RESJI, MAC,
WIC, high schools, Job Center,
Boys & Girls Club, any
community center, school
counselors, Technical Colleges,
UW Career Services, etc.

It would require a lot of effort.

Orientation Onboarding
Promotion Retention

Assign a diverse group of staff to
train the new person, even if that
means finding external trainers
or mentors

It would require a lot of effort.

Orientation Onboarding
Promotion Retention

Develop a
Mentorship/Buddies/Ambassador
Program

It would require a lot of effort.

Culture Training Other

Acknowledge work
accomplishments

We already do this.

Culture Training Other

All supervisors and managers all
attend supervisory academy

We already do this.

Culture Training Other

Allow front lines staff to attend
trainings downtown and
elsewhere on work time

We could do this with
minimal effort.

Culture Training Other

Ask/assess people what skills
they need and provide training
that matches

We already do this.

Culture Training Other
Culture Training Other
Culture Training Other

Be intentional about working with
a diverse populations
Connect all members to goals
and vision of organization
Create a directory with photos

We could do this with
minimal effort.
We already do this.
We already do this.

Culture Training Other

Dedicate budget resources to
training, and ensure those
resources are equitably
distributed among management,
professional staff, administrative
support, field staff, etc.

We could do this with a lot of
effort.

Culture Training Other

Develop a staff committee to
work on this

We could do this with
minimal effort.

Culture Training Other

Encourage all employees to get
certifications relevant to field,
provide space, time, and
resources

We already do this.
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Culture Training Other

Encourage employees to attend
any city sponsored training

We already do this.

Culture Training Other

Encourage transparency, do not
let staff hold on to important
operating information

We already do this.

Culture Training Other

Ensure all staff, especially
diverse staff, have access to
trainings at an equal rate as their
colleagues

We already do this.

Culture Training Other

Ensure relationship building with
outside stakeholders, including
engagement and outreach

We could do this with
minimal effort.

Culture Training Other

Expand workplace social events
and open them to families

We already do this.

Culture Training Other

Focus on employee wellness of
mind and body

We already do this.

Culture Training Other

Get civil rights coordinators more
involved in the hiring process copy them when a position is red
flagged in their department

We already do this.

Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other

Have a diversity
committee/affinity group
Have a space where all
employees can gather for
lunch/breaks
Have meetings at the beginning
of work shifts
Have multi-department staff
meetings

We could do this with
minimal effort.
We already do this.
We already do this.
We already do this.

Culture Training Other

Hold all staff meetings or all unit
meetings as often as possible

We already do this.

Culture Training Other

Hold one on one meetings with
new staff and executive
management member

We already do this.

Culture Training Other
Culture Training Other

Implement department-wide
email access
Increase restroom access for
field employees

We already do this.
We already do this.

Culture Training Other

Management stops Harassment
and Discrimination immediately
when aware

We already do this.

Culture Training Other

Maximize existing diversity within
the organization

We could do this with
minimal effort.
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Offer to pay for employee
certification and licenses
Partner with DCR and HR for
ideas and implementation
Provide a way for staff to give
anonymous feedback about
agency to management and their
peers
Provide all staff with cross
training and shadowing
Provide flexible schedules
Provide many levels of training:
on the job training, new
employee training, ongoing
training
Rotate staff meeting facilitation
among all staff
Schedule gatherings such as
potlucks, lunch and learns, etc.
Send staff to external training
opportunities
Send staff to YWCA Racial
Justice Trainings
Set department goals that
everyone works towards
Survey staff and make changes
based on results

We already do this.
We already do this.

We already do this.

We already do this.
We already do this.
We already do this.

We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.

Culture Training Other

Talk about race, bias, prejudice
openly and safely, with
moderated conversations as
needed

We already do this.

Culture Training Other

Target training to hourly staff and
entry level so they receive skills
to pass tests and have skills to
promote

We could do this with
minimal effort.

Culture Training Other

Watch "cliques" and staff
divisions

We already do this.

Who provided you with this
feedback? (Select all that
apply)
Orientation Onboarding
Promotion Retention

A representative from my
department's culture and
engagement team

Hiring Recruitment

A representative from Racial
Equity & Social Justice team
member

Orientation Onboarding
Promotion Retention

A representative from Racial
Equity & Social Justice team
member
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A representative from the
women's initiates committee
Front lines staff in my
department
My Department Head
My Department Head
My own experiences
My own experiences

The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
Anecdotal experiences heard from other City Employees
Department Head
One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
A representative from Racial Equity & Social Justice team
A representative from the Multicultural Affairs Committee
A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these
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MUNICIPAL COURT

Section I – Cover Page

MUNICIPAL COURT
Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:
MUNICIPAL COURT
Equitable Workforce Plan Review Committee:
Daniel Koval
dkoval@cityofmadison.com
Erin Nuñez
enunez@cityofmadison.com

210 Martin Luther King Jr. Blvd. Room 203, Madison WI 53703
608-264-9282
http://www.cityofmadison.com/municipalcourt

Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.

Section III – Staff Responsibility
Our agency head Daniel Koval, or their replacement, is responsible for implementation of our Affirmative
Action Plan.
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Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
Currently, the Madison community demographics and our departmental demographics are as follows:
(The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison. Department data is from July 30, 2015 and includes all employees,
including hourly and seasonal employees.)

Madison Community*
TOTAL

%
Difference

Department
233,209

%

6

%

%

Male

114,832

49.24%

2

33.33%

-15.91%

Female

118,377

50.76%

4

66.67%

15.91%

SEX

RACE
White

184,030

78.91%

6

100.00%

21.09%

Black or African American

16,926

7.26%

0

0.00%

-7.26%

Asian

17,211

7.38%

0

0.00%

-7.38%

Some other race**

13,960

5.99%

0

0.00%

-5.99%

1,001

0.43%

0

0.00%

-0.43%

81

0.03%

15,948

6.84%

American Indian and Alaska Native
Native Hawaiian and other Pacific Islander
ETHNICITY
Hispanic or Latino (of any race)

0

0.00%

-6.84%

*The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and
Housing Characteristics: 2010. It is limited to the City of Madison.
**Some other race includes "Two or More Races" and "Some Other Race" categories.

Our department consists of the municipal judge, four judicial clerks and one special worker.
Currently, the availability data for our department is as follows:
(This data is from the permanent employees and U.S. census 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA)
which includes Columbia, Dane, and Iowa counties.)

Municipal Court Job Family Availability
The Annual Placement Goals are determined with an underutilization analysis of incumbency and relevant labor market availability of qualified
women or people of color (known as minorities in the past). All selection decisions are made in a nondiscriminatory manner and a placement
goal is not justification for selecting an individual based on their protected class. Source: Permanent Employees & US Census 2010 EEO Data
Tool Madison, WI (MSA)

1 - Officials and
Administrators
5Paraprofessionals
6Administrative
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Total # of
Employees

# of
Women
Employees

Women
Incumbency

Women
Goal*

Availability
Met?

Difference
to goal
(+/-)

# of Racial
Ethnic
Employees

Racial
Ethnic
Incumbency

Racial
Ethnic
Goal*

Availability
Met?

Difference
to goal
(+/-)

1

0

0.00%

43.90%

No

-43.90%

0

0.00%

6.20%

No

-6.20%

2

2

100.00%

57.90%

Yes

42.10%

0

0.00%

9.00%

No

-9.00%

3

2

66.67%

62.00%

Yes

4.67%

0

0.00%

8.20%

No

-8.20%
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Support
TOTAL

6

4

0

Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
Other data utilized to inform goal settings includes:
(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)
Turnover data for our department:
Our department is small in size and has little turnover. Our staff has a tenure of 8 to 20 years
with the department. Our most recent hire was in 2007. We do not anticipate any turnover in the near
future and therefore did not set any goals around hiring. If hiring needs arise we intend to meet with
Human Resources and Civil Rights to develop a recruitment plan that takes into account department
needs and our goal to demographically represent the people we serve.
Previous recruitment data for our department:
Prior recruitments have not yielded a diverse candidate pool. Human Resources is unable to
provide any information on demographics of previous applicant pools because their current records
system only stores information dating back to 2011. Previous records were requested from Human
Resources but were not available and/or not made available to our department.
Previous date regarding utilization of AASPIRE or Wanda Fullmore Interns:
Our deparment has been unable to use interns due to confidentiality concerns. Defendants'
personal information is confidential as is vehicle information. Juvenile cases are completely confidential.
Additional issues arise surrounding the bonding requirement.
Other:
The municipal judge is an elected official (one of only two such positions within city departments).
This position represents 20% of our core workforce and is independent of department hiring decisions.

Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the following
goals for 2016:

Goal 1:
Category: Training
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Data measure:
All clerks will attend the Wisconsin Municipal Court Clerk Seminar at least bi-annually and will share
information learned with other staff. All clerks will be members of the Wisconsin Municipal Court Clerk
Association in good standing to have access to future core training opportunities.
We will know we are successful when:
All staff have successfully completed the training per department schedule.

The following individual(s) are responsible for reporting on this data every year to the department head:
Christie Zamber

Goal 2:
Category: Culture
Data measure:
All staff will attend the City's diversity and implicit bias training in 2016.

We will know we are successful when:
All staff have successfully completed the training.

The following individual(s) are responsible for reporting on this data every year to the department head:
Christie Zamber

Goal 3:
Category: Culture
Data measure:
Schedule all-staff gatherings or potlucks at least twice per year.

We will know we are successful when:
All staff are involved in planning the events and the events are attended by at least 75% of the staff.

The following individual(s) are responsible for reporting on this data every year to the department head:
Erin Nuñez
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We will provide an update on these goals to Civil Rights for reporting to the mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.

Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:

Goal 1:
Category: Training
Data measure:
Department will continue to invest in and develop existing staff. We will provide many levels of training to
staff, to include on the job training and outside training.
Allocate budget resources to training.
We will know we are successful when:
All staff have access to and attend trainings, preferably annually.

The following individual(s) are responsible for reporting on this data every year to the department head:
Christie Zamber

Goal 2:
Category: Culture
Data measure:
Be intentional about serving diverse populations in an internal and external capacity.

We will know we are successful when:
All staff treat persons of different cultures in a culturally sensitive manner that respects and celebrates
their diversity.

The following individual(s) are responsible for reporting on this data every year to the department head:
all staff

Goal 3:
Category: Retention
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Data measure:
Provide flexible schedules to accommodate staff.

We will know we are successful when:
All staff are provided with a flexible schedule based upon their specific needs and department needs.

The following individual(s) are responsible for reporting on this data every year to the department head:
Christie Zamber

We will report on these goals to Civil Rights for reporting to the mayor, Affirmative Action Commission,
and Common Council at the end of each year.

Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tools three times in
2016. At least one of these tool applications will be on a hiring decision, if a hiring decision is made in
2016. The tool results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
 Hiring decision
 Policy or procedure development
 Community engagement meeting or plan
 Budget
 Contracts and purchasing
 Strategic plans
 Work plans
 Funding decisions
 Promotional decision or process
 Partnerships and collaborations
The Racial Equity and Social Justice Team is available to assist departments facilitation of tool
application. We will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative
Action Commission, and the Common Council on or before January 31, 2017.
The following individual(s) will be responsible for the RESJI tool implementation:
Daniel Koval, Erin Nuñez

Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
 APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf
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Section IX – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
impact on racial/ethnic affirmative action group members, women and people with disabilities. Such review
will include, but not be limited to, the following:
Dissemination of Policy Statement and Plan

Yes

No

1. Include policy statement and reference to Affirmative Action Plan in policy
manual.
2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.
3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.
Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.
5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.
7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.
9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red flagged position before making an employment offer.
Staff Development
11. Ensure all employees
opportunities.
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Dissemination of Policy Statement and Plan

Yes

No

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.
13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.
Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.
16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.

Appendix A – Assessments
Department

Strategy

Municipal Court

Culture Training Other

Survey staff and make changes
based on results
Set department goals that
everyone works towards
Management stops Harassment
and Discrimination immediately
when aware

We already do this.

Acknowledge work
accomplishments
Schedule gatherings such as
potlucks, lunch and learns, etc.
Have meetings at the beginning
of work shifts
Be intentional about working with
a diverse populations
Talk about race, bias, prejudice
openly and safely, with
moderated conversations as
needed

We already do this.

Watch "cliques" and staff
divisions
Partner with DCR and HR for
ideas and implementation
Hold all staff meetings or all unit
meetings as often as possible

We already do this.

Culture Training Other
Culture Training Other

Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other

Culture Training Other
Culture Training Other
Culture Training Other
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Have multi-department staff
meetings
Have a space where all
employees can gather for
lunch/breaks

We already do this.

Culture Training Other

Ensure all staff, especially
diverse staff, have access to
trainings at an equal rate as their
colleagues

We already do this.

Culture Training Other

Provide many levels of training:
on the job training, new
employee training, ongoing
training

We already do this.

Culture Training Other

All supervisors and managers all
attend supervisory academy

We already do this.

Culture Training Other

Provide all staff with cross
training and shadowing
Dedicate budget resources to
training, and ensure those
resources are equitably
distributed among management,
professional staff, administrative
support, field staff, etc.

We already do this.

Culture Training Other

Encourage employees to attend
any city sponsored training

We already do this.

Culture Training Other

Encourage all employees to get
certifications relevant to field,
provide space, time, and
resources

We already do this.

Culture Training Other

Allow front lines staff to attend
trainings downtown and
elsewhere on work time

We already do this.

Culture Training Other

Send staff to external training
opportunities
Connect all members to goals
and vision of organization
Maximize existing diversity within
the organization
Provide flexible schedules
Increase restroom access for
field employees
Implement department-wide
email access
Collaborate with HR and DCR on
any or all of the strategies. If you
do not know how to do some of
these things, just ask!

We already do this.

Culture Training Other

Culture Training Other

Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Hiring Recruitment
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Hiring Recruitment

Reach out to any or all of the
following on a regular basis (not
an exhaustive list): RESJI, MAC,
WIC, high schools, Job Center,
Boys & Girls Club, any
community center, school
counselors, Technical Colleges,
UW Career Services, etc.

We already do this.

Hiring Recruitment

Have staff representation at
meetings in the community,
participate in diverse community
events and ongoing meetings

We already do this.

Hiring Recruitment

Assure diverse staff have contact
with the community
Assign diverse staff to be your
department's Civil Rights
Coordinator

We already do this.

Recruit from outside of the City
of Madison
Review job postings to assure
minimum skill, knowledge, and
education requirements are
actually needed

We already do this.

Post some jobs as bilingual
(Spanish/Hmong) required
Post most jobs open and
competitive. Post jobs internal
when there is a diverse pool

We already do this.

Hiring Recruitment

Post jobs to a wide variety of
diverse places: City Facebook,
Linkedin, Metro Buses,
Affirmative Action Email List (city
email list), UW System, Monster,
Career Builder, Milwaukee
Journal-Sentinel On-Line, Fieldspecific resources, targeted
mailings to local certificate or
license holders

We already do this.

Hiring Recruitment

Assure supplemental questions
are relevant to the position, and
have benchmarks instead of only
a number scoring criteria

We already do this.

Hiring Recruitment

Review tests to make sure they
are relevant to the position tasks.

We already do this.

Hiring Recruitment

Hiring Recruitment
Hiring Recruitment

Hiring Recruitment
Hiring Recruitment
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Hiring Recruitment

Diversify supplemental question
and interview panels. Include
people of color, women, staff
from all levels, community
members, MAC, WIC, RESJI
team members

We already do this.

Hiring Recruitment

Utilize behavioral interview
questions
Use benchmarks for interview
questions instead of a number
scoring criteria

We already do this.

Hiring Recruitment

Have a clear justification for who
should be hired, besides a point
score

We already do this.

Orientation Onboarding
Promotion Retention

Clean out and stock work
bench/space/desk/cubicle/office

We already do this.

Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention

Order business cards if
applicable
Schedule employees to attend
HR's new employee training:
First day of work, and all-day
session offered two times per
year

We already do this.

Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention

Introduce new staff to existing
staff
Provide tours of offices and all
facilities
Encourage diverse applicants to
apply for open promotional
positions

We already do this.

Orientation Onboarding
Promotion Retention

Ensure all staff, especially
diverse staff, have access to
trainings at an equal rate as their
colleagues

We already do this.

Culture Training Other

Create a directory with photos

Culture Training Other

Have a diversity
committee/affinity group
Hold one on one meetings with
new staff and executive
management member

It would require minimal
effort.
It would require minimal
effort.
It would require minimal
effort.

Hiring Recruitment

Culture Training Other

We already do this.

We already do this.

We already do this.
We already do this.

Culture Training Other

Expand workplace social events
and open them to families

It would require minimal
effort.

Culture Training Other

Send staff to YWCA Racial
Justice Trainings

It would require minimal
effort.
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Culture Training Other

Get civil rights coordinators more
involved in the hiring process copy them when a position is red
flagged in their department

It would require minimal
effort.

Culture Training Other

Develop a staff committee to
work on this
Focus on employee wellness of
mind and body
Create an advisory team to help
with department hiring goals.
Include diverse staff, Civil Rights
Coordinator, representatives
from Racial Equity and Social
Justice Initiative (RESJI),
Multicultural Affairs Committee
(MAC), Women's Initiatives
Committee (WIC)

It would require minimal
effort.
It would require minimal
effort.
It would require minimal
effort.

Budget for these strategies
(advertising, internships, etc.)
Recruit from other diverse city
agencies
Assure "working with
multicultural populations" is
included in the position
description of all jobs

It would require minimal
effort.
It would require minimal
effort.
It would require minimal
effort.

Hiring Recruitment

Benchmark ability to successfully
work with multicultural
communities in any
supplemental questions

It would require minimal
effort.

Hiring Recruitment

Switch up interview panels. Do
not use the same people over
and over

It would require minimal
effort.

Hiring Recruitment

Allow candidates to come in
early and review at least some
interview questions

It would require minimal
effort.

Hiring Recruitment

Benchmark ability to successfully
work with multicultural
communities

It would require minimal
effort.

Hiring Recruitment

Assure all people reviewing
supplemental questions or
serving on interview panels
attend implicit bias training

It would require minimal
effort.

Orientation Onboarding
Promotion Retention

If incoming employee is the only
woman or only person of color,
send the current workgroup to
implicit bias training and/or
sensitivity training (work with
DCR)

It would require minimal
effort.

Culture Training Other
Hiring Recruitment

Hiring Recruitment
Hiring Recruitment
Hiring Recruitment

11/2/2015-EWplan2016.doc

240

CITY OF MADISON

EQUITABLE WORKFORCE PLAN: 2016-2021

Orientation Onboarding
Promotion Retention

Set goals for the employee and
share them with their assigned
trainer(s)

It would require minimal
effort.

Orientation Onboarding
Promotion Retention

Send staff to YWCA Racial
Justice Trainings, implicit bias
training, and/or other sensitivity
training

It would require minimal
effort.

Orientation Onboarding
Promotion Retention

Connect new employees to
diverse activities
(MAC/WIC/RESJI)

It would require minimal
effort.

Orientation Onboarding
Promotion Retention

Hold one on one meetings with
new staff and executive
management member

It would require minimal
effort.

Orientation Onboarding
Promotion Retention

Conduct exit interviews upon
retirement and/or when
employees leave

It would require minimal
effort.

Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention

Have a pool of leaders who can
fill in as supervisor
Provide promotional candidates
with specific feedback about how
they can improve if they are not
selected for a promotion

It would require minimal
effort.
It would require minimal
effort.

Culture Training Other

Encourage transparency, do not
let staff hold on to important
operating information

It would require a lot of effort.

Culture Training Other

Provide a way for staff to give
anonymous feedback about
agency to management and their
peers

It would require a lot of effort.

Culture Training Other

Ensure relationship building with
outside stakeholders, including
engagement and outreach

It would require a lot of effort.

Culture Training Other

Ask/assess people what skills
they need and provide training
that matches

It would require a lot of effort.

Hiring Recruitment

Use the Equity Impact Analysis &
Equitable Hiring Checklist well
before hire

It would require a lot of effort.

Hiring Recruitment

If HR and DCR indicate there is
not a diverse applicant pool after
a position closes, extend the
deadline and strategize about
how to attract more diverse
applicants

It would require a lot of effort.

Hiring Recruitment

Interview all candidates who
meet the minimum qualifications

It would require a lot of effort.

11/2/2015-EWplan2016.doc

241

CITY OF MADISON

EQUITABLE WORKFORCE PLAN: 2016-2021

Orientation Onboarding
Promotion Retention

Assign a diverse group of staff to
train the new person, even if that
means finding external trainers
or mentors

It would require a lot of effort.

Orientation Onboarding
Promotion Retention

Develop employee-specific onboarding plans in conjunction
with HR

It would require a lot of effort.

Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention

Provide job shadowing with
diverse staff
Develop a
Mentorship/Buddies/Ambassador
Program

It would require a lot of effort.

Orientation Onboarding
Promotion Retention

Hold all staff meetings or all unit
meetings as often as possible

It would require a lot of effort.

Orientation Onboarding
Promotion Retention

Assure promotional possibilities
for diverse staff (see below)

It would require a lot of effort.

Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention

Build in a career ladder

It would require a lot of effort.

Promote from within only if
internal pool is more diverse than
community at large

It would require a lot of effort.

Orientation Onboarding
Promotion Retention

Create a training program that
gives staff skills to promote in
future

It would require a lot of effort.

Orientation Onboarding
Promotion Retention
Culture Training Other

Offer cross-training of most or all
jobs
Rotate staff meeting facilitation
among all staff
Target training to hourly staff and
entry level so they receive skills
to pass tests and have skills to
promote

It would require a lot of effort.

Offer to pay for employee
certification and licenses
Be strategic about hiring diverse
seasonal employees, so they
can eventually work full time for
the organization

We could not do this.

Hire employees at trainee level
and train them up
Have apprenticeship and/or
practicum programs
Offer training to high school
and/or college students and
related programs

We could not do this.

Invest time in Division of
Vocational Rehabilitation and/or
W2 Workers

We could not do this.

Culture Training Other

Culture Training Other
Hiring Recruitment

Hiring Recruitment
Hiring Recruitment
Hiring Recruitment

Hiring Recruitment
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Hiring Recruitment

Participate in: AASPIRE
Internships, Wanda Fullmore
Youth Internship Program, Other
field-specific Internship
Programs

We could not do this.

Hiring Recruitment

Attend targeted recruitment
events (Urban League, YWCA,
Job Mob)

We could not do this.

Hiring Recruitment

We could not do this.

Hiring Recruitment

Use random selection with many
applicants
Interview people at targeted
recruitment events whenever
possible

Orientation Onboarding
Promotion Retention

Move from part time to full time
positions

We could not do this.

We could not do this.

The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
Anecdotal experiences heard from other City Employees
Department Head
One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
A representative from Racial Equity & Social Justice team
A representative from the Multicultural Affairs Committee
A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these
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PARKS DIVISION

Section I – Cover Page

Department of Public Works
Parks Division
Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:
Department of Public Works
Parks Division
Equitable Workforce Plan Review Committee:
Eric Knepp, Parks Division Superintendent
eknepp@cityofmadison.com
Joanne Austin, Parks Division Civil Rights Coordinator
jaustin@cityofmadison.com
David Albino, Parks Financial & Administrative Services Coordinator
Kathleen Kane, Landscape Architect
New Lor, Maintenance Mechanic
Kristin Mathews, Parks Operations Leadworker
Jacob Tisue, WPCRC Manager
210 Martin Luther King, Jr. Blvd., Rm. 104
Madison, WI 53701
(608) 266-4711
http://www.cityofmadison.com/parks/

Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.
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Section III – Staff Responsibility
Our agency head Eric Knepp, Parks Division Superintendent, or their replacement, is responsible for
implementation of our Affirmative Action Plan.

Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
Currently, the Madison community demographics and our departmental demographics are as follows:
(The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison. Department data is from July 30, 2015 and includes all employees,
including hourly and seasonal employees.)

Madison Community*
TOTAL
SEX

%
Difference

Departme nt
233,209

%

504

%

%

Male

114,832

49.24%

327

64.88%

15.64%

Female

118,377

50.76%

177

35.12%

-15.64%

RACE
White

184,030

78.91%

455

90.28%

11.37%

Black or African American

16,926

7.26%

19

3.77%

-3.49%

Asian

17,211

7.38%

10

1.98%

-5.40%

Some other race**

13,960

5.99%

6

1.19%

-4.80%

1,001

0.43%

2

0.40%

-0.03%

81

0.03%

15,948

6.84%

American Indian and Alaska Native
Native Hawaiian and other Pacific Islander
ETHNICITY
Hispanic or Latino (of any race)

12

2.38%

-4.46%

*The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and
Housing Characteristics: 2010. It is limited to the City of Madison.
**Some other race includes "Two or More Races" and "Some Other Race" categories.

Currently, the availability data for Madison Parks is as follows:
(This data is from the permanent employees and U.S. census 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA)
which includes Columbia, Dane, and Iowa counties.)

Parks Job Family Availability
The Annual Placement Goals are determined with an underutilization analysis of incumbency and relevant labor market availability of qualified women
or people of color (known as minorities in the past). All selection decisions are made in a nondiscriminatory manner and a placement goal is not
justification for selecting an individual based on their protected class. Source: Permanent Employees & US Census 2010 EEO Data Tool Madison, WI
(MSA)

1 - Officials &
Administrators

Total # of
Employees

# of
Wome n
Employees

Women
Incumbency

Women
Goal*

Availability
Met?

Difference
to goal
(+ /-)

# of Racial
Ethnic
Employees

Racial
Ethnic
Incumb ency

Racial
Ethnic
Goal*

Availab ility
Met?

Difference
to goal
(+/ -)

3

1

33.3 3%

43.90%

No

-10.57%

0

0.00%

6.20%

No

-6.20%
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2 - Professionals

36

12

33.33%

53.80%

No

-20.47%

1

2.78%

9.80%

No

-7.02%

3 - Technicians
4 - Protective
Workers

4

1

25.00%

50.80%

No

-25.80%

0

0.00%

10.80%

No

-10.80%

97

55

56.70%

28.10%

Yes

28.60%

10

10.31%

8.10%

Yes

2.21%

13

6

46.15%

57.90%

No

-11.75%

0

0.00%

9.00%

No

-9.00%

27

21

77.78%

62.00%

Yes

15.78%

5

18.52%

8.20%

Yes

10.32%

23

1

4.35%

6.30%

No

-1.95%

1

4.35%

5.90%

No

-1.55%

301

80

26.58%

43.30%

No

-16.72%

32

10.63%

13.40%

No

-2.77%

504

177

5 - Paraprofessionals
6 - Administrative
Support
7 - Skilled Craft
Workers
8 - Service
Maintenance
TOTAL

49

Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
Other data utilized to inform goal settings includes:
(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)
Previous Recruitment Data:
Anecdotal evidence from hiring managers of lack of diversity in applicants on eligibility lists. Data
in NEOGOV. Unsure how to extract.
Previous AASPIRE interns:
Anecdotal evidence from managers whom hire interns about their quality, etc. No specific data
tracked.
Employee feedback data:
Group furnishing report, coupled with above populated data reinforces the lack of Diversity within
the division.

Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the following
goals for 2016:

Goal 1:
Category: Recruitment

11/2/2015-EWplan2016.doc

246

CITY OF MADISON

EQUITABLE WORKFORCE PLAN: 2016-2021

Data measure:
Proportion and number of approved employment postings sent to a list of organizations representing
diverse geography and client targets. Parks will create group contacts to forward job announcements.
This contact list will grow over time.
We will know we are successful when:
When Parks sees the number of applicants applying for positions better reflects the Madison community
demographics and the number of contacts in the distribution list increases.

The following individual(s) are responsible for reporting on this data every month to the department head:
David Albino.

Goal 2:
Category: Orientation
Data measure:
Proportion and number of new employees who complete and sign off on a checklist developed by the
Parks employee engagement team of pre-determined orientation activities above and beyond the
baseline for what the City offers, which are specifically geared toward Parks.
We will know we are successful when:
All new employees have completed their onboarding checklist and employees have a better sense of their
role in the organization earlier in their tenure as indicated by favorable survey results and high survey
completion rates.
The following individual(s) are responsible for reporting on this data every month to the department head:
David Albino

Goal 3:
Category: Hiring
Data measure:
Proportion of hiring panels having diverse representation, including but not limited to classification,
gender, age, race, disability status, etc.

We will know we are successful when:
All hiring panels are as diverse as possible given the constraints posed by the City's labor force.

The following individual(s) are responsible for reporting on this data every year to the department head:
David Albino
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We will provide an update on these goals to Civil Rights for reporting to the mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.

Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:

Goal 1:
Category: Culture
Data measure:
Proportion and number of employees aware and taking advantage of employee recognition intiatives and
professional development opportunities over time.

We will know we are successful when:
All Parks employees are aware of and have complete accessiblity/knowledge of employee recognition
initiatives and take advantage of professional development opportunities.

The following individual(s) are responsible for reporting on this data every time the climate survey results
are received to the department head:
David Albino

Goal 2:
Category: Hiring
Data measure:
Number of interns representing the larger Madison community successfully completing a single term or
more internship program in Parks.

We will know we are successful when:
The Parks interns are sought after and visibly known throughout the Division by staff, supervisors and
management.

The following individual(s) are responsible for reporting on this data every year to the department head:
David Albino

Goal 3:
Category: Promotion
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Data measure:
Tracking employee history and changes in job class and job family codes over time.

We will know we are successful when:
The proportion of current employees (hourly, permanent, and interns) applying for and successfully
receiving promotional opportunities in the Division increases.

The following individual(s) are responsible for reporting on this data every year to the department head:
David Albino

We will report on these goals to Civil Rights for reporting to the mayor, Affirmative Action Commission,
and Common Council at the end of each year.

Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tools three times in
2016. At least one of these tool applications will be on a hiring decision, if a hiring decision is made in
2016. The tool results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
 Hiring decision
 Policy or procedure development
 Community engagement meeting or plan
 Budget
 Contracts and purchasing
 Strategic plans
 Work plans
 Funding decisions
 Promotional decision or process
 Partnerships and collaborations
The Racial Equity and Social Justice Team is available to assist departments facilitation of tool
application. We will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative
Action Commission, and the Common Council on or before January 31, 2017.
The following individual(s) will be responsible for the RESJI tool implementation:
David Albino, Parks Financial & Administrative Services Coordinator.

Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
 APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf
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Section IX – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
impact on racial/ethnic affirmative action group members, women and people with disabilities. Such review
will include, but not be limited to, the following:
Dissemination of Policy Statement and Plan

Yes

No

1. Include policy statement and reference to Affirmative Action Plan in policy
manual.
2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.
3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.
Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.
5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.
7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.
9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red flagged position before making an employment offer.
Staff Development
11. Ensure all employees
opportunities.
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Dissemination of Policy Statement and Plan

Yes

No

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.
13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.
Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.
16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.

Appendix A – Assessments
Department
Culture Training
Other

Strategy
Survey staff and make changes based on results

Culture Training
Other

Encourage transparency, do not let staff hold on to important operating
information

Culture Training
Other

Management stops Harassment and Discrimination immediately when
aware

Culture Training
Other

Acknowledge work accomplishments

Culture Training
Other

Schedule gatherings such as potlucks, lunch and learns, etc.

Culture Training
Other

Have meetings at the beginning of work shifts

Culture Training
Other

Watch "cliques" and staff divisions

Culture Training
Other

Hold all staff meetings or all unit meetings as often as possible

Culture Training
Other

Have a space where all employees can gather for lunch/breaks

Culture Training
Other

Dedicate budget resources to training, and ensure those resources are
equitably distributed among management, professional staff,
administrative support, field staff, etc.
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Culture Training
Other

Encourage employees to attend any city sponsored training

Culture Training
Other

Encourage all employees to get certifications relevant to field, provide
space, time, and resources

Culture Training
Other

Allow front lines staff to attend trainings downtown and elsewhere on
work time

Culture Training
Other

Offer to pay for employee certification and licenses

Culture Training
Other

Connect all members to goals and vision of organization

Culture Training
Other

Increase restroom access for field employees

Hiring
Recruitment

Collaborate with HR and DCR on any or all of the strategies. If you do
not know how to do some of these things, just ask!

Hiring
Recruitment

Have staff representation at meetings in the community, participate in
diverse community events and ongoing meetings

Hiring
Recruitment

Recruit from outside of the City of Madison

Hiring
Recruitment

Be strategic about hiring diverse seasonal employees, so they can
eventually work full time for the organization

Hiring
Recruitment

Hire employees at trainee level and train them up

Hiring
Recruitment

Recruit from other diverse city agencies

Hiring
Recruitment

Review job postings to assure minimum skill, knowledge, and education
requirements are actually needed

Hiring
Recruitment

Post most jobs open and competitive. Post jobs internal when there is a
diverse pool

Hiring
Recruitment

Review tests to make sure they are relevant to the position tasks.

Hiring
Recruitment

Diversify supplemental question and interview panels. Include people of
color, women, staff from all levels, community members, MAC, WIC,
RESJI team members
Switch up interview panels. Do not use the same people over and over

Hiring
Recruitment
Hiring
Recruitment

Allow candidates to come in early and review at least some interview
questions

Hiring

Use random selection with many applicants
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Recruitment
Hiring
Recruitment

Benchmark ability to successfully work with multicultural communities

Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Culture Training
Other

Clean out and stock work bench/space/desk/cubicle/office

Culture Training
Other

Provide a way for staff to give anonymous feedback about agency to
management and their peers

Culture Training
Other

Be intentional about working with a diverse populations

Culture Training
Other

Talk about race, bias, prejudice openly and safely, with moderated
conversations as needed

Culture Training
Other

Hold one on one meetings with new staff and executive management
member

Culture Training
Other

Ensure relationship building with outside stakeholders, including
engagement and outreach

Culture Training
Other

Ensure all staff, especially diverse staff, have access to trainings at an
equal rate as their colleagues

Culture Training
Other

Provide many levels of training: on the job training, new employee
training, ongoing training
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already do
this.
We
already do
this.
We
already do
this.

Schedule employees to attend HR's new employee training: First day of
work, and all-day session offered two times per year

We
already do
this.

Provide tours of offices and all facilities

It would
require
minimal
effort.
It would
require
minimal
effort.
We
already do
this.

Hold one on one meetings with new staff and executive management
member

Offer cross-training of most or all jobs

Set department goals that everyone works towards

It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
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Culture Training
Other

All supervisors and managers all attend supervisory academy

Culture Training
Other

Ask/assess people what skills they need and provide training that
matches

Culture Training
Other

Provide all staff with cross training and shadowing

Culture Training
Other

Send staff to external training opportunities

Culture Training
Other

Get civil rights coordinators more involved in the hiring process - copy
them when a position is red flagged in their department

Culture Training
Other

Develop a staff committee to work on this

Culture Training
Other

Focus on employee wellness of mind and body

Culture Training
Other

Maximize existing diversity within the organization

Culture Training
Other

Provide flexible schedules

Hiring
Recruitment

Use the Equity Impact Analysis & Equitable Hiring Checklist well before
hire

Hiring
Recruitment

Assure diverse staff have contact with the community

Hiring
Recruitment

Assign diverse staff to be your department's Civil Rights Coordinator

Hiring
Recruitment

Participate in: AASPIRE Internships, Wanda Fullmore Youth Internship
Program, Other field-specific Internship Programs

Hiring

Assure "working with multicultural populations" is included in the
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minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
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Recruitment

position description of all jobs

Hiring
Recruitment

Post some jobs as bilingual (Spanish/Hmong) required

Hiring
Recruitment

Benchmark ability to successfully work with multicultural communities in
any supplemental questions

Hiring
Recruitment

Assure supplemental questions are relevant to the position, and have
benchmarks instead of only a number scoring criteria

Hiring
Recruitment

Utilize behavioral interview questions

Hiring
Recruitment

Use benchmarks for interview questions instead of a number scoring
criteria

Hiring
Recruitment

Assure all people reviewing supplemental questions or serving on
interview panels attend implicit bias training

Hiring
Recruitment

Interview people at targeted recruitment events whenever possible

Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention

Order business cards if applicable
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Set goals for the employee and share them with their assigned trainer(s)

Introduce new staff to existing staff

Develop employee-specific on-boarding plans in conjunction with HR

Provide job shadowing with diverse staff

Develop a Mentorship/Buddies/Ambassador Program

require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
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Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Culture Training
Other

Hold all staff meetings or all unit meetings as often as possible

Culture Training
Other

Have a diversity committee/affinity group

Culture Training
Other

Partner with DCR and HR for ideas and implementation

Culture Training
Other

Expand workplace social events and open them to families

Culture Training
Other

Rotate staff meeting facilitation among all staff

Culture Training
Other

Target training to hourly staff and entry level so they receive skills to
pass tests and have skills to promote
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Conduct exit interviews upon retirement and/or when employees leave

Assure promotional possibilities for diverse staff (see below)

Encourage diverse applicants to apply for open promotional positions

Promote from within only if internal pool is more diverse than community
at large

Ensure all staff, especially diverse staff, have access to trainings at an
equal rate as their colleagues

Have a pool of leaders who can fill in as supervisor

Provide promotional candidates with specific feedback about how they
can improve if they are not selected for a promotion

Create a directory with photos

It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require
minimal
effort.
It would
require a
lot of
effort.
It would
require a
lot of
effort.
It would
require a
lot of
effort.
It would
require a
lot of
effort.
It would
require a
lot of
effort.
It would
require a
lot of
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Culture Training
Other

Send staff to YWCA Racial Justice Trainings

Hiring
Recruitment

Create an advisory team to help with department hiring goals. Include
diverse staff, Civil Rights Coordinator, representatives from Racial
Equity and Social Justice Initiative (RESJI), Multicultural Affairs
Committee (MAC), Women's Initiatives Committee (WIC)
Budget for these strategies (advertising, internships, etc.)

Hiring
Recruitment

Hiring
Recruitment

Hiring
Recruitment

Reach out to any or all of the following on a regular basis (not an
exhaustive list): RESJI, MAC, WIC, high schools, Job Center, Boys &
Girls Club, any community center, school counselors, Technical
Colleges, UW Career Services, etc.
Have apprenticeship and/or practicum programs

Hiring
Recruitment

Offer training to high school and/or college students and related
programs

Hiring
Recruitment

Invest time in Division of Vocational Rehabilitation and/or W2 Workers

Hiring
Recruitment

Attend targeted recruitment events (Urban League, YWCA, Job Mob)

Hiring
Recruitment

Post jobs to a wide variety of diverse places: City Facebook, Linkedin,
Metro Buses, Affirmative Action Email List (city email list), UW System,
Monster, Career Builder, Milwaukee Journal-Sentinel On-Line, Fieldspecific resources, targeted mailings to local certificate or license
holders
If incoming employee is the only woman or only person of color, send
the current workgroup to implicit bias training and/or sensitivity training
(work with DCR)

Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Orientation
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Send staff to YWCA Racial Justice Trainings, implicit bias training,
and/or other sensitivity training

Connect new employees to diverse activities (MAC/WIC/RESJI)

Move from part time to full time positions

Build in a career ladder

effort.
It would
require a
lot of
effort.
It would
require a
lot of
effort.
It would
require a
lot of
effort.
It would
require a
lot of
effort.
It would
require a
lot of
effort.
It would
require a
lot of
effort.
It would
require a
lot of
effort.
It would
require a
lot of
effort.
It would
require a
lot of
effort.
It would
require a
lot of
effort.
It would
require a
lot of
effort.
It would
require a
lot of
effort.
It would
require a
lot of
effort.
It would
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Onboarding
Promotion
Retention
Orientation
Onboarding
Promotion
Retention
Culture Training
Other
Culture Training
Other
Hiring
Recruitment

require a
lot of
effort.
It would
require a
lot of
effort.
We could
not do this.
We could
not do this.
We could
not do this.

Hiring
Recruitment
Hiring
Recruitment
Orientation
Onboarding
Promotion
Retention

Create a training program that gives staff skills to promote in future

Have multi-department staff meetings
Implement department-wide email access
If HR and DCR indicate there is not a diverse applicant pool after a
position closes, extend the deadline and strategize about how to attract
more diverse applicants
Interview all candidates who meet the minimum qualifications
Have a clear justification for who should be hired, besides a point score
Assign a diverse group of staff to train the new person, even if that
means finding external trainers or mentors

We could
not do this.
We could
not do this.
We could
not do this.

The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
Anecdotal experiences heard from other City Employees
Department Head
One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
A representative from Racial Equity & Social Justice team
A representative from the Multicultural Affairs Committee
A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these
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PLANNING & COMMUNITY & ECONOMIC DEVELOPMENT, DEPARTMENT OF
The Department of Planning Community & Economic Development Equitable Workforce Plan is
comprised of the following plans; Building Inspection, Community Development Authority, Community
Development Division, Economic Development Division, and Planning. This recognizes the unique
approaches each department must take in order to build an equitable workforce. For purposes of this
plan, specific strategies have been addressed in each subdivision of the department.
Building Inspection Division

Section I – Cover Page

BUILDING INSPECTION
Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:
BUILDING INSPECTION
Equitable Workforce Plan Review Committee:
George C Hank
Ghank@cityofmadison.com
Harry A Sulzer- Civil Rights Coordinator
hsulzer@cityofmadison.com
Chrissy Thiele- Zoning Code OfficerI &Jose Maria Donoso- Code Enforcement Officer II
215 Martin Luther King Jr Blvd Room LL-100
608-2664551
www.cityofmadison.com/dpced/BI/

Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.
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Section III – Staff Responsibility
Our agency head George C Hank, or their replacement, is responsible for implementation of our
Affirmative Action Plan.

Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
Currently, the Madison community demographics and our departmental demographics are as follows:
(The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison.)

Madison Community*
TOTAL
SEX

%
Difference

Department
233,209

%

42

%

%

Male

114,832

49.24%

33

78.57%

29.33%

Female

118,377

50.76%

9

21.43%

-29.33%

184,030

78.91%

40

95.24%

16.33%

Black or African American

16,926

7.26%

0

0.00%

-7.26%

Asian

17,211

7.38%

0

0.00%

-7.38%

Some other race**

13,960

5.99%

1

2.38%

-3.61%

1,001

0.43%

0

0.00%

-0.43%

81

0.03%

15,948

6.84%

RACE
White

American Indian and Alaska Native
Native Hawaiian and other Pacific Islander
ETHNICITY
Hispanic or Latino (of any race)

1

2.38%

-4.46%

*The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and
Housing Characteristics: 2010. It is limited to the City of Madison.
**Some other race includes "Two or More Races" and "Some Other Race" categories.

Currently, the availability data for our department is as follows:
(This data is from the permanent employees and U.S. census 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA)
which includes Columbia, Dane, and Iowa counties.)

Building Inspection Job Family Availability
The Annual Placement Goals are determined with an underutilization analysis of incumbency and relevant labor market availability of qualified wo
past). All selection decisions are made in a nondiscriminatory manner and a placement goal is not justification for selecting an individual base
Employees & US Census 2010 EEO Data Tool Madison, WI (MSA)

Women Goal*

Availability
Met?

Difference to
goal (+/-)

# of Racial
Ethnic
Employees

0.00%

43.90%

No

-43.90%

0

0

0.00%

53.80%

No

-53.80%

0

0

Total # of
Employees

# of Women
Employees

Women
Incumbency

1 - Officials & Administrators

2

0

2 - Professionals

2

0
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3 - Technicians

30

5

16.67%

50.80%

No

-34.13%

2

6

6 - Administrative Support

5

4

80.00%

62.00%

Yes

18.00%

0

0

7 - Skilled Craft Workers

3

0

0.00%

6.30%

No

-6.30%

0

0

TOTAL

42

9

2

Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
Other data utilized to inform goal settings includes:
(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)
Building Inspection Commercial Building Inspector Pool Availability
DSPS- State Certified Commercial Building Inspectors- Wisconsin
Total Certified Inspectors – 558
Male-521 Female- 37
Percentage Female – 6.6 percent
Target Number of Women Needed for Inspection Unit Based on Pool Availability
Total Inspection Employees-- 42
28 Commercial Building Inspectors @ pool 6.6 % women pool percentage --1.85
12 Zoning & Clerical @ 50.8% pool percentage ---7.1
Total Women needed to match pool availability—8.2
Women Currently Employed By Inspection Unit—9 women
The factor that drives the inspection unit is the Job Pool availability and not Job Family Availability for women inspectors. Many of
these inspectors are required to hold licenses as Master Plumbers or Master Electricians to apply and keep their positions as
inspectors. Women and minorities in the trades will continue to be very limited. We match the job pool for the employment of women
and minorities for Madison.

Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the following
goals for 2016:

Goal 1:
Category: Culture
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Data measure:
Hold a Heritage Week including a potluck and a pin up map indicating heritage of emplyees.

We will know we are successful when:
We complete the task.

The following individual(s) are responsible for reporting on this data every year to the department head:
Harry A Sulzer- Civil Rights Coordinator or replacement

Goal 2:
Category: Recruitment
Data measure:
Review position descriptions and review unnecessary barriers for new hires.. Include the phrase "work
effectively with diverse populations" in position descriptions.

We will know we are successful when:
The task is completed.

The following individual(s) are responsible for reporting on this data every year to the department head:
Harry A Sulzer- Civil Rights Coordinator or replacement

Goal 3:
Category: Recruitment
Data measure:
Post jobs as open competitive to increase diversity. Include a question in the interview process about
experience working with diverse populations.

We will know we are successful when:
We complete the task.

The following individual(s) are responsible for reporting on this data every yearly to the department head:
Harry A Sulzer- Civil Rights Coordinator or replacement.
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We will provide an update on these goals to Civil Rights for reporting to the mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.

Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:

Goal 1:
Category: Recruitment
Data measure:
Set our goal tomaintain our staff at 20 % women and minorites as this reflects the job pool for Building
Inspection. In the next five yearsstrive to increase the percentages above 20 % for women and minorities.

We will know we are successful when:
The number of women and minorities exceed 20%.

The following individual(s) are responsible for reporting on this data every year to the department head:
Harry A Sulzer- Civil Rights Coordinator or replacement

Goal 2:
Category: Training
Data measure:
Conduct Implicit Bias Training for entire staff.

We will know we are successful when:
The training is complete.

The following individual(s) are responsible for reporting on this data every year to the department head:
Harry A Sulzer-Civil Rights Coordinator or or replacement

Goal 3:
Category: Training
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263

CITY OF MADISON

EQUITABLE WORKFORCE PLAN: 2016-2021

Data measure:
Provide RESJI training to new staff.

We will know we are successful when:
The task is completed.

The following individual(s) are responsible for reporting on this data every year to the department head:
Harry A Sulzer-Civil Rights Coodinatoror replacement

We will report on these goals to Civil Rights for reporting to the mayor, Affirmative Action Commission,
and Common Council at the end of each year.

Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tools three times in
2016. At least one of these tool applications will be on a hiring decision, if a hiring decision is made in
2016. The tool results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
 Hiring decision
 Policy or procedure development
 Community engagement meeting or plan
 Budget
 Contracts and purchasing
 Strategic plans
 Work plans
 Funding decisions
 Promotional decision or process
 Partnerships and collaborations
The Racial Equity and Social Justice Team is available to assist departments facilitation of tool
application. We will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative
Action Commission, and the Common Council on or before January 31, 2017.
The following individual(s) will be responsible for the RESJI tool implementation:
George C Hank -Administrator Building Inspection Unit

Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
 APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf
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Section IX – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
impact on racial/ethnic affirmative action group members, women and people with disabilities. Such review
will include, but not be limited to, the following:
Dissemination of Policy Statement and Plan

Yes

No

1. Include policy statement and reference to Affirmative Action Plan in policy
manual.
2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.
3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.
Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.
5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.
7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.
9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red-flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red- flagged position before making an employment offer.
Staff Development
11. Ensure all employees
opportunities.
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Dissemination of Policy Statement and Plan

Yes

No

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.
13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.
Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.
16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.

Appendix A – Assessments
Department

Strategy

DPCED - Building Inspection &
Code Enforcement

Culture Training Other

Set department goals that
everyone works towards

We already do this.

Culture Training Other

Provide a way for staff to give
anonymous feedback about
agency to management and their
peers

We already do this.

Culture Training Other

Management stops Harassment
and Discrimination immediately
when aware

We already do this.

Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
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Acknowledge work
accomplishments
Create a directory with photos
Schedule gatherings such as
potlucks, lunch and learns, etc.
Have meetings at the beginning
of work shifts
Be intentional about working with
a diverse populations
Talk about race, bias, prejudice
openly and safely, with
moderated conversations as
needed
Watch "cliques" and staff
divisions

We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.

266

CITY OF MADISON

Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other

Culture Training Other

EQUITABLE WORKFORCE PLAN: 2016-2021

Hold one on one meetings with
new staff and executive
management member
Hold all staff meetings or all unit
meetings as often as possible
Have multi-department staff
meetings
Have a space where all
employees can gather for
lunch/breaks
Ensure relationship building with
outside stakeholders, including
engagement and outreach

We already do this.
We already do this.
We already do this.
We already do this.

We already do this.

Culture Training Other

Expand workplace social events
and open them to families

We already do this.

Culture Training Other

Provide many levels of training:
on the job training, new employee
training, ongoing training

We already do this.

Culture Training Other

All supervisors and managers all
attend supervisory academy

We already do this.

Culture Training Other

Ask/assess people what skills
they need and provide training
that matches

We already do this.

Culture Training Other

Provide all staff with cross
training and shadowing

We already do this.

Culture Training Other

Dedicate budget resources to
training, and ensure those
resources are equitably
distributed among management,
professional staff, administrative
support, field staff, etc.

We already do this.

Culture Training Other
Culture Training Other

Culture Training Other

Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
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Encourage employees to attend
any city sponsored training
Encourage all employees to get
certifications relevant to field,
provide space, time, and
resources
Target training to hourly staff and
entry level so they receive skills
to pass tests and have skills to
promote
Allow front lines staff to attend
trainings downtown and
elsewhere on work time
Send staff to external training
opportunities
Send staff to YWCA Racial
Justice Trainings
Offer to pay for employee
certification and licenses

We already do this.
We already do this.

We already do this.

We already do this.
We already do this.
We already do this.
We already do this.
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Culture Training Other

Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other

Hiring Recruitment

Hiring Recruitment

Hiring Recruitment

Hiring Recruitment

Hiring Recruitment
Hiring Recruitment
Hiring Recruitment

EQUITABLE WORKFORCE PLAN: 2016-2021

Get civil rights coordinators more
involved in the hiring process copy them when a position is red
flagged in their department
Develop a staff committee to work
on this
Focus on employee wellness of
mind and body
Connect all members to goals
and vision of organization
Maximize existing diversity within
the organization
Provide flexible schedules
Implement department-wide
email access
Collaborate with HR and DCR on
any or all of the strategies. If you
do not know how to do some of
these things, just ask!
Use the Equity Impact Analysis &
Equitable Hiring Checklist well
before hire
Reach out to any or all of the
following on a regular basis (not
an exhaustive list): RESJI, MAC,
WIC, high schools, Job Center,
Boys & Girls Club, any
community center, school
counselors, Technical Colleges,
UW Career Services, etc.
Have staff representation at
meetings in the community,
participate in diverse community
events and ongoing meetings
Assure diverse staff have contact
with the community
Recruit from outside of the City of
Madison
Have apprenticeship and/or
practicum programs

We already do this.

We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.

We already do this.

We already do this.

We already do this.

We already do this.

We already do this.
We already do this.
We already do this.

Hiring Recruitment

Offer training to high school
and/or college students and
related programs

We already do this.

Hiring Recruitment

Recruit from other diverse city
agencies

We already do this.

Hiring Recruitment

Participate in: AASPIRE
Internships, Wanda Fullmore
Youth Internship Program, Other
field-specific Internship Programs

We already do this.
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Hiring Recruitment

Review job postings to assure
minimum skill, knowledge, and
education requirements are
actually needed

We already do this.

Hiring Recruitment

Post some jobs as bilingual
(Spanish/Hmong) required

We already do this.

Hiring Recruitment

Hiring Recruitment

Hiring Recruitment

Post jobs to a wide variety of
diverse places: City Facebook,
Linkedin, Metro Buses,
Affirmative Action Email List (city
email list), UW System, Monster,
Career Builder, Milwaukee
Journal-Sentinel On-Line, Fieldspecific resources, targeted
mailings to local certificate or
license holders
If HR and DCR indicate there is
not a diverse applicant pool after
a position closes, extend the
deadline and strategize about
how to attract more diverse
applicants
Assure supplemental questions
are relevant to the position, and
have benchmarks instead of only
a number scoring criteria

We already do this.

We already do this.

We already do this.

Hiring Recruitment

Review tests to make sure they
are relevant to the position tasks.

We already do this.

Hiring Recruitment

Diversify supplemental question
and interview panels. Include
people of color, women, staff from
all levels, community members,
MAC, WIC, RESJI team members

We already do this.

Hiring Recruitment
Hiring Recruitment

Switch up interview panels. Do
not use the same people over
and over
Utilize behavioral interview
questions

We already do this.
We already do this.

Hiring Recruitment

Use benchmarks for interview
questions instead of a number
scoring criteria

We already do this.

Hiring Recruitment

Have a clear justification for who
should be hired, besides a point
score

We already do this.

Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention

Clean out and stock work
bench/space/desk/cubicle/office
Order business cards if
applicable

Orientation Onboarding
Promotion Retention

Assign a diverse group of staff to
train the new person, even if that
means finding external trainers or
mentors
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Orientation Onboarding
Promotion Retention

Set goals for the employee and
share them with their assigned
trainer(s)

We already do this.

Orientation Onboarding
Promotion Retention

Schedule employees to attend
HR's new employee training: First
day of work, and all-day session
offered two times per year

We already do this.

Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention

Introduce new staff to existing
staff
Provide tours of offices and all
facilities
Provide job shadowing with
diverse staff

Orientation Onboarding
Promotion Retention

Hold one on one meetings with
new staff and executive
management member

We already do this.

Orientation Onboarding
Promotion Retention

Hold all staff meetings or all unit
meetings as often as possible

We already do this.

Orientation Onboarding
Promotion Retention

Conduct exit interviews upon
retirement and/or when
employees leave

We already do this.

Orientation Onboarding
Promotion Retention

Assure promotional possibilities
for diverse staff (see below)

We already do this.

Orientation Onboarding
Promotion Retention

Encourage diverse applicants to
apply for open promotional
positions

We already do this.

Orientation Onboarding
Promotion Retention

Build in a career ladder

We already do this.

Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention

Promote from within only if
internal pool is more diverse than
community at large
Create a training program that
gives staff skills to promote in
future
Ensure all staff, especially
diverse staff, have access to
trainings at an equal rate as their
colleagues
Offer cross-training of most or all
jobs
Have a pool of leaders who can
fill in as supervisor

We already do this.
We already do this.
We already do this.

We already do this.
We already do this.

We already do this.
We already do this.
We already do this.

Orientation Onboarding
Promotion Retention

Provide promotional candidates
with specific feedback about how
they can improve if they are not
selected for a promotion

We already do this.

Culture Training Other

Encourage transparency, do not
let staff hold on to important
operating information

It would require minimal effort.
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Culture Training Other
Culture Training Other
Hiring Recruitment
Hiring Recruitment

Hiring Recruitment

Hiring Recruitment

Hiring Recruitment

Hiring Recruitment

Hiring Recruitment

Hiring Recruitment

Hiring Recruitment
Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention
Culture Training Other
Culture Training Other
Culture Training Other
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Have a diversity
committee/affinity group
Partner with DCR and HR for
ideas and implementation
Budget for these strategies
(advertising, internships, etc.)
Assure "working with multicultural
populations" is included in the
position description of all jobs
Post most jobs open and
competitive. Post jobs internal
when there is a diverse pool
Attend targeted recruitment
events (Urban League, YWCA,
Job Mob)
Benchmark ability to successfully
work with multicultural
communities in any supplemental
questions
Allow candidates to come in early
and review at least some
interview questions
Benchmark ability to successfully
work with multicultural
communities
Assure all people reviewing
supplemental questions or
serving on interview panels
attend implicit bias training
Interview people at targeted
recruitment events whenever
possible
Develop employee-specific onboarding plans in conjunction with
HR
Send staff to YWCA Racial
Justice Trainings, implicit bias
training, and/or other sensitivity
training
Connect new employees to
diverse activities
(MAC/WIC/RESJI)
Survey staff and make changes
based on results
Ensure all staff, especially
diverse staff, have access to
trainings at an equal rate as their
colleagues
Rotate staff meeting facilitation
among all staff

It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.

It would require minimal effort.

It would require minimal effort.

It would require minimal effort.

It would require minimal effort.

It would require minimal effort.

It would require minimal effort.

It would require minimal effort.

It would require minimal effort.

It would require minimal effort.

It would require minimal effort.
It would require a lot of effort.
It would require a lot of effort.
It would require a lot of effort.
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Create an advisory team to help
with department hiring goals.
Include diverse staff, Civil Rights
Coordinator, representatives from
Racial Equity and Social Justice
Initiative (RESJI), Multicultural
Affairs Committee (MAC),
Women's Initiatives Committee
(WIC)
Assign diverse staff to be your
department's Civil Rights
Coordinator
Invest time in Division of
Vocational Rehabilitation and/or
W2 Workers
Develop a
Mentorship/Buddies/Ambassador
Program

It would require a lot of effort.

It would require a lot of effort.

It would require a lot of effort.

It would require a lot of effort.

Culture Training Other

Increase restroom access for field
employees

We could not do this.

Hiring Recruitment

Be strategic about hiring diverse
seasonal employees, so they can
eventually work full time for the
organization

We could not do this.

Hiring Recruitment
Hiring Recruitment
Hiring Recruitment

Orientation Onboarding
Promotion Retention
Orientation Onboarding
Promotion Retention

Hire employees at trainee level
and train them up
Interview all candidates who meet
the minimum qualifications
Use random selection with many
applicants
If incoming employee is the only
woman or only person of color,
send the current workgroup to
implicit bias training and/or
sensitivity training (work with
DCR)
Move from part time to full time
positions

We could not do this.
We could not do this.
We could not do this.

We could not do this.

We could not do this.

Who provided you with this
feedback? (Select all that apply)
Culture Training Other
Orientation Onboarding
Promotion Retention
Culture Training Other
Hiring Recruitment
Orientation Onboarding
Promotion Retention

My Department Head
My Department Head
My own experiences
My own experiences
My own experiences

The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
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Anecdotal experiences heard from other City Employees
Department Head
One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
A representative from Racial Equity & Social Justice team
A representative from the Multicultural Affairs Committee
A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these
Community Development Authority

Section I – Cover Page

CDA
Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:
CDA
Equitable Workforce Plan Review Committee:
Natalie Erdman
Nerdman@city of madison.com
Agustin Olvera
aolvera@cityofmadison.com
Liz Yszenga, Site Manager
Sally Jo Spaeni, Site Manager
Tom Conrad, Program Supervisor
Lisa Daniels, Admissions Supervisor
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Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.

Section III – Staff Responsibility
Our agency head Natalie Erdman, or their replacement, is responsible for implementation of our
Affirmative Action Plan.

Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
Currently, the Madison community demographics and our departmental demographics are as follows:
(The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison. Department data is from July 30, 2015 and includes all employees,
including hourly and seasonal employees.)

Madison Community*
TOTAL
SEX

%
Difference

Department
233,209

%

39

%

%

Male

114,832

49.24%

20

51.28%

2.04%

Female

118,377

50.76%

19

48.72%

-2.04%

184,030

78.91%

33

84.62%

5.70%

Black or African American

16,926

7.26%

4

10.26%

3.00%

Asian

17,211

7.38%

1

2.56%

-4.82%

Some other race**

13,960

5.99%

0

0.00%

-5.99%

1,001

0.43%

0

0.00%

-0.43%

81

0.03%

15,948

6.84%

RACE
White

American Indian and Alaska Native
Native Hawaiian and other Pacific Islander
ETHNICITY
Hispanic or Latino (of any race)

1

2.56%

-4.27%

*The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison.
**Some other race includes "Two or More Races" and "Some Other Race" categories.

Currently, the availability data for our department is as follows:
(This data is from the permanent employees and U.S. census 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA)
which includes Columbia, Dane, and Iowa counties.)

1) off/adm
2) profess
5) paraprof

# of
emp
2
7
14
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#women
1
4
12

Wmn
inc %
50
66.67
85.7

Wmn
goal %
43.9
53.8
57.9

Met ?
Yes
Yes
Yes

Difference
%
6.1
12.87
27.8

# Racial
Ethnic
1
0
2

Goal
%
50
9.8
9

Racial Inc
%
50
0
14.2

met
Yes
No
Yes

Difference
%
0
-9.8
5.2
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6) admsup
7)skillcraft
8)servmtnc

6
4
6
39
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5
0
0
22

83.33
0
0

62
6.3
43.3

Yes
No
No

21.33
-6.3
-43.3

1
1
0

8.2
5.9
13.4

16.6
25
0

Yes
Yes
No

8.4
19.1
-13.4

Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
Other data utilized to inform goal settings includes:
(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)

Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the following
goals for 2016:

Goal 1:
Category: Hiring
Data measure:
additional hiring of minorities and women in % comparable to work force availability. However a more
realistic percentage may be needed/used in the future, relative to the availability of women in skilled
craft and service maintenance categories
We will know we are successful when:
additional hiring of minorities and women in % comparable to work force availability

The following individual(s) are responsible for reporting on this data every year to the department head:
Agustin Olvera

Goal 2:
Category: Recruitment
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Data measure:
continue outreach efforts 1) post job openings at Public Housing Sites 2) advertise in Capital Hues and/or
Madison Times. Require contractors to look at Public Housing applicants for all new hires related to CDA
work.
We will know we are successful when:
postings are made

The following individual(s) are responsible for reporting on this data every opening occurance to the
department head:
Agustin Olvera

Goal 3:
Category: Culture
Data measure:
continue efforts at maintaining a good workplace culture

We will know we are successful when:
engagement evaluation scores continue to be
good

The following individual(s) are responsible for reporting on this data every year to the department head:
Agustin Olvera

We will provide an update on these goals to Civil Rights for reporting to the mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.

Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:

Goal 1:
Category: Onboarding
Data measure:
continue efforts to bring site offices, section 8 and central office staff together several times annually to
build agency cohesion among staff working in different programs and different locations
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We will know we are successful when:
staff show agency-wide enagagement

The following individual(s) are responsible for reporting on this data every year to the department head:
Agustin Olvera

Goal 2:
Category: Training
Data measure:
continue to offer training opportunities to administrative staff but look for or create training for
maintenance staff, few opportunities currently exist for them

We will know we are successful when:
administrative staff and maintenance staff attend trainings in comparable numbers

The following individual(s) are responsible for reporting on this data every year to the department head:

Goal 3:
Category: Recruitment
Data measure:
create training program which could funnel low income residents particularly women and minorities into
existing or new positions

We will know we are successful when:
when program has been created

The following individual(s) are responsible for reporting on this data every year to the department head:
Agustin Olvera

We will report on these goals to Civil Rights for reporting to the mayor, Affirmative Action Commission,
and Common Council at the end of each year.
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Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tools three times in
2016. At least one of these tool applications will be on a hiring decision, if a hiring decision is made in
2016. The tool results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
 Hiring decision
 Policy or procedure development
 Community engagement meeting or plan
 Budget
 Contracts and purchasing
 Strategic plans
 Work plans
 Funding decisions
 Promotional decision or process
 Partnerships and collaborations
The Racial Equity and Social Justice Team is available to assist departments facilitation of tool
application. We will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative
Action Commission, and the Common Council on or before January 31, 2017.
The following individual(s) will be responsible for the RESJI tool implementation:
Agustin Olvera

Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
 APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf

Section IX – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
impact on racial/ethnic affirmative action group members, women and people with disabilities. Such review
will include, but not be limited to, the following:
Dissemination of Policy Statement and Plan

Yes

No

1. Include policy statement and reference to Affirmative Action Plan in policy
manual.
2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.
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Dissemination of Policy Statement and Plan

Yes

No

3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.
Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.
5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.
7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.
9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red-flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red- flagged position before making an employment offer.
Staff Development
11. Ensure all employees
opportunities.

equal

access

to

training

&

promotional

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.
13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.
Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.
16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
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Dissemination of Policy Statement and Plan

Yes

No

Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.

Appendix A – Assessments
Departments insert Assessments from Excel Here
The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
Anecdotal experiences heard from other City Employees
Department Head
One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
A representative from Racial Equity & Social Justice team
A representative from the Multicultural Affairs Committee
A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these
Community Development Division

Section I – Cover Page

Community Development Division
Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:
Community Development Division
Equitable Workforce Plan Review Committee:
James O'Keefe
jokeefe@cityofmadison.com
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Michael Miller
mmiller2@cityofmadison.com
Lorri Wendorf-Corrigan, Neighborhood Services Coordinator
Monica Host, Child Care Program Coordinator
Nancy Saiz, Grants Administrator
Laura Noel, Community Services Program Coordinator
Susan Morrison, Community Development Supervisor
Christine Beatty, Senior Center and Services Director
215 Martin Luther King Jr. Blvd., Room 225
Madison, WI 53701
(608) 266-6520
www.cityofmadison.com/dpced/communitydevelopment/

Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.

Section III – Staff Responsibility
Our agency head James O'Keefe, or their replacement, is responsible for implementation of our
Affirmative Action Plan.

Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
Currently, the Madison community demographics and our departmental demographics are as follows:
Madison Community*
TOTAL
SEX

Department

7

% Difference

233,209

%

49

%

%

Male

114,832

49.24%

10

20.41%

-28.83%

Female

118,377

50.76%

39

79.59%

28.83%

184,030

78.91%

41

83.67%

4.76%

Black or African American

16,926

7.26%

3

6.12%

-1.14%

Asian

17,211

7.38%

1

2.04%

-5.34%

Some other race**

13,960

5.99%

4

8.16%

2.18%

1,001

0.43%

0

0.00%

-0.43%

81

0.03%

RACE
White

American Indian and Alaska Native
Native Hawaiian and other Pacific Islander
ETHNICITY
7

The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison.Department data is from July 30, 2015 and includes all employees,
including hourly and seasonal employees.
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Hispanic or Latino (of any race)

15,948

6.84%

0

0.00%

-6.84%

*The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and
Housing Characteristics: 2010. It is limited to the City of Madison.
**Some other race includes "Two or More Races" and "Some Other Race" categories.

Currently, the availability data for our department is as follows:

8

Community Development Job Family Availability
The Annual Placement Goals are determined with an underutilization analysis of incumbency and relevant labor market
availability of qualified women or people of color (known as minorities in the past). All selection decisions are made in a
nondiscriminatory manner and a placement goal is not justification for selecting an individual based on their protected class.
Source: Permanent Employees & US Census 2010 EEO Data Tool Madison, WI (MSA)
# of
Difference # of Racial
Racial
Total # of Women
Women
Women Availability to goal
Ethnic
Ethnic
Employees Employees Incumbency Goal*
Met?
(+/-)
Employees Incumbency

Racial
Ethnic
Goal*

Availability
Met?

Difference
to goal
(+/-)

1 - Officials & Administrators

1

0

0.00%

43.90%

No

-43.90%

0

0.00%

6.20%

No

-6.20%

2 - Professionals

24

22

91.67%

53.80%

Yes

37.87%

5

20.83%

9.80%

Yes

11.03%

5 - Paraprofessionals

16

13

81.25%

57.90%

Yes

23.35%

3

18.75%

9.00%

Yes

9.75%

6 - Administrative Support

4

3

75.00%

62.00%

Yes

13.00%

0

0.00%

8.20%

No

-8.20%

8 - Service Maintenance

4

1

25.00%

43.30%

No

-18.30%

0

0.00%

13.40%

No

-13.40%

TOTAL

49

39

8

Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
Other data utilized to inform goal settings includes:
(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)
Departments include data here

Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the following
goals for 2016:
8

This data is from the permanent employees and U.S. census 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA)
which includes Columbia, Dane, and Iowa counties.
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Goal 1:
Category: Hiring
Data measure:
Review all job postings to assure minimum knowledge and education requirements accurately reflect job
duties and only represent those skills actually needed.

We will know we are successful when:
When a thorough evaluation of all job postings is conducted and we see increased diversity in applicant
pools which will lead to a more diverse CDD workforce.

The following individual(s) are responsible for reporting on this data every time position descriptions are
developed to the department head:
Supervisors.

Goal 2:
Category: Recruitment
Data measure:
For all job vacancies, put together a recruitment team that will provide postings in a wide variety of
diverse places and provide these identified places to HR.

We will know we are successful when:
When a thorough evaluation of all job vacancies is conducted and we see increased diversity in applicant
pools which will lead to a more diverse CDD workforce.

The following individual(s) are responsible for reporting on this data every time we recruit for a position to
the department head:
Supervisors and recruitment team.

Goal 3:
Category: Culture
Data measure:
Work with the Organizational Health and Development Specialist to develop an employee survey and
have staff annually provide feedback on CDD culture, and develop staff training based upon results.

We will know we are successful when:
When feedback from the surveys show improvement in CDD workplace culture.
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The following individual(s) are responsible for reporting on this data every year to the department head:
Michael Miller

We will provide an update on these goals to Civil Rights for reporting to the mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.

Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:

Goal 1:
Category: Hiring
Data measure:
City of Madison will play a leadership role in the development of supports and incentives for students of
color to choose careers in community development. This will be accomplished through exploration of
resources available in higher education, and through partnerships with UW and Madison College. It is
expected that these efforts will contribute to increased diversity in the labor pool available to funded nonprofit agencies.
We will know we are successful when:
Nonprofits report an increase in the number of students of color placed in internships and/or hired into
staff positions.

The following individual(s) are responsible for reporting on this data every year to the department head:
Supervisors.

Goal 2:
Category: Culture
Data measure:
Review job discriptions of all existing staff and develop a consistent career latter of positions within the
Division. For example review how different job titles like Grants Administors 1,2,3 compare to Contract
Managers 1,2,3 and Child Specialists 1,2,3 and how this could be affecting Division cohesiveness.
We will know we are successful when:
A system is in place that will represent parity with the different job titles in the CDD. May also be
measured in the annual climate survey.
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The following individual(s) are responsible for reporting on this data every year to the department head:
Supervisors.

Goal 3:
Category: Recruitment
Data measure:
Have CDD staff representation at meetings in diverse community events and ongoing meetings to aid in
raising the Division's profile within these communities and establishing it as a legitimate employment
prospect for people of color.
We will know we are successful when:
When our applicant pools become more diverse and we are perceived as a truly inclusive agency that
mirrors our community at all levels.

The following individual(s) are responsible for reporting on this data every year to the department head:
Michael Miller and supervisors.

We will report on these goals to Civil Rights for reporting to the mayor, Affirmative Action Commission,
and Common Council at the end of each year.

Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tools three times in
2016. At least one of these tool applications will be on a hiring decision, if a hiring decision is made in
2016. The tool results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
 Hiring decision
 Policy or procedure development
 Community engagement meeting or plan
 Budget
 Contracts and purchasing
 Strategic plans
 Work plans
 Funding decisions
 Promotional decision or process
 Partnerships and collaborations
The Racial Equity and Social Justice Team is available to assist departments facilitation of tool
application. We will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative
Action Commission, and the Common Council on or before January 31, 2017.
The following individual(s) will be responsible for the RESJI tool implementation:
Michael Miller

11/2/2015-EWplan2016.doc

285

CITY OF MADISON

EQUITABLE WORKFORCE PLAN: 2016-2021

Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
 APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf

Section IX – Subcontractors
We will ensure that all our subcontractors working on City of Madison Public Works contracts provide
equal employment opportunity. We will take the necessary action to enforce these provisions, including
sanctions provided for noncompliance in Section 39.02(9)(e)2., Article VII of the Madison General
Ordinances.

Section X – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
impact on racial/ethnic affirmative action group members, women and people with disabilities. Such review
will include, but not be limited to, the following:
Dissemination of Policy Statement and Plan

Yes

No

1. Include policy statement and reference to Affirmative Action Plan in policy
manual.
2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.
3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.
Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.

Starting in 2016
or sooner.

5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.
7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
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Dissemination of Policy Statement and Plan

Yes

No

Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.
9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red flagged position before making an employment offer.
Staff Development
11. Ensure all employees
opportunities.

equal

access

to

training

&

promotional

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.
13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.
Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.
16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.

Appendix A – Assessments
Departments insert Assessments from Excel Here
The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
Anecdotal experiences heard from other City Employees
Department Head
One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
A representative from Racial Equity & Social Justice team
A representative from the Multicultural Affairs Committee
A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
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A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these
Economic Development Division

Section I – Cover Page

Economic Development Division
Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:
Economic Development Division
Equitable Workforce Plan Review Committee:
Matthew Mikolajewski
mmikolajewski@cityofmadison.com
Ruth Rohlich
rrohlich@cityofmadison.com

Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.

Section III – Staff Responsibility
Our agency head Matthew Mikolajewski, or their replacement, is responsible for implementation of our
Affirmative Action Plan.
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Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
Currently, the Madison community demographics and our departmental demographics are as follows:
(The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison. Department data is from July 30, 2015 and includes all employees,
including hourly and seasonal employees.)

Madison Community*
TOTAL

%
Difference

Department
233,209

%

17

%

%

Male

114,832

49.24%

8

47.06%

-2.18%

Female

118,377

50.76%

9

52.94%

2.18%

SEX

RACE
White

184,030

78.91%

16

94.12%

15.21%

Black or African American

16,926

7.26%

1

5.88%

-1.38%

Asian

17,211

7.38%

0

0.00%

-7.38%

Some other race**

13,960

5.99%

0

0.00%

-5.99%

1,001

0.43%

0

0.00%

-0.43%

81

0.03%

15,948

6.84%

American Indian and Alaska Native
Native Hawaiian and other Pacific Islander
ETHNICITY
Hispanic or Latino (of any race)

0

0.00%

-6.84%

*The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and
Housing Characteristics: 2010. It is limited to the City of Madison.
**Some other race includes "Two or More Races" and "Some Other Race" categories.

Currently, the availability data for our department is as follows:

Economic Development Job Family Availability
The Annual Placement Goals are determined with an underutilization analysis of incumbency and relevant labor market availability of qualified women
or people of color (known as minorities in the past). All selection decisions are made in a nondiscriminatory manner and a placement goal is not
justification for selecting an individual based on their protected class. Source: Permanent Employees & US Census 2010 EEO Data Tool Madison, WI
(MSA)

1 - Officials &
Administrators
2 - Professionals
3 - Technicians
5Paraprofessionals
6 - Administrative

Total # of
Employ ees

# of
Women
Employees

Women
Incumbency

Women
Goal*

Availab ility
Met?

Difference
to goal (+/)

# of Racial
Ethnic
Employees

Racial Ethnic
Incumbency

Racial
Ethnic
Goal*

3
8
3

1
4
1

33.33%
50.00%
33.33%

43.90%
53.80%
50.80%

No
No
No

-10.57%
-3.80%
-17.47%

0
0
1

0.00%
0.00%
33.33%

6.20%
9.80%
10.80%

1
2

1
2

100.00%
100.00%

57.90%
62.00%

Yes
Yes

42.10%
38.00%

0
0

0.00%
0.00%

9.00%
8.20%
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9

1

(This data is from the permanent employees and U.S. census 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA) which includes Columbia,
Dane, and Iowa counties.)

Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
Other data utilized to inform goal settings includes:
(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)

Bureau of Labor Statistic
HOUSEHOLD DATA
ANNUAL AVERAGES
11. Employed persons by detailed occupation, sex, race, and Hispanic or Latino ethnicity
Percent of Total Employed
2014
Total
Employed

Women

Asian

Hispanic
or Latino

0

Black or
African
American
0

Urban and Regional Planners

24

0

0

Real Estate Brokers & Sales Agents

868

54.9

5.4

4.2

10.5

* Values not shown where base is less than 50,000. Numbers in Thousands.

Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the following
goals for 2016:

Goal 1:
Category: Recruitment
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Data measure:
Increase diversity of applications for open positions by reviewing all job descriptions, assessing where we
are advertising and targeting recruitment activities.

We will know we are successful when:
Numbers of applications from multicultural populations increase.

The following individual(s) are responsible for reporting on this data every 6 months to the department
head:
Matt Mikolajewski

Goal 2:
Category: Culture
Data measure:
Be intentional about working with diverse populations through all of our projects and track progress.

We will know we are successful when:
We expand our community discussions (measured through number of events to targeted groups and
organziations to increase the diversity of participants in these discussions. We will begin tracking and
measure progress.
The following individual(s) are responsible for reporting on this data every 6 months to the department
head:
Ruth Rohlich

Goal 3:
Category: Culture
Data measure:
YWCA Racial Justice Trainings

We will know we are successful when:
The number of EDD employees have completed the YWCA Racial Justice Training (we hope for a 25%
st
increase in the 1 year).
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The following individual(s) are responsible for reporting on this data every 6 months to the department
head:
Ruth Rohlich

We will provide an update on these goals to Civil Rights for reporting to the mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.

Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:

Goal 1:
Category: Hiring
Data measure:
Increase diversity of hires within EDD.

We will know we are successful when:
When we our annual placements goals represent a change.

The following individual(s) are responsible for reporting on this data every year to the department head:
Matt Mikolajewski

Goal 2:
Category: Culture
Data measure:
Increased staff interactions and support: increased number of staff meetings, offering to pay for licensing
and certifications, rotate staff meeting facilitation among staff.

We will know we are successful when:
The number of staff meetings increases from 3 to 6 a year and there is share facilitation of these
meetings. Also begin and continued tracking to measure goals.

The following individual(s) are responsible for reporting on this data every 6 months to the department
head:
Ruth Rohlich
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Goal 3:
Category: PICK ONE
Data measure:
Diversification of our department committees. Because we are a small department with few upcoming
hiring opportunities we would like to focus of making our committees more representative of the
community as they inform and guide much of our work.
We will know we are successful when:
When our committees better represent the community.

The following individual(s) are responsible for reporting on this data every year to the department head:
Ruth Rohlich

We will report on these goals to Civil Rights for reporting to the mayor, Affirmative Action Commission,
and Common Council at the end of each year.

Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tools three times in
2016. At least one of these tool applications will be on a hiring decision, if a hiring decision is made in
2016. The tool results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
 Hiring decision
 Policy or procedure development
 Community engagement meeting or plan
 Budget
 Contracts and purchasing
 Strategic plans
 Work plans
 Funding decisions
 Promotional decision or process
 Partnerships and collaborations
The Racial Equity and Social Justice Team is available to assist departments facilitation of tool
application. We will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative
Action Commission, and the Common Council on or before January 31, 2017.
The following individual(s) will be responsible for the RESJI tool implementation:
Matt Mikolajewski, Director
Ruth Rohlich, Business Development Specialist
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Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
 APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf

Section IX – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
impact on racial/ethnic affirmative action group members, women and people with disabilities. Such review
will include, but not be limited to, the following:
Dissemination of Policy Statement and Plan

Yes

No

1. Include policy statement and reference to Affirmative Action Plan in policy
manual.
2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.
3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.
Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.
5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.
7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.
9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
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Dissemination of Policy Statement and Plan

Yes

No

10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red flagged position before making an employment offer.
Staff Development
11. Ensure all employees
opportunities.

equal

access

to

training

&

promotional

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.
13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.
Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.
16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.

Appendix A – Assessments
Departments insert Assessments from Excel Here
The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
Anecdotal experiences heard from other City Employees
Department Head
One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
A representative from Racial Equity & Social Justice team
A representative from the Multicultural Affairs Committee
A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these
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Planning Division

Section I – Cover Page

Planning Division
Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:
Planning Division
Equitable Workforce Plan Review Committee:
Katherine Cornwell, Director, Planning Division
kcornwell@cityofmadison.com
Jule Stroick
jstroick@cityofmadison.com
-Renee Callaway, Transportation Planner, Madison Area Transportation Planning Board
-Brian Grady, Planner 2, Comprehenisive Planning & Regional Cooperation Unit
-Al Martin, Planner 3, City Design & Plan Implementation Unit
-Urvashi Martin, Planner 2, Transportation Policy & Planning Unit
Planning Divison Director and the Planning Leadership Team consisting of Bill Fruhling, Rick Roll,
Jule Stroick, David Trowbridge, and Jay Wendt provided review and feedback during the
preparation of the Plan
215 Martin Luther King Jr. Blvd, Room LL-100
Madison, WI 53701-2985
608-266-4635
www.cityofmadison.com/dpced/planning/

Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.
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Section III – Staff Responsibility
Our agency head Katherine Cornwell, or their replacement, is responsible for implementation of our
Affirmative Action Plan.

Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
Currently, the Madison community demographics and our departmental demographics are as follows:
(The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison. Department data is from July 30, 2015 and includes all employees,
including hourly and seasonal employees.)

Madison Community*
TOTAL
SEX

%
Difference

Department
233,209

%

33

%

%

Male

114,832

49.24%

20

60.61%

11.37%

Female

118,377

50.76%

13

39.39%

-11.37%

RACE
White

184,030

78.91%

30

90.91%

12.00%

Black or African American

16,926

7.26%

1

3.03%

-4.23%

Asian

17,211

7.38%

1

3.03%

-4.35%

Some other race**

13,960

5.99%

0

0.00%

-5.99%

1,001

0.43%

0

0.00%

-0.43%

81

0.03%

15,948

6.84%

American Indian and Alaska Native
Native Hawaiian and other Pacific Islander
ETHNICITY
Hispanic or Latino (of any race)

1

3.03%

-3.81%

*The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and
Housing Characteristics: 2010. It is limited to the City of Madison.
**Some other race includes "Two or More Races" and "Some Other Race" categories.
Source: Census Data and Analysis provided by the Department of Civil Rights, August 2015

Currently, the availability data for our department is as follows:
(These data are from the permanent employees and U.S. census is 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA)
which includes Columbia, Dane, and Iowa counties.)
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Source: Census Data and Analysis provided by the Department of Civil Rights, August 2015

Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
Other data utilized to inform goal settings includes:
(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)
Table 1: American Planning Association and AICP Planners Salary Survey (2014)
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Table 2: Association of Collegiate Schools of Planning Administrators
At the Association of Collegiate Schools of Planning Administrators Conference (November 2013), M. Dolan
Evanovich, Vice President of Strategic Enrollment Planning and Jennifer Evans-Cowley, Associate Dean for
Academic Affairs and Administration provided information of population trends, undergraduate and graduate
enrollment trends by gender, race, and domestic and international students, and how this influences future enrollment
challenges for the planning profession. http://www.acsp.org/sites/default/files/PlanningEnrollmentTrends.pdf
Below are several highlights and associated slides which detail challenges in the planning profession.

Of all under graduate and graduate students in planning programs, 48% are female and 35% are persons of
color. Major obstacles include the affordability of college education:

Undergraduate enrollment has decreased by 9% while graduate enrollment has increased by 3% in recent
years. High proportion of Caucasians enrolled in graduate programs.

The proportion of students of color enrolled in planning programs has decreased 5% over the last five years.

Between 2000-2012 the number of international students enrolled in planning programs has increased 28%.

11/2/2015-EWplan2016.doc

299

CITY OF MADISON

11/2/2015-EWplan2016.doc

EQUITABLE WORKFORCE PLAN: 2016-2021

300

CITY OF MADISON

11/2/2015-EWplan2016.doc

EQUITABLE WORKFORCE PLAN: 2016-2021

301

CITY OF MADISON

EQUITABLE WORKFORCE PLAN: 2016-2021

Source: Association of Collegiate Schools of Planning Administrators, 2013

Table 3: Association of Collegiate Schools of Planning, 2013-2014
The Association of Collegiate Schools of Planning publishes demographic profiles of students enrolled in masters
programs annually. Below is a sample of six accredited planning programs. Enrollment variation occurs in gender
and race amongst accredited schools. It should be noted that enrollment profiles of masters planning programs may
change annually based on overall student acceptance into the program.
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Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the Planning
Division has developed the following goals for 2016:

Goal 1:
Category: Culture
Data measure:
Goal: Be intentional and improve effectiveness in working with diverse and underrepresented populations.
Inventory public outreach processes and strategies used currently by the Planning Division, identify
effective outreach practices, and incorporate effective practices into planning processes and projects.
Track and report out outreach initiatives mid-stream and as part of project closeout. Short Term – In
2016, three major planning projects will provide and measure public outreach strategy to increase
participation by diverse and underrepresented populations and track the success of such efforts.
We will know we are successful when:
Public input sessions reflect a more diverse range of the population for specific projects, area planning
initiatives, and the City as a whole.

The following individual(s) are responsible for reporting on this data every 12-months to the department
head:
Planning Leadership Team (Karen Cornwell, Director, Bill Fruhling, Rick Roll, Jule Stroick, Dave
Trowbridge, and Jay Wendt). At the onset of the initiative, other planning staff will be requested to
participate in the effort.

Goal 2:
Category: Hiring
Data measure:
Goal: Incorporate descriptions/questions about knowledge and experience working with multicultural and
underrepresented populations into job descriptions, supplemental questionnaire questions and interview
questions. The percentage of job descriptions, supplemental questionnaires and sets of interview
questions that have descriptions/questions related to knowledge and experience in working with
multicultural and underrepresented populations.
We will know we are successful when:
100% of job descriptions, supplemental questionnaires and interviews include descriptions/questions
related to knowledge and experience working with multicultural populations.

The following individual(s) are responsible for reporting on this data every six months to the department
head:
Planning Leadership Team. At the onset of the initiative, other planning staff will be requested to
participate in the effort.
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Goal 3:
Category: Training
Data measure:
Mandatory attendance of City-based training option, “Racial Equity and Social Justice (RESJ) Initiative”
(Part I and II) training or other approved implicit bias training and/or other sensitivity training such as the
YWCA Racial Justice Training and certificate program. 100% of new and existing employees have
received training and/or are actively involved in RESJ activities.
We will know we are successful when:
A broad base of existing and new “City” employees can benefit from the knowledge and exposure to the
program’s training.

The following individual(s) are responsible for reporting on this data every 12-months to the department
head:
Planning Leadership Team. At the onset of the initiative, other planning staff will be requested to
participate in the effort.

We will provide an update on these goals to Civil Rights for reporting to the mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.

Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:

Goal 1:
Category: Culture
Data measure:
Goal: Be intentional and improve effectiveness in working with diverse and underrepresented populations.
Inventory public outreach processes and strategies used currently by the Planning Division; identify
effective outreach practices; incorporate effective practices into planning processes and projects. Track
and report out outreach initiatives mid-stream and as part of project closeout. Long Term – In 2016,
identify and meet with five local partners such as Centro Hispano, United Asian Services of WI, and
Urban League, to explore opportunities for community engagement, involvement, and participation by
diverse and underrepresented populations.
We will know we are successful when:
Planning Division is working with local community partners which result in a more diverse range of the
population for specific projects, area planning initiatives, and the City as a whole.

The following individual(s) are responsible for reporting on this data every 12- months to the department
head:
Planning Leadership Team. At the onset of the initiative, other planning staff will be requested to
participate in the effort.
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Goal 2:
Category: Hiring
Data measure:
Use the Equity Impact Analysis and Equitable Hiring Checklist to review and update all department job
descriptions. Use the Equity Impact Analysis and Equitable Hiring Checklist for all future recruitment
including job descriptions, job postings and supplemental questions. Use Equity Impact Analysis and
Equitable Hiring Checklist for 100% of job recruitments. Complete review of 25% of current department
job descriptions within one year.
We will know we are successful when:
100% of job descriptions have been reviewed and updated and the use of the Equity Impact Analysis and
Equitable Hiring Checklist are routinely used for all job recruitments in the time period.

The following individual(s) are responsible for reporting on this data every 12-months to the department
head:
Planning Leadership Team. At the onset of the initiative, other planning staff will be requested to
participate in the effort.

Goal 3:
Category: Promotion
Data measure:
Goal: Educate staff on the planner classification series, type of projects and responsibilities for
advancement, and provide opportunities and training/cross-training to advance and progress in their
career. Track employee performance evaluation and changes in job classification over time.
We will know we are successful when:
Employees are able to successfully compete for promotional opportunities and advance in the
department.

The following individual(s) are responsible for reporting on this data every 12 months to the department
head:
Planning Leadership Team. At the onset of the initiative, other planning staff will be requested to
participate in the effort.

We will report on these goals to Civil Rights for reporting to the mayor, Affirmative Action Commission,
and Common Council at the end of each year.

Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tool three times in 2016.
At least one of these applications will be on a hiring decision, if a hiring decision is made in 2016. The tool
results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
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Hiring decisions
Policy or procedure development
Community engagement (meeting or plan)
Budget
Contracts and purchasing
Strategic plans
Work plans
Funding decisions
Promotional decision or process
Partnerships and collaborations

The Racial Equity and Social Justice Team are available to assist departments with use of the tool. We
will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative Action
Commission, and the Common Council on or before January 31, 2017.
The following individual(s) will be responsible for the RESJI tool implementation:
Planning Leadership Team consisting of:
 Katherine Cornwell, Director
 Bill Fruhling, Principal Planner, Comprehensive Planning & Regional Cooperation and
Neighborhood Cultural & Strategic Planning Unit
 Rick Roll, Planner IV, Comprehensive Planning & Regional Cooperation Unit
 Jule Stroick, Planner IV, Neighborhood Cultural & Strategic Planning Unit
 David Trowbridge, Principal Planner, Transportation Policy & Planning Unit
 Jay Wendt, Principal Planner, City Design & Plan Implementation Unit

Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
 APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf

Section IX – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
impact on racial/ethnic affirmative action group members, women and people with disabilities. Such review
will include, but not be limited to, the following:
Dissemination of Policy Statement and Plan

Yes

No

1. Include policy statement and reference to Affirmative Action Plan in policy
manual.
2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.
3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.
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Dissemination of Policy Statement and Plan

Yes

No

Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.
5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.
7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.
9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red flagged position before making an employment offer.
Staff Development
11. Ensure all employees
opportunities.

equal

access

to

training

&

promotional

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.
13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.
Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.
16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.
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Appendix A – Assessments
Departments insert Assessments from Excel Here
Department
Culture Training Other

Strategy
Acknowledge work
accomplishments

DPCED - Planning Division
We could do this with minimal
effort.

Culture Training Other

All supervisors and managers all
attend supervisory academy

We already do this.

Culture Training Other

Allow front lines staff to attend
trainings downtown and
elsewhere on work time

We could do this with minimal
effort.

Culture Training Other

Ask/assess people what skills
they need and provide training
that matches

We could do this with minimal
effort.

Culture Training Other

Be intentional about working with
a diverse populations

We could do this with minimal
effort.

Culture Training Other

Connect all members to goals
and vision of organization

We could do this with minimal
effort.

Culture Training Other

Create a directory with photos

We could do this with minimal
effort.

Culture Training Other

Dedicate budget resources to
training, and ensure those
resources are equitably
distributed among management,
professional staff, administrative
support, field staff, etc.

We could do this with minimal
effort.

Culture Training Other

Develop a staff committee to
work on this

We could do this with minimal
effort.

Culture Training Other

Encourage all employees to get
certifications relevant to field,
provide space, time, and
resources

We could do this with minimal
effort.

Culture Training Other

Encourage employees to attend
any city sponsored training

We already do this.

Culture Training Other

Encourage transparency, do not
let staff hold on to important
operating information

We could do this with minimal
effort.

Culture Training Other

Ensure all staff, especially
diverse staff, have access to
trainings at an equal rate as their
colleagues

We could do this with minimal
effort.

Culture Training Other

Ensure relationship building with
outside stakeholders, including
engagement and outreach

We already do this.
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Culture Training Other

Expand workplace social events
and open them to families

We already do this.

Culture Training Other

Focus on employee wellness of
mind and body

We could do this with minimal
effort.

Culture Training Other

Get civil rights coordinators more
involved in the hiring process copy them when a position is red
flagged in their department

We could do this with minimal
effort.

Culture Training Other

Have a diversity
committee/affinity group

We could do this with minimal
effort.

Culture Training Other

Have a space where all
employees can gather for
lunch/breaks

We already do this.

Culture Training Other

Have meetings at the beginning
of work shifts

We already do this.

Culture Training Other

Have multi-department staff
meetings

We already do this.

Culture Training Other

Hold all staff meetings or all unit
meetings as often as possible

We already do this.

Culture Training Other

Hold one on one meetings with
new staff and executive
management member

We could do this with minimal
effort.

Culture Training Other

Implement department-wide
email access

We already do this.

Culture Training Other

Increase restroom access for
field employees

N/A

Culture Training Other

Management stops Harassment
and Discrimination immediately
when aware

We could do this with minimal
effort.

Culture Training Other

Maximize existing diversity within
the organization

We could do this with minimal
effort.

Culture Training Other

Offer to pay for employee
certification and licenses

We could do this with minimal
effort.

Culture Training Other

Partner with DCR and HR for
ideas and implementation

We could do this with minimal
effort.

Culture Training Other

Provide a way for staff to give
anonymous feedback about
agency to management and their
peers

We could do this with minimal
effort.

Provide all staff with cross
training and shadowing
Provide flexible schedules

We could do this with minimal
effort.
We already do this.

Culture Training Other
Culture Training Other
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Culture Training Other

Provide many levels of training:
on the job training, new
employee training, ongoing
training

We already do this.

Culture Training Other

Rotate staff meeting facilitation
among all staff

We could do this with a lot of
effort.

Culture Training Other

Schedule gatherings such as
potlucks, lunch and learns, etc.

We already do this.

Culture Training Other

Send staff to external training
opportunities

We already do this.

Culture Training Other

Send staff to YWCA Racial
Justice Trainings

We could do this with minimal
effort.

Culture Training Other

Set department goals that
everyone works towards

We could do this with minimal
effort.

Culture Training Other

Survey staff and make changes
based on results

We could do this with minimal
effort.

Culture Training Other

Talk about race, bias, prejudice
openly and safely, with
moderated conversations as
needed

We could do this with minimal
effort.

Culture Training Other

Target training to hourly staff and
entry level so they receive skills
to pass tests and have skills to
promote

We could do this with minimal
effort.

Culture Training Other

Watch "cliques" and staff
divisions

We could do this with minimal
effort.

Culture Training Other

Who provided you with this
feedback? (Select all that apply)

N/A

Hiring Recruitment

Allow candidates to come in
early and review at least some
interview questions

We already do this.

Hiring Recruitment

Assign diverse staff to be your
department's Civil Rights
Coordinator

We already do this.

Hiring Recruitment

Assure "working with
multicultural populations" is
included in the position
description of all jobs

We could do this with minimal
effort.

Hiring Recruitment

Assure all people reviewing
supplemental questions or
serving on interview panels
attend implicit bias training

We could do this with minimal
effort.

Hiring Recruitment

Assure diverse staff have contact
with the community

We could do this with minimal
effort.

Hiring Recruitment

Assure supplemental questions
are relevant to the position, and
have benchmarks instead of only
a number scoring criteria

We already do this.
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Hiring Recruitment

Attend targeted recruitment
events (Urban League, YWCA,
Job Mob)

We could not do this.

Hiring Recruitment

Be strategic about hiring diverse
seasonal employees, so they
can eventually work full time for
the organization

We could not do this.

Hiring Recruitment

Benchmark ability to successfully
work with multicultural
communities

We could do this with minimal
effort.

Hiring Recruitment

Benchmark ability to successfully
work with multicultural
communities in any
supplemental questions

We could do this with minimal
effort.

Hiring Recruitment

Budget for these strategies
(advertising, internships, etc.)

We already do this.

Hiring Recruitment

Collaborate with HR and DCR on
any or all of the strategies. If you
do not know how to do some of
these things, just ask!

We could do this with minimal
effort.

Hiring Recruitment

Create an advisory team to help
with department hiring goals.
Include diverse staff, Civil Rights
Coordinator, representatives
from Racial Equity and Social
Justice Initiative (RESJI),
Multicultural Affairs Committee
(MAC), Women's Initiatives
Committee (WIC)

We could do this with minimal
effort.

Hiring Recruitment

Diversify supplemental question
and interview panels. Include
people of color, women, staff
from all levels, community
members, MAC, WIC, RESJI
team members

We already do this.

Hiring Recruitment

Have a clear justification for who
should be hired, besides a point
score

We already do this.

Hiring Recruitment

Have apprenticeship and/or
practicum programs

We could not do this.

Hiring Recruitment

Have staff representation at
meetings in the community,
participate in diverse community
events and ongoing meetings

We could do this with minimal
effort.

Hiring Recruitment

Hire employees at trainee level
and train them up

We could not do this.
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Hiring Recruitment

If HR and DCR indicate there is
not a diverse applicant pool after
a position closes, extend the
deadline and strategize about
how to attract more diverse
applicants

We could do this with a lot of
effort.

Hiring Recruitment

Interview all candidates who
meet the minimum qualifications

We could not do this.

Hiring Recruitment

Interview people at targeted
recruitment events whenever
possible

We could not do this.

Hiring Recruitment

Invest time in Division of
Vocational Rehabilitation and/or
W2 Workers

We could not do this.

Hiring Recruitment

Offer training to high school
and/or college students and
related programs

We already do this.

Hiring Recruitment

Participate in: AASPIRE
Internships, Wanda Fullmore
Youth Internship Program, Other
field-specific Internship
Programs

We already do this.

Hiring Recruitment

Post jobs to a wide variety of
diverse places: City Facebook,
Linkedin, Metro Buses,
Affirmative Action Email List (city
email list), UW System, Monster,
Career Builder, Milwaukee
Journal-Sentinel On-Line, Fieldspecific resources, targeted
mailings to local certificate or
license holders

We already do this.

Hiring Recruitment

Post most jobs open and
competitive. Post jobs internal
when there is a diverse pool

We already do this.

Hiring Recruitment

Post some jobs as bilingual
(Spanish/Hmong) required

We could do this with minimal
effort.

Hiring Recruitment

Reach out to any or all of the
following on a regular basis (not
an exhaustive list): RESJI, MAC,
WIC, high schools, Job Center,
Boys & Girls Club, any
community center, school
counselors, Technical Colleges,
UW Career Services, etc.

We already do this.

Hiring Recruitment

Recruit from other diverse city
agencies

We could not do this.
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Hiring Recruitment

Recruit from outside of the City
of Madison

We already do this.

Hiring Recruitment

Review job postings to assure
minimum skill, knowledge, and
education requirements are
actually needed

We already do this.

Hiring Recruitment

Review tests to make sure they
are relevant to the position tasks.

We could not do this.

Hiring Recruitment

Switch up interview panels. Do
not use the same people over
and over

We already do this.

Hiring Recruitment

Use benchmarks for interview
questions instead of a number
scoring criteria

We already do this.

Hiring Recruitment

Use random selection with many
applicants

We could not do this.

Hiring Recruitment

Use the Equity Impact Analysis &
Equitable Hiring Checklist well
before hire

We could do this with minimal
effort.

Hiring Recruitment

Utilize behavioral interview
questions

We already do this.

Hiring Recruitment

Who provided you with this
feedback? (Select all that apply)

N/A

Orientation Onboarding
Promotion Retention

Assign a diverse group of staff to
train the new person, even if that
means finding external trainers
or mentors

We could not do this.

Orientation Onboarding
Promotion Retention

Assure a good workplace culture
(we will cover this next time)

N/A

Orientation Onboarding
Promotion Retention

Assure promotional possibilities
for diverse staff (see below)

We already do this.

Orientation Onboarding
Promotion Retention

Build in a career ladder

We could do this with minimal
effort.

Orientation Onboarding
Promotion Retention

Clean out and stock work
bench/space/desk/cubicle/office

We could do this with minimal
effort.

Orientation Onboarding
Promotion Retention

Conduct exit interviews upon
retirement and/or when
employees leave

We already do this.

Orientation Onboarding
Promotion Retention

Connect new employees to
diverse activities
(MAC/WIC/RESJI)

We could do this with minimal
effort.

Orientation Onboarding
Promotion Retention

Create a training program that
gives staff skills to promote in
future

We could do this with minimal
effort.
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Orientation Onboarding
Promotion Retention

Develop a
Mentorship/Buddies/Ambassador
Program

We could do this with minimal
effort.

Orientation Onboarding
Promotion Retention

Develop employee-specific onboarding plans in conjunction
with HR

We could do this with minimal
effort.

Orientation Onboarding
Promotion Retention

Encourage diverse applicants to
apply for open promotional
positions

We already do this.

Orientation Onboarding
Promotion Retention

Ensure all staff, especially
diverse staff, have access to
trainings at an equal rate as their
colleagues

We could do this with minimal
effort.

Orientation Onboarding
Promotion Retention

Have a pool of leaders who can
fill in as supervisor

We already do this.

Orientation Onboarding
Promotion Retention

Hold all staff meetings or all unit
meetings as often as possible

We already do this.

Orientation Onboarding
Promotion Retention

Hold one on one meetings with
new staff and executive
management member

We could do this with minimal
effort.

Orientation Onboarding
Promotion Retention

If incoming employee is the only
woman or only person of color,
send the current workgroup to
implicit bias training and/or
sensitivity training (work with
DCR)

We could do this with a lot of
effort.

Orientation Onboarding
Promotion Retention

Introduce new staff to existing
staff

We already do this.

Orientation Onboarding
Promotion Retention

Move from part time to full time
positions

We already do this.

Orientation Onboarding
Promotion Retention

Offer cross-training of most or all
jobs

We could do this with a lot of
effort.

Orientation Onboarding
Promotion Retention

Order business cards if
applicable

We could do this with minimal
effort.

Orientation Onboarding
Promotion Retention

Promote from within only if
internal pool is more diverse than
community at large

We could not do this.

Orientation Onboarding
Promotion Retention

Provide job shadowing with
diverse staff

We could do this with a lot of
effort.

Orientation Onboarding
Promotion Retention

Provide promotional candidates
with specific feedback about how
they can improve if they are not
selected for a promotion

We already do this.

Orientation Onboarding
Promotion Retention

Provide tours of offices and all
facilities

We already do this.
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Orientation Onboarding
Promotion Retention

Schedule employees to attend
HR's new employee training:
First day of work, and all-day
session offered two times per
year

We already do this.

Orientation Onboarding
Promotion Retention

Send staff to YWCA Racial
Justice Trainings, implicit bias
training, and/or other sensitivity
training

We could do this with minimal
effort.

Orientation Onboarding
Promotion Retention

Set goals for the employee and
share them with their assigned
trainer(s)

We could not do this.

Orientation Onboarding
Promotion Retention

Who provided you with this
feedback? (Select all that apply)

N/A

The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
Anecdotal experiences heard from other City Employees
Department Head
One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
A representative from Racial Equity & Social Justice team
A representative from the Multicultural Affairs Committee
A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these
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POLICE DEPARTMENT

Section I – Cover Page

CITY OF MADISON POLICE DEPARTMENT
Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:
City Of Madison Police Department
Equitable Workforce Plan Review Committee:
Michael C. Koval, Chief of Police
MKoval@cityofmadison.com

David Jugovich, Lieutenant of Personnel
DJugovich@cityofmadison.com

Susan Williams, Assistant Chief (Department Head Designee)
James Wheeler, Captain (Investigative Bureau)
Kristen Roman, Captain (RESJI Representative)
Tom Snyder, Captain (Recruitment/Training)
Sue Fichtel, Records Manager
Garfield Cunningham, Parking Enforcement Officer (Muticultural Committee Representative)
Walter Jackson, Master Scheduler (V.P., Local 6000/Civilian Advisory Committee Member)
Jerry Johnson, Detective (Chair, Diversity and Inclusion Team)
211 S. Carroll Street
Madison, Wisconsin 53703
(608) 266-4664
www.cityofmadison.com/police
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Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.

Section III – Staff Responsibility
Our agency head Michael C. Koval, Chief of Police MKoval@cityofmadison.com, or their replacement, is
responsible for implementation of our Affirmative Action Plan.

Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
Currently, the Madison community demographics and our departmental demographics are as follows:
(The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison. Department data is from July 30, 2015 and includes all employees,
including hourly and seasonal employees.)

Madison Community*
TOTAL
SEX

%
Difference

Departme nt
233,209

%

629

%

%

Male

114,832

49.24%

407

64.71%

15.47%

Female

118,377

50.76%

222

35.29%

-15.47%

RACE
White

184,030

78.91%

518

82.35%

3.44%

Black or African American

16,926

7.26%

51

8.11%

0.85%

Asian

17,211

7.38%

20

3.18%

-4.20%

Some other race**

13,960

5.99%

3

0.48%

-5.51%

1,001

0.43%

10

1.59%

1.16%

81

0.03%

15,948

6.84%

American Indian and Alaska Native
Native Hawaiian and other Pacific Islander
ETHNICITY
Hispanic or Latino (of any race)

27

4.29%

-2.55%

*The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and
Housing Characteristics: 2010. It is limited to the City of Madison.
**Some other race includes "Two or More Races" and "Some Other Race" categories.

Currently, the availability data for our department is as follows:
(This data is from the permanent employees and U.S. census 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA)
which includes Columbia, Dane, and Iowa counties.)
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Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
Other data utilized to inform goal settings includes:
(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)
Note: Police have more detailed information on record.

Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the following
goals for 2016:

Goal 1:
Category: Recruitment
Data measure:
Commissioned Hiring Process – Re-contact all applicants by mail that withdraw from the initial hiring
process to assess whether or not there are unintended barriers; consider whether or not there may be
opportunities to encourage applicants who have withdrawn to continue with the process.
We will know we are successful when:
Increase our candidate pool, particularly female applicants and applicants of color by reducing the
number of applicants who initially withdraw.
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The following individual(s) are responsible for reporting on this data every year to the department head:
Lieutenant of Training
Lieutenant of Personnel

Goal 2:
Category: Recruitment
Data measure:
Community Engagement Programs - Continue to support efforts of community programs such as the
Latino/Black Youth Academies, our Explorer and Internship programs, whose goals in part are to educate
youth and young adults and to promote interest in and understanding of, the law enforcement profession.
We will know we are successful when:
We increase our future candidate base, particularly female applicants and applicants of color as a result
of their previous participation in the referenced programming.

The following individual(s) are responsible for reporting on this data every year to the department head:
Lieutenant of Training
Lieutenant of Personnel

Goal 3:
Category: Culture
Data measure:
Diversity Inclusion Team - Encourage and support the continued work of the Department's Diversity
Inclusion Team whose goal it is to assure the inclusion of all employees in Department decisions and
processes, as appropriate.
We will know we are successful when:
Employees' perception of inclusiveness, transparency and internal procedural justice improves.

The following individual(s) are responsible for reporting on this data every year to the department head:
Lieutenant of Personnel

We will provide an update on these goals to Civil Rights for reporting to the mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.

Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:

11/2/2015-EWplan2016.doc

319

CITY OF MADISON

EQUITABLE WORKFORCE PLAN: 2016-2021

Goal 1:
Category: Promotion
Data measure:
Commissioned Promotional Process - Commissioned personnel are subject to a specific process for
promotion. This process, governed by MOU between the Department and the MPPOA, was re-evaluated
in 2014. There will be continued efforts to elicit feedback for process improvement.
We will know we are successful when:
Employees perceive the process as being transparent and fair as we re-access and address impediments
to these objectives. Employees trust that the process is equitable and does not have a disparate impact
on any one group or individual(s).
The following individual(s) are responsible for reporting on this data every year to the department head:
Lieutenant of Personnel

Goal 2:
Category: Promotion
Data measure:
Civilian Promotional/Lateral Process*- Department civilians are currently required to apply for positions
within a classification even if they are not interested in the current position so that they may have an
opportunity to be considered for a similar position that may become available within a six (6) month
period. Removing this barrier to the process and allowing civilian employees to apply for specific
positions will encourage greater employee investment in the City and our Department, while allowing
employees to develop their careers.
We will know we are successful when:
Civilian employees feel that their ability to compete for other positions is fair and unencumbered.

The following individual(s) are responsible for reporting on this data every year to the department head:
City Human Resources Department
Lieutenant of Personnel

Goal 3:
Category: Culture
Data measure:
Employee Mentorship Program - Along with Department efforts to orientate civilian employees, new
civilian employees will be offered a "mentor" to help them learn the cultural aspects of our Department. A
similar program already exists for commissioned personnel and would be re-assessed for improvement as
appropriate.
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We will know we are successful when:
Employees report greater satisfaction, improved career development and support.

The following individual(s) are responsible for reporting on this data every year to the department head:
City Human Resources Department
Lieutenant of Personnel

Goal 4:
Category: Retention
Data measure:
Employee Engagement Plans - All employees have "assets" and "deficiencies". Developing a process
that fairly and respectfully addresses both employee contributions and areas of improvement will help
supervisors engage, coach and mentor employees. This process will also provide an opportunity for
supervisors to understand what motivates employees so that our organization can recognize, develop
and support employees throughout their careers.
We will know we are successful when:
All employees, civilian and sworn, feel that they are valued and supported.

The following individual(s) are responsible for reporting on this data every year to the department head:
Lieutenant of Personnel

We will report on these goals to Civil Rights for reporting to the mayor, Affirmative Action Commission,
and Common Council at the end of each year.

Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tools three times in
2016. At least one of these tool applications will be on a hiring decision, if a hiring decision is made in
2016. The tool results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
 Hiring decision
 Policy or procedure development
 Community engagement meeting or plan
 Budget
 Contracts and purchasing
 Strategic plans
 Work plans
 Funding decisions
 Promotional decision or process
 Partnerships and collaborations
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The Racial Equity and Social Justice Team is available to assist departments facilitation of tool
application. We will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative
Action Commission, and the Common Council on or before January 31, 2017.
The following individual(s) will be responsible for the RESJI tool implementation:
David Jugovich, Lieutenant of Personnel

Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
 APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf

Section IX – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
impact on racial/ethnic affirmative action group members, women and people with disabilities. Such review
will include, but not be limited to, the following:
Dissemination of Policy Statement and Plan
1. Include policy statement and reference to Affirmative Action Plan in policy
manual.

Yes

No
2016

2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.
3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.

2016

Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.
5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.
7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
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Dissemination of Policy Statement and Plan

Yes

No

Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.
9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red flagged position before making an employment offer.
Staff Development
11. Ensure all employees
opportunities.

equal

access

to

training

&

promotional

*2016+

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.
13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.
Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.
16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.

Appendix A – Assessments
Note: Police have more detailed information on record.
The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
Anecdotal experiences heard from other City Employees
Department Head
One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
A representative from Racial Equity & Social Justice team
A representative from the Multicultural Affairs Committee
A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
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A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these
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STREETS DIVISION

Section I – Cover Page

Streets
Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:
Streets
Equitable Workforce Plan Review Committee:
Chris Kelley
ckelley@cityofmadison.com
Stephen Schultz
sschultz@cityofmadison.com

1501 W. Badger Rd.
Madison, WI 53703
(608) 266-4681
www.cityofmadison.com/streets

Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.

Section III – Staff Responsibility
Our agency head Chris Kelley, or their replacement, is responsible for implementation of our Affirmative
Action Plan.
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Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
Currently, the Madison community demographics and our departmental demographics are as follows:
(The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison. Department data is from July 30, 2015 and includes all employees,
including hourly and seasonal employees.)

Madison Community*
TOTAL

%
Difference

Departme nt
233,209

%

197

%

%

Male

114,832

49.24%

180

91.37%

42.13%

Female

118,377

50.76%

17

8.63%

-42.13%

SEX

RACE
White

184,030

78.91%

170

86.29%

7.38%

Black or African American

16,926

7.26%

10

5.08%

-2.18%

Asian

17,211

7.38%

3

1.52%

-5.86%

Some other race**

13,960

5.99%

4

2.03%

-3.96%

1,001

0.43%

2

1.02%

0.59%

81

0.03%

15,948

6.84%

American Indian and Alaska Native
Native Hawaiian and other Pacific Islander
ETHNICITY
Hispanic or Latino (of any race)

8

4.06%

-2.78%

*The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and
Housing Characteristics: 2010. It is limited to the City of Madison.
**Some other race includes "Two or More Races" and "Some Other Race" categories.

Currently, the availability data for our department is as follows:
(This data is from the permanent employees and U.S. census 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA)
which includes Columbia, Dane, and Iowa counties.)

Streets Job Family Availability
The Annual Placement Goals are determined with an underutilization analysis of incumbency and relevant labor market availability of qualified
women or people of color (known as minorities in the past). All selection decisions are made in a nondiscriminatory manner and a placement goal is
not justification for selecting an individual based on their protected class. Source: Permanent Employees & US Census 2010 EEO Data Tool Madison,
WI (MSA)

1 - Officials &
Administrators
2 - Professionals
6 - Administrative
Support
7 - Skilled Craft
Workers
8 - Service
Maintenance
TOTAL

Total # of
Employees

# of
Women
Employees

Women
Incumbency

Women
Goal*

Availability
Met?

Difference
to goal
(+/-)

# of Racial
Ethnic
Employees

Racial
Ethnic
Incumbency

Racial
Ethnic
Goal*

Availability
Met?

Difference
to goal
(+/-)

2
17

0
2

0.00%
11.76%

43.90%
53.80%

No
No

-43.90%
-42.04%

0
1

0.00%
5.88%

6.20%
9.80%

No
No

-6.20%
-3.92%

5

2

40.00%

62.00%

No

-22.00%

1

20.00%

8.20%

Yes

11.80%

139

12

8.63%

6.30%

Yes

2.33%

16

11.51%

5.90%

Yes

5.61%

34
197

1
17

2.94%

43.30%

No

-40.36%

9
27

26.47%

13.40%

Yes

13.07%
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Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
Other data utilized to inform goal settings includes:
(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)

Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the following
goals for 2016:

Goal 1:
Category: Recruitment
Data measure:
Goal is to actively recruit qualified applicants from diverse gender, racial and ethnic communities.

We will know we are successful when:
We increase the number of qualified applications from diverse gender, racial and ethnic communities
during our seasonal employee recruitment, who will then successfully promote into Streets Division fulltime employment.
The following individual(s) are responsible for reporting on this data every time period to the department
head:
Stephen Schultz

Goal 2:
Category: Hiring
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Data measure:
Goal is to have a diverse gender, racial, and ethnic pool of Streets Division seasonal employees from
which to select permanent full-time employment.

We will know we are successful when:
We change the Streets Division workforce demographics to better represent the community in which we
serve.

The following individual(s) are responsible for reporting on this data every time period to the department
head:
Stephen Schultz

Goal 3:
Category: Promotion
Data measure:
After successfully meeting Goal 1-Recruiting and Goal 2-Hiring, the goal is to promote this population
through the promotional opportunities existing in the Streets Division.

We will know we are successful when:
We have a diverse gender, racial and ethnic workforce represented throughout the promotional ladder
existing in the Streets Division.

The following individual(s) are responsible for reporting on this data every time period to the department
head:
Stephen Schultz

We will provide an update on these goals to Civil Rights for reporting to the mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.

Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:

Goal 1:
Category: Recruitment
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Data measure:
Goal is to strategize with the City HR Department so that it regularly and actively recruits from diverse
gender, racial and ethnic communities, e.g., RESJI, MAC, WIC, high schools/counselors, Dane County
Job Center, Boys & Girls Club, local community centers, technical colleges, UW Career Services, youth
employment mentoring programs, etc.
We will know we are successful when:
The demograghics of qualified applicants more closely represents the diverse gender, race and ethnic
communities in Madison.

The following individual(s) are responsible for reporting on this data every time period to the department
head:
Stephen Schultz

Goal 2:
Category: Promotion
Data measure:
Based on the success of Goal 1-Recruiting and Goal 3-Hiring, the goal is to encourage qualified diverse
gender, racial and ethnic employees to apply for open promotional positions.

We will know we are successful when:
We promote a qualified diverse workforce into all existing promotional levels of the Streets Division.

The following individual(s) are responsible for reporting on this data every time period to the department
head:
Stephen Schultz

Goal 3:
Category: Hiring
Data measure:
Based on the success level of Goal 1 Recruiting, the goal is to hire from a strong pool of qualified
applicants representing Madison's diverse gender, racial and ethnic communities.

We will know we are successful when:
We are able to consistently hire from a strong pool of qualified applicants representing Madison's diverse
gender, racial and ethnic communities.
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The following individual(s) are responsible for reporting on this data every time period to the department
head:
Stephen Schultz

We will report on these goals to Civil Rights for reporting to the mayor, Affirmative Action Commission,
and Common Council at the end of each year.

Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tools three times in
2016. At least one of these tool applications will be on a hiring decision, if a hiring decision is made in
2016. The tool results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
 Hiring decision
 Policy or procedure development
 Community engagement meeting or plan
 Budget
 Contracts and purchasing
 Strategic plans
 Work plans
 Funding decisions
 Promotional decision or process
 Partnerships and collaborations
The Racial Equity and Social Justice Team is available to assist departments facilitation of tool
application. We will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative
Action Commission, and the Common Council on or before January 31, 2017.
The following individual(s) will be responsible for the RESJI tool implementation:
Stephen Schultz, Streets Operations Manager

Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
 APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf

Section IX – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
impact on racial/ethnic affirmative action group members, women and people with disabilities. Such review
will include, but not be limited to, the following:
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Dissemination of Policy Statement and Plan

Yes

No

1. Include policy statement and reference to Affirmative Action Plan in policy
manual.
2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.
3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.
Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.
5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.
7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.
9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red- flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red- flagged position before making an employment offer.
Staff Development
11. Ensure all employees
opportunities.

equal

access

to

training

&

promotional

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.
13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.
Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.
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Dissemination of Policy Statement and Plan

Yes

No

16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.

Appendix A – Assessments
Department
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other

Strategy
Encourage transparency, do not let staff
hold on to important operating
information
Set department goals that everyone
works towards
Management stops Harassment and
Discrimination immediately when aware
Acknowledge work accomplishments
Schedule gatherings such as potlucks,
lunch and learns, etc.
Watch "cliques" and staff divisions
Hold one on one meetings with new staff
and executive management member
Hold all staff meetings or all unit
meetings as often as possible
Have a space where all employees can
gather for lunch/breaks

Assessor
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.

Culture Training Other

Ensure relationship building with outside
stakeholders, including engagement and
outreach

We already do this.

Culture Training Other

Ensure all staff, especially diverse staff,
have access to trainings at an equal rate
as their colleagues

We already do this.

Culture Training Other

Provide many levels of training: on the
job training, new employee training,
ongoing training

We already do this.

Culture Training Other
Culture Training Other
Culture Training Other

Culture Training Other
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All supervisors and managers all attend
supervisory academy
Ask/assess people what skills they need
and provide training that matches
Provide all staff with cross training and
shadowing
Dedicate budget resources to training,
and ensure those resources are
equitably distributed among
management, professional staff,
administrative support, field staff, etc.

We already do this.
We already do this.
We already do this.

We already do this.
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Culture Training Other
Culture Training Other

Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other

Culture Training Other

Culture Training Other
Culture Training Other
Culture Training Other
Hiring Recruitment

Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment

EQUITABLE WORKFORCE PLAN: 2016-2021

Encourage employees to attend any city
sponsored training
Encourage all employees to get
certifications relevant to field, provide
space, time, and resources
Target training to hourly staff and entry
level so they receive skills to pass tests
and have skills to promote
Allow front lines staff to attend trainings
downtown and elsewhere on work time
Send staff to external training
opportunities
Offer to pay for employee certification
and licenses
Get civil rights coordinators more
involved in the hiring process - copy
them when a position is red flagged in
their department
Connect all members to goals and vision
of organization
Provide flexible schedules
Implement department-wide email
access
Collaborate with HR and DCR on any or
all of the strategies. If you do not know
how to do some of these things, just ask!
Have staff representation at meetings in
the community, participate in diverse
community events and ongoing
meetings
Assure diverse staff have contact with
the community
Assign diverse staff to be your
department's Civil Rights Coordinator
Recruit from outside of the City of
Madison

We already do this.
We already do this.

We already do this.
We already do this.
We already do this.
We already do this.

We already do this.

We already do this.
We already do this.
We already do this.
We already do this.

We already do this.
We already do this.
We already do this.
We already do this.

Hiring Recruitment

Be strategic about hiring diverse
seasonal employees, so they can
eventually work full time for the
organization

We already do this.

Hiring Recruitment

Hire employees at trainee level and train
them up

We already do this.

Hiring Recruitment

Review job postings to assure minimum
skill, knowledge, and education
requirements are actually needed

We already do this.

Hiring Recruitment

Assure "working with multicultural
populations" is included in the position
description of all jobs

We already do this.

Hiring Recruitment

Post most jobs open and competitive.
Post jobs internal when there is a
diverse pool

We already do this.
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Hiring Recruitment

Post jobs to a wide variety of diverse
places: City Facebook, Linkedin, Metro
Buses, Affirmative Action Email List (city
email list), UW System, Monster, Career
Builder, Milwaukee Journal-Sentinel OnLine, Field-specific resources, targeted
mailings to local certificate or license
holders

We already do this.

Hiring Recruitment

Assure supplemental questions are
relevant to the position, and have
benchmarks instead of only a number
scoring criteria

We already do this.

Hiring Recruitment

Review tests to make sure they are
relevant to the position tasks.

We already do this.

Hiring Recruitment

Diversify supplemental question and
interview panels. Include people of color,
women, staff from all levels, community
members, MAC, WIC, RESJI team
members

We already do this.

Hiring Recruitment
Hiring Recruitment
Hiring Recruitment

Switch up interview panels. Do not use
the same people over and over
Utilize behavioral interview questions
Use benchmarks for interview questions
instead of a number scoring criteria

We already do this.
We already do this.
We already do this.

Hiring Recruitment

Assure all people reviewing
supplemental questions or serving on
interview panels attend implicit bias
training

We already do this.

Hiring Recruitment

Have a clear justification for who should
be hired, besides a point score

We already do this.

Clean out and stock work
bench/space/desk/cubicle/office

We already do this.

Order business cards if applicable

We already do this.

Set goals for the employee and share
them with their assigned trainer(s)

We already do this.

Schedule employees to attend HR's new
employee training: First day of work, and
all-day session offered two times per
year

We already do this.

Introduce new staff to existing staff

We already do this.

Provide tours of offices and all facilities

We already do this.

Develop employee-specific on-boarding
plans in conjunction with HR

We already do this.

Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
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Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Culture Training Other
Hiring Recruitment
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Provide job shadowing with diverse staff

We already do this.

Hold one on one meetings with new staff
and executive management member

We already do this.

Hold all staff meetings or all unit
meetings as often as possible

We already do this.

Encourage diverse applicants to apply
for open promotional positions

We already do this.

Ensure all staff, especially diverse staff,
have access to trainings at an equal rate
as their colleagues

We already do this.

Provide promotional candidates with
specific feedback about how they can
improve if they are not selected for a
promotion

We already do this.

Survey staff and make changes based
on results
Provide a way for staff to give
anonymous feedback about agency to
management and their peers
Create a directory with photos
Be intentional about working with a
diverse populations
Talk about race, bias, prejudice openly
and safely, with moderated
conversations as needed
Have a diversity committee/affinity group
Partner with DCR and HR for ideas and
implementation
Expand workplace social events and
open them to families
Rotate staff meeting facilitation among
all staff
Send staff to YWCA Racial Justice
Trainings
Develop a staff committee to work on
this
Focus on employee wellness of mind
and body
Maximize existing diversity within the
organization
Increase restroom access for field
employees
Use the Equity Impact Analysis &
Equitable Hiring Checklist well before
hire

It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
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Hiring Recruitment

Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Culture Training Other

Hiring Recruitment

Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
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Create an advisory team to help with
department hiring goals. Include diverse
staff, Civil Rights Coordinator,
representatives from Racial Equity and
Social Justice Initiative (RESJI),
Multicultural Affairs Committee (MAC),
Women's Initiatives Committee (WIC)
Budget for these strategies (advertising,
internships, etc.)
Recruit from other diverse city agencies
Post some jobs as bilingual
(Spanish/Hmong) required
Allow candidates to come in early and
review at least some interview questions
Benchmark ability to successfully work
with multicultural communities

It would require minimal effort.

It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.

If incoming employee is the only woman
or only person of color, send the current
workgroup to implicit bias training and/or
sensitivity training (work with DCR)

It would require minimal effort.

Send staff to YWCA Racial Justice
Trainings, implicit bias training, and/or
other sensitivity training

It would require minimal effort.

Connect new employees to diverse
activities (MAC/WIC/RESJI)

It would require minimal effort.

Develop a
Mentorship/Buddies/Ambassador
Program

It would require minimal effort.

Conduct exit interviews upon retirement
and/or when employees leave

It would require minimal effort.

Assure promotional possibilities for
diverse staff (see below)

It would require minimal effort.

Promote from within only if internal pool
is more diverse than community at large

It would require minimal effort.

Have a pool of leaders who can fill in as
supervisor

It would require minimal effort.

Have multi-department staff meetings

It would require a lot of effort.

If HR and DCR indicate there is not a
diverse applicant pool after a position
closes, extend the deadline and
strategize about how to attract more
diverse applicants

It would require a lot of effort.

Create a training program that gives staff
skills to promote in future

It would require a lot of effort.

Offer cross-training of most or all jobs

It would require a lot of effort.
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Have meetings at the beginning of work
shifts
Reach out to any or all of the following
on a regular basis (not an exhaustive
list): RESJI, MAC, WIC, high schools,
Job Center, Boys & Girls Club, any
community center, school counselors,
Technical Colleges, UW Career
Services, etc.
Have apprenticeship and/or practicum
programs
Offer training to high school and/or
college students and related programs
Invest time in Division of Vocational
Rehabilitation and/or W2 Workers

We could not do this.

We could not do this.

We could not do this.
We could not do this.
We could not do this.

Hiring Recruitment

Participate in: AASPIRE Internships,
Wanda Fullmore Youth Internship
Program, Other field-specific Internship
Programs

We could not do this.

Hiring Recruitment

Attend targeted recruitment events
(Urban League, YWCA, Job Mob)

We could not do this.

Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Hiring Recruitment
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Orientation
Onboarding Promotion
Retention
Who provided you with
feedback?
Culture Training Other
Hiring Recruitment
Orientation
Onboarding Promotion
Retention
Culture Training Other
Hiring Recruitment
Orientation
Onboarding Promotion
Retention
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Benchmark ability to successfully work
with multicultural communities in any
supplemental questions
Interview all candidates who meet the
minimum qualifications
Use random selection with many
applicants
Interview people at targeted recruitment
events whenever possible

We could not do this.
We could not do this.
We could not do this.
We could not do this.

Assign a diverse group of staff to train
the new person, even if that means
finding external trainers or mentors

We could not do this.

Move from part time to full time positions

We could not do this.

Build in a career ladder

We could not do this.

My Department Head
My Department Head
My Department Head
My own experiences
My own experiences
My own experiences
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One or more other managers
in my department
One or more other managers
in my department
One or more other managers
in my department

The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
Anecdotal experiences heard from other City Employees
Department Head
One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
A representative from Racial Equity & Social Justice team
A representative from the Multicultural Affairs Committee
A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these
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TRAFFIC ENGINEERING AND PARKING DIVISIONS

Section I – Cover Page

Divisions of Traffic Engineering and Parking Utility
Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:
Divisions of Traffic Engineering and Parking Utility
Equitable Workforce Plan Review Committee:
David Dryer, City Traffic Engineer and Parking Manager
ddryer@cityofmadison.com
Keith Pollock, Transportation Operations Analyst
Email of Civil Rights Coordinator
Scott Langer, Assistant Traffic Engineer
Lynn Christoph, Traffic Operations Manager
Anne Benishek-Clark, Secretary
Scott Lee, Assistant Parking Utility Manager
215 Martin Luther King Jr. Blvd., Suite 100
(608) 266-4761
http://www.cityofmadison.com/trafficengineering/

Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.
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Section III – Staff Responsibility
Our agency head David Dryer, City Traffic Engineer and Parking Manager, or their replacement, is
responsible for implementation of our Affirmative Action Plan.

Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
Currently, the Madison community demographics and our departmental demographics are as follows:
(The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison. Department data is from July 30, 2015 and includes all employees,
including hourly and seasonal employees.)

Madison Community*
TOTAL

Departme nt

% Difference

233,209

%

178

%

%

Male

114,832

49.24%

143

80.34%

31.10%

Female

118,377

50.76%

35

19.66%

-31.10%

SEX

RACE
White

184,030

78.91%

142

79.78%

0.86%

Black or African American

16,926

7.26%

11

6.18%

-1.08%

Asian

17,211

7.38%

12

6.74%

-0.64%

Some other race**

13,960

5.99%

4

2.25%

-3.74%

1,001

0.43%

2

1.12%

0.69%

81

0.03%

15,948

6.84%

American Indian and Alaska Native
Native Hawaiian and other Pacific Islander
ETHNICITY
Hispanic or Latino (of any race)

7

3.93%

-2.91%

*The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and
Housing Characteristics: 2010. It is limited to the City of Madison.
**Some other race includes "Two or More Races" and "Some Other Race" categories.

Currently, the availability data for our department is as follows:
(This data is from the permanent employees and U.S. census 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA)
which includes Columbia, Dane, and Iowa counties.)

Traffic Engineering Job Family Availability
The Annual Placement Goals are determined with an underutilization analysis of incumbency and relevant labor market
availability of qualified women or people of color (known as minorities in the past). All selection decisions are made in a
nondiscriminatory manner and a placement goal is not justification for selecting an individual based on their protected class.
Source: Permanent Employees & US Census 2010 EEO Data Tool Madison, WI (MSA)
Total #
of
Employe
es
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# of
Women
Employe
es

Women
Incumben
cy

Wome
n Goal*

Availabili
ty Met?

Differen
ce to
goal (+/)

# of
Racial
Ethnic
Employe
es

Racial
Ethnic
Incumben
cy

Racial
Ethnic
Goal*

Availabili
ty Met?

Differen
ce to
goal (+/)
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1 - Officials &
Administrator
s

4

1

2Professionals

16

25.00%

43.90
%

No

1

6.25%

53.80
%

No

28

1

3.57%

50.80
%

No

13

5

38.46%

57.90
%

No

64

25

39.06%

62.00
%

No

18

1

5.56%

6.30%

No

8 - Service
Maintenance

35

1

2.86%

43.30
%

No

TOTAL

178

35

3 - Technicians
5Paraprofessio
nals
6Administrative
Support
7 - Skilled
Craft Workers

18.90
%
47.55
%
47.23
%
19.44
%
22.94
%
0.74%
40.44
%

0

0.00%

6.20%

No

6.20%

1

6.25%

9.80%

No

3.55%

6

21.43%

10.80
%

Yes

10.63
%

2

15.38%

9.00%

Yes

6.38%

23

35.94%

8.20%

Yes

1

5.56%

5.90%

No

27.74
%
0.34%

3

8.57%

13.40
%

No

4.83%

36

Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
Other data utilized to inform goal settings includes:
(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)
See appendix for other data used

Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the following
goals for 2016:

Goal 1:
Category: Onboarding
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Data measure:
The department will implement a formal onboarding/mentoring program. Each new employee will be
assigned a mentor to help him or her acclimate to the work environment and culture. The mentor will
proactively help the new employee and be available for any questions.
We will know we are successful when:
After six months, each new employee will take a survey which asks if the employee feels: valued and if he
or she feels part of a team; knowlegable about the department and its work environment; and his or her
role in the workplace. Each of these surveys should be positive and shall be used to improve the mentor
process.
The following individual(s) are responsible for reporting on this data every six months to the department
head:
Each supervisor: Scott Langer, Lynn Christoph, Phil Nehmer, Eric Halvorson, Scott Lee, David Wills, Dan
Valenza, Kellene Leicht, William Putnam, Mark Winter

Goal 2:
Category: Training
Data measure:
Each member of the TE and PU Racial equity team will attend RESJII training in 2016.

We will know we are successful when:
We will know when all team members complete the training in 2016.

The following individual(s) are responsible for reporting on this data every year to the department head:
Keith Pollock, Anne Benishek-Clark

Goal 3:
Category: Culture
Data measure:
Assess the department's work place culture with survey to help measure and identify impediments to
diversity, openness and inclusiveness in the workplace.

We will know we are successful when:
The department will consider this survey sucessful when the response rate of the survey is 90% and the
data is used to facilitate conversations and leads to policy discussions.

The following individual(s) are responsible for reporting on this data every year to the department head:
Anne Benishek-Clark

11/2/2015-EWplan2016.doc

342

CITY OF MADISON

EQUITABLE WORKFORCE PLAN: 2016-2021

We will provide an update on these goals to Civil Rights for reporting to the mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.

Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:

Goal 1:
Category: Hiring
Data measure:
The department wants the diversity of employees categorized in the Professionals job family to match the
community's level of demographic diversity within five years.

We will know we are successful when:
The diversity of employees categorized in the Professionals job family do meet or exceed the
community's level of demographic diversity.

The following individual(s) are responsible for reporting on this data every time period to the department
head:
Keith Pollock, Lynn Christoph, Scott Lee

Goal 2:
Category: Hiring
Data measure:
The department wants the diversity of employees categorized in the Paraprofessionals job family to
match the community's level of demographic diversity with in five years.

We will know we are successful when:
The diversity of employees categorized in the Paraprofessionals job family do meet or exceed the
community's level of demographic diversity.

The following individual(s) are responsible for reporting on this data every year to the department head:
Keith Pollock, Lynn Christoph, Scott Lee

Goal 3:
Category: Hiring
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Data measure:
The department wants the diversity of employees categorized in the Service Maintenance job family to
match the community's level of demographic diversity with in five years.

We will know we are successful when:
The diversity of employees categorized in the Professionals job family do meet or exceed the
community's level of demographic diversity.

The following individual(s) are responsible for reporting on this data every time period to the department
head:
Keith Pollock, Lynn Christoph, Scott Lee

We will report on these goals to Civil Rights for reporting to the mayor, Affirmative Action Commission,
and Common Council at the end of each year.

Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tools three times in
2016. At least one of these tool applications will be on a hiring decision, if a hiring decision is made in
2016. The tool results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
 Hiring decision
 Policy or procedure development
 Community engagement meeting or plan
 Budget
 Contracts and purchasing
 Strategic plans
 Work plans
 Funding decisions
 Promotional decision or process
 Partnerships and collaborations
The Racial Equity and Social Justice Team is available to assist departments facilitation of tool
application. We will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative
Action Commission, and the Common Council on or before January 31, 2017.
The following individual(s) will be responsible for the RESJI tool implementation:
Name and Job Title

Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
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APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf

Section IX – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
impact on racial/ethnic affirmative action group members, women and people with disabilities. Such review
will include, but not be limited to, the following:
Dissemination of Policy Statement and Plan

Yes

No

1. Include policy statement and reference to Affirmative Action Plan in policy
manual.
2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.
3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.
Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.
5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.
7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.
9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red flagged position before making an employment offer.
Staff Development
11. Ensure all employees
opportunities.
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Dissemination of Policy Statement and Plan

Yes

No

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.
13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.
Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.
16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.

Appendix A – Assessments
The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
Anecdotal experiences heard from other City Employees
Department Head
One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
A representative from Racial Equity & Social Justice team
A representative from the Multicultural Affairs Committee
A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these
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TREASURER’S OFFICE

Section I – Cover Page

City Treasurer
Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:
City Treasurer
Equitable Workforce Plan Review Committee:
Dave Gawenda
dgawenda@cityofmadison.com
Aaron Leair
aleair@cityofmadison.com

210 Martin Luther King Jr. Blvd., Room 107
Madison, WI 53703
(608) 266-4771
www.cityofmadison.com/treasurer

Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.

Section III – Staff Responsibility
Our agency head Dave Gawenda, or their replacement, is responsible for implementation of our
Affirmative Action Plan.
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Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
Currently, the Madison community demographics and our departmental demographics are as follows:
Madison Community*
TOTAL
SEX

9

%
Difference

Department
233,209

%

6

%

%

Male

114,832

49.24%

1

16.67%

-32.57%

Female

118,377

50.76%

5

83.33%

32.57%

RACE
White

184,030

78.91%

6

100.00%

21.09%

Black or African American

16,926

7.26%

0

0.00%

-7.26%

Asian

17,211

7.38%

0

0.00%

-7.38%

Some other race**

13,960

5.99%

0

0.00%

-5.99%

1,001

0.43%

0

0.00%

-0.43%

81

0.03%

15,948

6.84%

American Indian and Alaska Native
Native Hawaiian and other Pacific Islander
ETHNICITY
Hispanic or Latino (of any race)

0

0.00%

-6.84%

*The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison.
**Some other race includes "Two or More Races" and "Some Other Race" categories.

Currently, the availability data for our department is as follows:

10

Treasurer Job Family Availability
The Annual Placement Goals are determined with an underutilization analysis of incumbency and relevant labor market availability of qualified
women or people of color (known as minorities in the past). All selection decisions are made in a nondiscriminatory manner and a placement
goal is not justification for selecting an individual based on their protected class. Source: Permanent Employees & US Census 2010 EEO Data
Tool Madison, WI (MSA)

1 - Officials &
Administrators
5Paraprofessionals
6Administrative
Support

Total # of
Employ ees

# of
Women
Employees

Women
Incumbency

Women
Goal*

Availab ility
Met?

Difference
to goal
(+/-)

# of Racial
Ethnic
Employees

Racial
Ethnic
Incumb ency

Racial
Ethnic
Goal*

Availab ility
Met?

Differ ence
to goal
(+/ -)

1

0

0.00%

43.90%

No

-43.90%

0

0.00%

6.2 0%

No

-6.2 0%

1

1

100.00%

57.90%

Yes

42.10%

0

0.00%

9.0 0%

No

-9.0 0%

4

4

100.00%

62.00%

Yes

38.00%

0

0.00%

8.2 0%

No

-8.2 0%

9

The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison. Department data is from July 30, 2015 and includes all employees,
including hourly and seasonal employees.
10
This data is from the permanent employees and U.S. census 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA)
which includes Columbia, Dane, and Iowa counties.
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5

0

Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
Other data utilized to inform goal settings includes:
(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)
Departments include data here

Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the following
goals for 2016:
Goal 1:
Category: Training
Data measure:
Frequency with which ESL citizens incur fines or late fees while paying obligations to the city.

We will know we are successful when:
Employees are trained in Spanish or other common non - E nglish language. Or trained in usage
of translation resources. Also an understanding of why fines or fees occur and an ability to explain it
to citizens.
The following individual(s) are responsible for reporting on this data every time period to the department
head:

Goal 2:
Category: Hiring
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Data measure:
Affirmative action hires with a dual focus on reaching department goals and improving relations with ESL

We will know we are successful when:

The following individual(s) are responsible for reporting on this data every time period to the department
head:

Goal 3:
Category: Onboarding
Data measure:

We will know we are successful when:
Community groups are able to assist citizens in understanding property tax laws

The following individual(s) are responsible for reporting on this data every time period to the department
head:

We will provide an update on these goals to Civil Rights for reporting to the mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.

Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:
Goal 1:
Category: Hiring
Data measure:
New affirmative action hire(s), Although, due to the small number of employees in the department, it
impossible to reach goals, the departments work force could be more equitable.
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We will know we are successful when:
Employees demonstrate a greater understanding of tasks associated with employment in a specific area,
employees are encouraged and attend at least one training each year.

The following individual(s) are responsible for reporting on this data every time period to the department
head:
Supervisors

Goal 2:
Category: Promotion
Data measure:
Tracking employee history and changes in job class and job family codes over time.

We will know we are successful when:
Any employee is able to successfully compete for promotional opportunities and advance in the
department.

The following individual(s) are responsible for reporting on this data every time period to the department
head:
Supervisors

Goal 3:
Category: Culture
Data measure:
RESJI MCODT, culture and climate survey, employee feedback.

We will know we are successful when:
MCODT shows an increase in at least one level toward a multicultural organization. Employees express
greater satisfaction with employment.

The following individual(s) are responsible for reporting on this data every time period to the department
head:
Aaron Leair

We will report on these goals to Civil Rights for reporting to the mayor, Affirmative Action Commission,
and Common Council at the end of each year.
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Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tools three times in
2016. At least one of these tool applications will be on a hiring decision, if a hiring decision is made in
2016. The tool results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
 Hiring decision
 Policy or procedure development
 Community engagement meeting or plan
 Budget
 Contracts and purchasing
 Strategic plans
 Work plans
 Funding decisions
 Promotional decision or process
 Partnerships and collaborations
The Racial Equity and Social Justice Team is available to assist departments facilitation of tool
application. We will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative
Action Commission, and the Common Council on or before January 31, 2017.
The following individual(s) will be responsible for the RESJI tool implementation:
Aaron Leair

Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
 APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf

Section IX – Subcontractors
We will ensure that all our subcontractors working on City of Madison Public Works contracts provide
equal employment opportunity. We will take the necessary action to enforce these provisions, including
sanctions provided for noncompliance in Section 39.02(9)(e)2., Article VII of the Madison General
Ordinances.

Section X – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
impact on racial/ethnic affirmative action group members, women and people with disabilities. Such
review will include, but not be limited to, the following:
11/2/2015-EWplan2016.doc
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Dissemination of Policy Statement and Plan

Yes

No

1. Include policy statement and reference to Affirmative Action Plan in policy
manual.
2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.
3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.
Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.

2016

5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.
7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.
9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red- flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red- flagged position before making an employment offer.
Staff Development
11. Ensure all employees
opportunities.

equal

access

to

training

&

promotional

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.
13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.
Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.

11/2/2015-EWplan2016.doc

353

CITY OF MADISON

EQUITABLE WORKFORCE PLAN: 2016-2021

Dissemination of Policy Statement and Plan

Yes

No

16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.
Appendix A – Assessments
Department
Strategy
Culture Training Other
*Survey staff and make changes based on results
*Encourage transparency, do not let staff hold on to
important operating information
*Management stops Harassment and Discrimination immediately when aware
*Acknowledge work accomplishments
*Schedule gatherings such as potlucks, lunch and learns, etc.
*Be intentional about working with a diverse populations
*Talk about race, bias, prejudice openly and safely,
with moderated conversations as needed
*Hold one on one meetings with new staff and
executive management member
*Hold all staff meetings or all unit meetings as often as possible
*Ensure relationship building with outside stakeholders,
including engagement and outreach
*Ensure all staff, especially diverse staff, have access to
trainings at an equal rate as their colleagues
*Rotate staff meeting facilitation among all staff
*Provide many levels of training: on the job training,
new employee training, ongoing training
*All supervisors and managers all attend supervisory academy
*Ask/assess people what skills they need and provide training that matches
*Dedicate budget resources to training, and ensure those resources are
equitably distributed among management, professional staff, administrative
support, field staff, etc.
*Encourage employees to attend any city sponsored training
*Encourage all employees to get certifications relevant to field, provide
space, time, and resources
*Allow front lines staff to attend trainings downtown and elsewhere on work time
*Send staff to external training opportunities
*Send staff to YWCA Racial Justice Trainings
*Offer to pay for employee certification and licenses
*Focus on employee wellness of mind and body
*Connect all members to goals and vision of organization
*Provide flexible schedules
*Implement department-wide email access
Hiring Recruitment
*Collaborate with HR and DCR on any or all of the strategies. If you do not
know how to do some of these things, just ask!
*Budget for these strategies (advertising, internships, etc.)
*Reach out to any or all of the following on a regular basis
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(not an exhaustive list): RESJI, MAC, WIC, high schools, Job Center,
Boys & Girls Club, any community center, school counselors, Technical
Colleges, UW Career Services, etc.
*Have staff representation at meetings in the community,
participate in diverse community events and ongoing meetings
*Assure diverse staff have contact with the community
*Invest time in Division of Vocational Rehabilitation and/or W2 Workers
*Participate in: AASPIRE Internships, Wanda Fullmore Youth
Internship Program, Other field-specific Internship Programs
*Review job postings to assure minimum skill, knowledge, and education
requirements are actually needed
*Post some jobs as bilingual (Spanish/Hmong) required
*Post most jobs open and competitive. Post jobs internal
when there is a diverse pool
*Attend targeted recruitment events (Urban League, YWCA, Job Mob)
*Post jobs to a wide variety of diverse places: City Facebook, Linkedin,
Metro Buses, Affirmative Action Email List (city email list), UW System, Monster,
Career Builder, Milwaukee Journal-Sentinel On-Line, Field-specific resources,
targeted mailings to local certificate or license holders
*Diversify supplemental question and interview panels. Include
people of color, women, staff from all levels, community members,
MAC, WIC, RESJI team members
*Switch up interview panels. Do not use the same people over and over
*Utilize behavioral interview questions
*Allow candidates to come in early and review at least some interview questions
*Interview all candidates who meet the minimum qualifications
*Have a clear justification for who should be hired, besides a point score
Orientation Onboarding Promotion Retention
*Order business cards if applicable
*Assign a diverse group of staff to train the new person, even if
that means finding external trainers or mentors
*Schedule employees to attend HR's new employee training:
First day of work, and all-day session offered two times per year
*Introduce new staff to existing staff
*Provide tours of offices and all facilities
*Send staff to YWCA Racial Justice Trainings, implicit bias training,
and/or other sensitivity training
*Connect new employees to diverse activities (MAC/WIC/RESJI)
*Hold one on one meetings with new staff and executive management member
*Hold all staff meetings or all unit meetings as often as possible
*Move from part time to full time positions
*Conduct exit interviews upon retirement and/or when employees leave
*Assure promotional possibilities for diverse staff (see below)
*Encourage diverse applicants to apply for open promotional positions
*Build in a career ladder
*Create a training program that gives staff skills to promote in future
*Ensure all staff, especially diverse staff, have access to trainings
at an equal rate as their colleagues
*Have a pool of leaders who can fill in as supervisor

Culture Training Other
*Provide a way for staff to give anonymous feedback about
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agency to management and their peers
*Create a directory with photos
*Have a diversity committee/affinity group
*Partner with DCR and HR for ideas and implementation
*Expand workplace social events and open them to families
*Provide all staff with cross training and shadowing
*Target training to hourly staff and entry level so they receive
skills to pass tests and have skills to promote
*Get civil rights coordinators more involved in the hiring process copy them when a position is red flagged in their department
*Develop a staff committee to work on this
*Maximize existing diversity within the organization

It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.

Hiring Recruitment
*Use the Equity Impact Analysis & Equitable Hiring
It would require minimal effort.
Checklist well before hire
*Create an advisory team to help with department hiring goals.
It would require minimal effort.
Include diverse staff, Civil Rights Coordinator, representatives from
Racial Equity and Social Justice Initiative (RESJI), Multicultural Affairs
Committee (MAC), Women's Initiatives Committee (WIC)
*Assign diverse staff to be your department's Civil Rights Coordinator
It would require minimal effort.
*Recruit from outside of the City of Madison
It would require minimal effort.
*Hire employees at trainee level and train them up
It would require minimal effort.
*Offer training to high school and/or college students and
It would require minimal effort.
related programs
*Recruit from other diverse city agencies
It would require minimal effort.
*Assure "working with multicultural populations" is included
It would require minimal effort.
in the position description of all jobs
*If HR and DCR indicate there is not a diverse applicant pool
It would require minimal effort.
after a position closes, extend the deadline and strategize about
how to attract more diverse applicants
*Benchmark ability to successfully work with multicultural
It would require minimal effort.
communities in any supplemental questions
*Assure supplemental questions are relevant to the position,
It would require minimal effort.
and have benchmarks instead of only a number scoring criteria
*Review tests to make sure they are relevant to the position tasks.
It would require minimal effort.
*Use benchmarks for interview questions instead of a number
It would require minimal effort.
scoring criteria
*Use random selection with many applicants
It would require minimal effort.
*Benchmark ability to successfully work with multicultural communities It would require minimal effort.
Orientation Onboarding Promotion Retention
*Clean out and stock work bench/space/desk/cubicle/office
*Set goals for the employee and share them with their
assigned trainer(s)
*Develop employee-specific on-boarding plans in conjunction with HR
*Provide job shadowing with diverse staff
*Promote from within only if internal pool is more
diverse than community at large
Culture Training Other
*Set department goals that everyone works towards
*Watch "cliques" and staff divisions
*Have a space where all employees can gather for lunch/breaks
Hiring Recruitment
*Assure all people reviewing supplemental questions or serving

11/2/2015-EWplan2016.doc

It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.
It would require minimal effort.

It would require a lot of effort.
It would require a lot of effort.
It would require a lot of effort.
It would require a lot of effort.

356

CITY OF MADISON

EQUITABLE WORKFORCE PLAN: 2016-2021

on interview panels attend implicit bias training

Orientation Onboarding Promotion Retention
*Develop a Mentorship/Buddies/Ambassador Program
*Offer cross-training of most or all jobs
*Provide promotional candidates with specific feedback
about how they can improve if they are not selected for a promotion
Culture Training Other
*Have meetings at the beginning of work shifts
*Have multi-department staff meetings
*Increase restroom access for field employees
Hiring Recruitment
*Be strategic about hiring diverse seasonal employees, so
they can eventually work full time for the organization
*Have apprenticeship and/or practicum programs
Interview people at targeted recruitment events whenever possible
Orientation Onboarding Promotion Retention
*If incoming employee is the only woman or only person
of color, send the current workgroup to implicit bias training
and/or sensitivity training (work with DCR)

It would require a lot of effort.
It would require a lot of effort.
It would require a lot of effort.

We could not do this.
We could not do this.
We could not do this.

We could not do this.
We could not do this.
We could not do this.

We could not do this.

Who provided you feedback?
A representative from my department's culture and engagement team
A representative from Racial Equity & Social Justice team member
My Department Head
My own experiences
One or more other managers in my department
Professional level staff in my department

The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
Anecdotal experiences heard from other City Employees
Department Head
One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
A representative from Racial Equity & Social Justice team
A representative from the Multicultural Affairs Committee
A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these
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WATER UTILITY

Section I – Cover Page

Madison Water Utility
Equitable Workforce Plan
(2015-2020 Affirmative Action Plan)
Submitted by:
Madison Water Utility
Equitable Workforce Plan Review Committee:
Tom Heikkinen
theikkinen@madisonwater.org
Robin Piper, Customer Service Manager
rpiper@madisonwater.org
Amy Robb, Community Outreach Specialist
Nancy Nesvacil, Customer Service Represenative 1
Karl Van Lith, Organizational Health & Development
119 East Olin Ave, Madison WI 53713
608.266.4651
madisonwater.org

Section II – Introduction of Plan
This Equitable Workforce Plan (Affirmative Action Plan) is a collaboration between our department, the
Department Civil Rights (DCR), and Human Resources (HR), with ultimate responsibility falling on each
individual department for goal setting and implementation, with support from DCR and HR.

Section III – Staff Responsibility
Our agency head Tom Heikkinen, or their replacement, is responsible for implementation of our
Affirmative Action Plan.
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Section IV – Department Data
The City of Madison’s goal is to have a workforce that demographically represents our community.
Currently, the Madison community demographics and our departmental demographics are as follows:
(The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and Housing
Characteristics: 2010. It is limited to the City of Madison. Department data is from July 30, 2015 and includes all employees,
including hourly and seasonal employees.)

Madison Community*
TOTAL
SEX

Departme nt

% Difference

233,209

%

128

%

%

Male

114,832

49.24%

103

80.47%

31.23%

Female

118,377

50.76%

25

19.53%

-31.23%

RACE
White

184,030

78.91%

111

86.72%

7.81%

Black or African American

16,926

7.26%

6

4.69%

-2.57%

Asian

17,211

7.38%

2

1.56%

-5.82%

Some other race**

13,960

5.99%

4

3.13%

-2.86%

1,001

0.43%

0

0.00%

-0.43%

81

0.03%

15,948

6.84%

American Indian and Alaska Native
Native Hawaiian and other Pacific Islander
ETHNICITY
Hispanic or Latino (of any race)

5

3.91%

-2.93%

*The data used for this section includes DP-1-Geography-Madison city, Wisconsin: Profile of General Population and
Housing Characteristics: 2010. It is limited to the City of Madison.
**Some other race includes "Two or More Races" and "Some Other Race" categories.

Currently, the availability data for our department is as follows:
(This data is from the permanent employees and U.S. census 2010 EEO Data Tool for the Madison, WI Statistical Area (MSA)
which includes Columbia, Dane, and Iowa counties.)

Water Utility Job Family Availability
The Annual Placement Goals are determined with an underutilization analysis of incumbency and relevant labor market availability of
qualified women or people of color (known as minorities in the past). All selection decisions are made in a nondiscriminatory manner
and a placement goal is not justification for selecting an individual based on their protected class. Source: Permanent Employees & US
Census 2010 EEO Data Tool Madison, WI (MSA)
Availability
Met?

Difference
to goal
(+/-)

# of
Racial
Ethnic
Employees

Racial
Ethnic
Incumbency

Racial
Ethnic
Goal*

Availability
Met?

Difference to goal
(+/-)

44%

No

-44%

0

0%

6%

No

-6%

22%

54%

No

-32%

2

11%

10%

Yes

1%

5

21%

51%

No

-30%

3

13%

11%

Yes

2%

6

5

83%

58%

Yes

25%

1

17%

9%

Yes

8%

8

8

100%

62%

Yes

38%

0

0%

8%

No

-8%

Total # of
Employees

# of
Women
Employees

Women
Incumbency

Women
Goal*

1 - Officials &
Administrators

4

0

0%

2 - Professionals

18

4

3 - Technicians
5Paraprofessionals

24

6 - Administrative
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Support
7 - Skilled Craft
Workers
8 - Service
Maintenance
TOTAL

29

0

0%

6%

No

-6%

5

17%

6%

Yes

11%

39

3

8%

43%

No

-36%

6

15%

13%

Yes

2%

128

25

17

Currently, our demographics [choose one]:
Do match the community.
Do not match the community.
Other data utilized to inform goal settings includes:
(Check at least 3 and paste below. Examples of data sources or an idea of where to find the data source
are in parenthesis:)
Industry-specific data (Industry websites, Department of Labor: http://www.dol.gov)
Education data specific to a particular field (call/email/visit websites for local, regional, and
national high schools/universities/colleges)
Permanent versus hourly data (MUNIS – HR/DCR/Finance)
Turnover data for your department (MUNIS – HR/Your department)
Previous recruitment data and/or applicant data for your department (MUNIS – HR/DCR)
Previous data regarding utilization of AASPIRE or Wanda Fullmore Interns (Department)
Customer feedback data (Department)
Employee feedback data (Human Resources or Department)
Neighborhood Indicators: (http://madison.apl.wisc.edu)
Annual Employee Survey results (see appendix)

Section V – 2016 Department-Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), the following
goals for 2016:

Goal 1:
Category: Promotion
Data measure:
"Anniversary Meetings": Supervisors will support every employee's personal and professional
development by scheduling a one-on-one meeting with each employee during his/her anniversary month.
Meetings will use the Anniversary meeting template provided by the Steering Team.
We will know we are successful when:
All employees have had at least one meeting per year with their supervisors to discuss their needs and
goals.

The following individual(s) are responsible for reporting on this data every month to the department head:
Supervisors will submit an Anniversary Meeting checklist to the department head after the completion of
each meeting, which will then be placed in the employee's file. The Steering Team will maintain a list of
Anniversary dates and a record of completed meetings.
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Goal 2:
Category: Training
Data measure:
All hiring managers will receive training on recognizing implicit biases (RESJI or YWCA racial justice
training).

We will know we are successful when:
Every hiring manager has completed training.

The following individual(s) are responsible for reporting on this data every year to the department head:
Hiring managers will submit their training requests to the department head and copy the Civil Rights
Coordinator, who will maintain a list of managers who completed training.

Goal 3:
Category: Hiring
Data measure:
The Equitable Hiring Checklist assessment will be utilized well in advance of any new hires and to
evaluate any positions that are currently held open.

We will know we are successful when:
There is an awareness of how hiring decisions interact with our equity goals, and we are able to
demonstrate the thought processes involved.

The following individual(s) are responsible for reporting on this data every (ongoing) to the department
head:
The completed assessment will be submitted to the department head and the Civil Rights Coordinator
before a job is posted/advertised.

We will provide an update on these goals to Civil Rights for reporting to the mayor, Affirmative Action
Commission, and Common Council on or before January 31, 2017.

Section VI – Long-Term Department Specific Goals
After reviewing the above data and assessing our department in the areas of: Hiring, Recruitment,
Orientation, Onboarding, Promotion, Retention, Culture, and Training (see appendix below), we have
determined the following goals for 2016-2020:

Goal 1:
Category: Culture
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Data measure:
The RESJI Impact analysis tool will be used for major policy initiatives such as water rate increases and
conservation programs, and major construction projects.

We will know we are successful when:
Decision makers have been trained in the use of the tool and habitually use it to consider the unintended
impacts of policies and decisions.

The following individual(s) are responsible for reporting on this data every (ongoing) to the department
head:
Impact analysis will be a topic of discussion with the General Manager at one-on-one meetings, and the
Water Utility Board (if board approval is needed).

Goal 2:
Category: Promotion
Data measure:
Develop a structured cross-training/job shadowing program.

We will know we are successful when:
A cross-training/job shadowing Standard Operating Procedure is established and used to give employees
equitable access to these opportunities.

The following individual(s) are responsible for reporting on this data every 3 months to the department
head:
Steering Team- develop SOP and any associated forms with input from both staff and the Leadership
Team.
Leadership Team- provide documentation to the General Manager and the employee's file when crosstraining has taken place within his/her section.

Goal 3:
Category: Recruitment
Data measure:
Evaluate, assess, and modify recruitment strategies in partnership with HR to diversify applicant pool.
Internships and apprenticeships will also be developed and expanded when appropriate to meet
organizational needs.
We will know we are successful when:
We have a pool of applicants that is more reflective of the community at large and the workforce
availability. We have leveraged our partnerships with community and industry organizations to maximize
recruitment across diverse categories.
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The following individual(s) are responsible for reporting on this data every month to the department head:
HR: Track and provide demographic statistics (number of women/people of color/disabled) of applicants.
Hiring managers: Equitable hiring assessments. Annual evaluation of internship, apprenticeship, and
other programs.
We will report on these goals to Civil Rights for reporting to the mayor, Affirmative Action Commission,
and Common Council at the end of each year.

Section VII – 2016 RESJI Tool Use
We will utilize the Racial Equity and Social Justice Racial Equity Impact Analysis tools three times in
2016. At least one of these tool applications will be on a hiring decision, if a hiring decision is made in
2016. The tool results will be attached to our end of year report in 2016.
Some examples of things that we may utilize the tool for:
 Hiring decision
 Policy or procedure development
 Community engagement meeting or plan
 Budget
 Contracts and purchasing
 Strategic plans
 Work plans
 Funding decisions
 Promotional decision or process
 Partnerships and collaborations
The Racial Equity and Social Justice Team is available to assist departments facilitation of tool
application. We will report on the tool applications in our update to Civil Rights, the Mayor, the Affirmative
Action Commission, and the Common Council on or before January 31, 2017.
The following individual(s) will be responsible for the RESJI tool implementation:
Tom Heikkinen
Robin Piper
Al Larson
Dan Rodefeld
Amy Barrilleaux & Amy Robb

Section VIII – Policy Statement
We are committed to a workplace free of harassment and discrimination. Our agency assures all
employees receive training on the Prohibited Harassment and/or Discrimination (APM 3-5) policy every
three years, and any complaints or concerns are immediately investigated or referred to the Department
of Civil Rights for investigation.
 APM 3-5: www.cityofmadison.com/mayor/apm/3-5.pdf

Section IX – Personnel and Other Employment-Related Policies
We will have non-discriminatory personnel and employment related policies. These policies and practices
will be applied in a fair and uniform manner to achieve equal employment opportunity. We will
continuously review our personnel and employment-related policies and procedures. We will take
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whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate
impact on racial/ethnic affirmative action group members, women and people with disabilities. Such
review will include, but not be limited to, the following:
Dissemination of Policy Statement and Plan

Yes

No

1. Include policy statement and reference to Affirmative Action Plan in policy
manual.
2. Prominently display “EEO/AA Employer” on employee bulletin boards
and/or areas frequented by employees on a daily basis, and City Public
Works project sites.
3. Display “equal employment opportunity/affirmative action employer” in all
employment-related advertising.
Recruitment
4. Review position descriptions form to ensure that minimum qualifications
are bias-free and job-related.
5. Encourage current racial/ethnic and female employees, and employees
with disabilities to assist in the recruitment of prospective racial/ethnic and
female applicants.
6. Review scope and methods of recruitment to ensure that prospective
racial/ethnic affirmative action group, female applicants and applicants
with disabilities are being reached.
7. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
Selection Criteria
8. Use reliable and unbiased screening methods (oral and written tests,
interview questions, etc.) to measure job-related skills, including
reasonable accommodations when requested by an employee or applicant
with a disability.
9. Establish selection criteria that accurately identify actual skill requirements
of jobs, including an essential functions job evaluation for applicants with a
disability.
10. As a result of this plan, each department will have underutilization goals
which will determine when positions are red flagged. Hiring managers will
provide a justification for hiring the selected candidate to Civil Rights for
every red flagged position before making an employment offer.
Staff Development
11. Ensure all employees
opportunities.

equal

access

to

training

&

promotional

12. Review training programs, promotional opportunities and seniority
systems to ensure that they are nondiscriminatory.
13. Take affirmative steps to provide promotional and career advancement
opportunities, including compensable training to affirmative action group
members.
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Dissemination of Policy Statement and Plan

Yes

No

Harassment-Free Work Environment
14. Ensure a harassment-free work environment for all employees.
15. Be sure that all managers and supervisors know their responsibility for
eliminating harassment.
16. All permanent employees attend APM 3-5 training every three years, and
every hourly employee receives a copy of the policy each time they begin
employment.
Complaint Procedures
17. Make certain that all employees are aware of the appropriate person(s) to
whom discrimination and harassment complaints should be made.

Appendix A – Assessments

Hiring & Recruitment
Strategy

Response

Assure all people reviewing supplemental
questions or serving on interview panels attend
implicit bias training

It would require a lot of effort.

Invest time in Division of Vocational Rehabilitation
and/or W2 Workers
Post some jobs as bilingual (Spanish/Hmong)
required
Assure "working with multicultural populations" is
included in the position description of all jobs
Benchmark ability to successfully work with
multicultural communities
If HR and DCR indicate there is not a diverse
applicant pool after a position closes, extend the
deadline and strategize about how to attract more
diverse applicants

It would require a lot of effort.

Use the Equity Impact Analysis & Equitable Hiring
Checklist well before hire
Allow candidates to come in early and review at
least some interview questions
Assign diverse staff to be your department's Civil
Rights Coordinator
Assure diverse staff have contact with the
community
Attend targeted recruitment events (Urban League,
YWCA, Job Mob)

It would require minimal effort.
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Be strategic about hiring diverse seasonal
employees, so they can eventually work full time for
the organization

We already do this.

Budget for these strategies (advertising,
internships, etc.)
Collaborate with HR and DCR on any or all of the
strategies. If you do not know how to do some of
these things, just ask!

We already do this.

Diversify supplemental question and interview
panels. Include people of color, women, staff from
all levels, community members, MAC, WIC, RESJI
team members

We already do this.

Have a clear justification for who should be hired,
besides a point score
Have apprenticeship and/or practicum programs
Have staff representation at meetings in the
community, participate in diverse community
events and ongoing meetings

We already do this.

Hire employees at trainee level and train them up
Offer training to high school and/or college students
and related programs
Participate in: AASPIRE Internships, Wanda
Fullmore Youth Internship Program, Other fieldspecific Internship Programs

We already do this.
We already do this.

Post jobs to a wide variety of diverse places: City
Facebook, Linkedin, Metro Buses, Affirmative
Action Email List (city email list), UW System,
Monster, Career Builder, Milwaukee JournalSentinel On-Line, Field-specific resources, targeted
mailings to local certificate or license holders

We already do this.

Post most jobs open and competitive. Post jobs
internal when there is a diverse pool
Reach out to any or all of the following on a regular
basis (not an exhaustive list): RESJI, MAC, WIC,
high schools, Job Center, Boys & Girls Club, any
community center, school counselors, Technical
Colleges, UW Career Services, etc.

We already do this.

Recruit from other diverse city agencies
Recruit from outside of the City of Madison
Review job postings to assure minimum skill,
knowledge, and education requirements are
actually needed

We already do this.
We already do this.
We already do this.

Review tests to make sure they are relevant to the
position tasks.
Switch up interview panels. Do not use the same
people over and over
Use benchmarks for interview questions instead of
a number scoring criteria
Use random selection with many applicants

We already do this.
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Utilize behavioral interview questions
Assure supplemental questions are relevant to the
position, and have benchmarks instead of only a
number scoring criteria

We already do this.
We could not do this.

Benchmark ability to successfully work with
multicultural communities in any supplemental
questions

We could not do this.

Create an advisory team to help with department
hiring goals. Include diverse staff, Civil Rights
Coordinator, representatives from Racial Equity
and Social Justice Initiative (RESJI), Multicultural
Affairs Committee (MAC), Women's Initiatives
Committee (WIC)

We could not do this.

Interview all candidates who meet the minimum
qualifications
Interview people at targeted recruitment events
whenever possible

We could not do this.
We could not do this.

Orientation, Onboarding, Promotion & Retention
Assign a diverse group of staff to train the new
person, even if that means finding external trainers
or mentors

It would require a lot of effort.

If incoming employee is the only woman or only
person of color, send the current workgroup to
implicit bias training and/or sensitivity training (work
with DCR)

It would require a lot of effort.

Provide job shadowing with diverse staff

It would require a lot of effort.

Assure promotional possibilities for diverse staff
(see below)
Conduct exit interviews upon retirement and/or
when employees leave
Connect new employees to diverse activities
(MAC/WIC/RESJI)
Create a training program that gives staff skills to
promote in future
Develop a Mentorship/Buddies/Ambassador
Program
Develop employee-specific on-boarding plans in
conjunction with HR
Have a pool of leaders who can fill in as supervisor

It would require minimal effort.

Hold one on one meetings with new staff and
executive management member
Offer cross-training of most or all jobs

It would require minimal effort.

Order business cards if applicable

It would require minimal effort.
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Provide promotional candidates with specific
feedback about how they can improve if they are
not selected for a promotion

It would require minimal effort.

Send staff to YWCA Racial Justice Trainings,
implicit bias training, and/or other sensitivity
training
Set goals for the employee and share them with
their assigned trainer(s)
Build in a career ladder

It would require minimal effort.

Clean out and stock work
bench/space/desk/cubicle/office
Encourage diverse applicants to apply for open
promotional positions
Ensure all staff, especially diverse staff, have
access to trainings at an equal rate as their
colleagues

We already do this.

Hold all staff meetings or all unit meetings as often
as possible
Introduce new staff to existing staff

We already do this.

Move from part time to full time positions

We already do this.

Promote from within only if internal pool is more
diverse than community at large
Provide tours of offices and all facilities

We already do this.

Schedule employees to attend HR's new employee
training: First day of work, and all-day session
offered two times per year

We already do this.

It would require minimal effort.
We already do this.

We already do this.
We already do this.

We already do this.

We already do this.

Culture & Training
Acknowledge work accomplishments
Allow front lines staff to attend trainings downtown
and elsewhere on work time
Connect all members to goals and vision of
organization
Create a directory with photos
Encourage employees to attend any city sponsored
training
Encourage transparency, do not let staff hold on to
important operating information
Ensure relationship building with outside
stakeholders, including engagement and outreach
Hold all staff meetings or all unit meetings as often
as possible
Hold one on one meetings with new staff and
executive management member

11/2/2015-EWplan2016.doc

We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.

368

CITY OF MADISON

Implement department-wide email access
Increase restroom access for field employees
Management stops Harassment and Discrimination
immediately when aware
Maximize existing diversity within the organization
Offer to pay for employee certification and licenses
Provide flexible schedules
Schedule gatherings such as potlucks, lunch and
learns, etc.
Send staff to external training opportunities
Set department goals that everyone works towards
Survey staff and make changes based on results
Talk about race, bias, prejudice openly and safely,
with moderated conversations as needed
Provide all staff with cross training and shadowing
All supervisors and managers all attend
supervisory academy
Ask/assess people what skills they need and
provide training that matches
Be intentional about working with a diverse
populations
Dedicate budget resources to training, and ensure
those resources are equitably distributed among
management, professional staff, administrative
support, field staff, etc.
Develop a staff committee to work on this
Encourage all employees to get certifications
relevant to field, provide space, time, and
resources
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We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We already do this.
We could do this with a lot of
effort.
We could do this with minimal
effort.
We could do this with minimal
effort.
We could do this with minimal
effort.
We could do this with minimal
effort.

We could do this with minimal
effort.
We could do this with minimal
effort.

Ensure all staff, especially diverse staff, have
access to trainings at an equal rate as their
colleagues

We could do this with minimal
effort.

Expand workplace social events and open them to
families
Focus on employee wellness of mind and body

We could do this with minimal
effort.
We could do this with minimal
effort.
We could do this with minimal
effort.

Get civil rights coordinators more involved in the
hiring process - copy them when a position is red
flagged in their department
Have a diversity committee/affinity group
Have meetings at the beginning of work shifts
Have multi-department staff meetings
Partner with DCR and HR for ideas and
implementation
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Provide a way for staff to give anonymous feedback
about agency to management and their peers

We could do this with minimal
effort.

Provide many levels of training: on the job training,
new employee training, ongoing training
Rotate staff meeting facilitation among all staff

We could do this with minimal
effort.
We could do this with minimal
effort.
We could do this with minimal
effort.
We could do this with minimal
effort.

Send staff to YWCA Racial Justice Trainings
Target training to hourly staff and entry level so
they receive skills to pass tests and have skills to
promote
Watch "cliques" and staff divisions
Have a space where all employees can gather for
lunch/breaks
Who provided you with this feedback? (Select all
that apply)

We could do this with minimal
effort.
We could not do this.

The department received feedback from the following groups in completing the assessments:
Civil Rights Coordinator experiences
Anecdotal experiences heard from other City Employees
Department Head
One or more other managers in my department
Professional level staff in my department
Front lines staff in my department
A representative from Racial Equity & Social Justice team
A representative from the Multicultural Affairs Committee
A representative from the Women's Initiates Committee
A representative from my department's culture and engagement team
A representative from employee association (MPSEA, Unions, etc.)
An idea from another city department
None of these

11/2/2015-EWplan2016.doc

370

CITY OF MADISON

EQUITABLE WORKFORCE PLAN: 2016-2021

Section V: Affirmative Action Policies
UPDATED PERSONNEL RULES
Several modifications were made to the City Personnel Rules in order to promote diversity in hiring and
promotion:

Trainee Designation: The HR Director can now designate applicants with potential, but who may
not necessarily meet the outlined training and experience requirements for a position, and create
a trainee position in order to assist in meeting diversity goals.

Expanded Posting Rights: The City has a robust AASPIRE Internship program where
internships are marketed to a diverse group of students in a variety of City agencies. However,
these internships currently do not have a direct tie to City employment. The Personnel Rules
were updated so that people who participate in an internship as an hourly employee retain
posting rights for City permanent positions for up to a year following either the completion of the
internship or their degree, whichever is later. This way, the City can hopefully find permanent
opportunities for interns who demonstrate potential.

Expanded Referral Rules: Under the old Personnel Rules, following recruitment and testing, HR
referred the top 4 ranks of candidates to the hiring authority to interview for a permanent vacancy,
and 4 additional ranks if the vacancy is in a job class that is underutilized as defined by DCR, for
non-represented positions. In most cases, only the top 4 ranks were referred regardless of
underutilization for represented positions because of collective-bargaining rules.
The updated Rules now allow for 6 ranks of referrals, with 4 additional ranks if the vacancy is
in an underutilized job class for all permanent positions. When hiring managers are able to
interview more candidates, there are additional opportunities to hire women and people of color,
regardless of whether the vacancy is in a job category that is designated underutilized.

LTE Transfer Rights: The updated Personnel Rules now allow an LTE to transfer to a
permanent position in the same classification with the approval of the HR Director and Appointing
Authority. This way the City can keep qualified LTEs employed on a permanent basis and the
employee does not face the risk of losing her/his job when the LTE term expires. The City has
had qualified minority and female LTE employees in the past in an LTE classification who were
forced to compete for positions and either not make a referral list or not get selected because this
transfer option was not available.
RECRUITMENT
An Affirmative Action recruitment is more specifically defined as a recruitment strategy designed to reach
and attract applicants whom are racial/ethnic minorities, women and/or individuals with disabilities to
participate in the City of Madison’s employment process.
To more fully promote equal opportunities in City employment, City department and division
representatives shall continue to:
1.
Utilize members of racial/ethnic minorities, women and individuals with disabilities who are
employees and/or members of City commissions, committees or boards as recruitment resources
(Appendix E: Recruitment Resources).
2.
Participate in targeted job fairs and employment seminars.
3.
Encourage open and honest communication with racial/ethnic minority applicants who are
interested in general information about the Department’s selection process.
4.
Advertise in newspapers/publications and other forms of media that are specifically targeted
towards members of racial/ethnic minority groups.
5.
Establish and maintain contacts with employment and utilize agencies and community-based
organizations whose clientele consists of members of Affirmative Action groups.
6.
Establish relationships with and utilize affirmative action offices of other employers who recruit
applicants in occupational areas that are consistent with those in City departments/divisions.
7.
Establish relationships with and utilize educational institutions and professional organizations that
focus on occupational areas related to City work.
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PEOPLE WITH DISABILITIES
It is the policy of the City of Madison to provide affirmative action and equal employment opportunities for
people with disabilities which may include according to the city’s policy (Appendix E: APM 2-22
Workplace Accommodations), but are not limited to: (1) modifying test formats or media; (2) making
facilities accessible; or 3) providing specialized tools or equipment to ensure reasonable accommodation
in all aspects of the employment process.
An individual who is disabled is defined by the Wisconsin Fair Employment Act as: (1) having a physical
or mental impairment which makes achievement unusually difficult or limits the capacity to work; (2)
having a record of such an impairment; or (3) being perceived as having such an impairment. The City will
continue to review and identify the essential functions of each position as job openings occur. Employees
and applicants for employment can indicate their need for accommodation at the time of the application
for employment, promotion or transfer on the City application form, or by contacting the Occupational
Accommodations Specialist directly. Employees can request an accommodation by contacting their
supervisor, agency head or the Occupational Accommodations Specialist at any point in their
employment with the City.
LANGUAGE ASSISTANCE
The City of Madison is committed to providing valid employment consideration for individuals in our City
who have Limited English Proficiency (LEP). Upon request of an individual, and when reasonable, the
City will provide interpretation and/or translation services throughout the application process.
RELIGIOUS ACCOMMODATIONS
Upon the request of an employee, the City will attempt to provide a reasonable accommodation for a
religious belief or practice. Such accommodations might be provided in one of the following ways with
supervisory approval (1) permitting voluntary substitution; (2) creating a flexible work schedule; or (3)
changing the job assignment.
HIRING-EXAMINATION/INTERVIEW PANEL MEMBERS
The City of Madison believes that balanced panels promote equal employment opportunity in the hiring
process; minimize cultural, racial, gender and disability differences between interviewers and
interviewees; and provides a more thorough evaluation of applicant responses.
A “balanced panel” means that the panel (usually 3 people) includes at least one affirmative action target
group member (a woman, a racial/ethnic minority or a person with a disability).
In the event in which an agency is unsuccessful in securing an affirmative action target group member to
participate on their panel the Department of Civil Rights shall be contacted immediately for assistance.
To further promote equal employment opportunity all panel members shall be made aware of the relevant
position’s job family category including the position’s representation/under-representation status prior to
interviews. All examination questions, whether oral or written, must be related to the job to be filled, and
must reliably predict successful job performance. All questions must be directly related to the employment
posting requirements for knowledge, skills, and abilities. Interview questions should not cause disparate
impact on under-represented group members.
Each agency’s selection process will consist of a set of pre-established benchmarks that are used to
define the needs of the position. The City’s Department of Civil Rights will monitor selection and/or hiring
procedures in accordance with the City Affirmative Action Program’s systems for monitoring and
evaluating Affirmative Action achievements.
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HIRING-RED FLAG PROCEDURES
The term “Red Flag” refers to a City of Madison Affirmative Action procedure when a vacancy occurs in
an area where representation for women or racial/ethnic minorities is an appropriate consideration.
1.
2.

3.

4.

5.

A memorandum is issued to the hiring authority to alert the selecting official that an opportunity is
available to increase the representation for an affirmative action group member.
When a position is red-flagged, the hiring authority must contact the Department of Civil Rights
following the interview process, but prior to making an employment offer, to inform the
Department of Civil Rights of the selection recommendation.
It is the responsibility of the Department of Civil Rights to review the recommended selection in
order to ascertain what progress is occurring in eliminating representation deficiencies. Where
racial/ethnic minorities or women are certified eligible for a position that is in an underrepresented job family, the Department of Civil Rights will closely examine selection
recommendations.
If the selection recommendation is acceptable, the Department of Civil Rights will give its
approval and the employment process will continue. The approval process occurs in the form of
electronic mail or a verbal exchange between the agency’s hiring contact and DCR Recruitment
Specialist discussing the recommended selection and the opportunity to eliminate underrepresentation, with a record being so noted by the Department of Civil Rights.
Should the Department of Civil Rights observe that a potentially discriminatory pattern is
developing in any given agency, or work area; following the receipt of recommended selections
that are not inclusive of qualified affected members; it is within the scope of the Department of
Civil Rights’ authority to delay the hiring process in an effort to ensure that all city agencies are
promoting equal employment opportunities.

Red Flag

Hiring Authority
contacts DCR with
selection
recommendation

Memo to Hiring
Authority

Potentially
discriminatory
pattern

NO

DCR
Review

YES

DCR accepts
recommendation
selection

Temporary delay
in hiring process

DCR keeps a
record

DCR Advocates
for EO process

Employment
process continues

BAN THE BOX
“Ban the Box” policies remove questions about an applicant’s criminal history from the job application and
help ensure that an applicant’s criminal history is not considered until later in the hiring process. Such
policies are intended to address hiring disparities between applicants with a criminal history and
applicants without a criminal history. Studies have demonstrated that an applicant is half as likely to

11/2/2015-EWplan2016.doc

373

CITY OF MADISON

EQUITABLE WORKFORCE PLAN: 2016-2021

receive a call back for a position if they “checked the box.” In addition, African American men are
disproportionally subject to arrest, conviction, and incarceration at a rate of 10 to 1 compared to white
men. Ban the box is one tool that helps reduce the barriers to employment faced by ex-offenders.
Employment can help promote economic self-sufficiency, build social capital, and reduce recidivism.
HIRING-SELECTION JUSTIFICATION MEMORANDUM
“Selection Justification Memorandum” defines the recordkeeping procedure that includes documentation
required to provide justification as to why a given candidate has been selected to fill a position. Each City
of Madison hiring authority is expected to document hiring decisions and to maintain an accurate
recordkeeping system of the entire selection process for each position filled. The Department of Civil
Rights has the authority to review this documentation at any time.
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Section VI: Equal Employment Policies
DISCIPLINARY ACTION
Disciplinary actions taken against women, racial/ethnic minority group member, or person with a disability,
which may result in discipline or discharge, shall be reported to the Department of Civil Rights prior to the
culmination of termination proceedings.
PROHIBITED HARASSMENT AND/OR DISCRIMINATION POLICY (APM 3-5)
The City of Madison is committed to providing equal employment opportunities for all persons and for
providing a work environment free from harassment and discrimination. The goal is to achieve and
maintain a respectful and welcoming workplace for all members of the community. To that end, this policy
will be liberally construed and strictly enforced so as to achieve these goals. Harassment, discrimination
and retaliation are prohibited conduct and violations of this policy will not be tolerated.
This policy applies to the delivery of City services and goods and to the official interactions of City
employees with other members of our community. This policy also applies to conduct that occurs at the
workplace and at any location that can be reasonably regarded as an extension of the workplace.
Managerial and supervisory employees are expected to serve as role models and to demonstrate their
commitment to this policy in their everyday conduct. Any such employee who fails to take appropriate
action upon observing an act prohibited by this policy, or who fails to take appropriate action upon
receiving a complaint of a violation of this policy, is guilty of misconduct. Managerial employees are
required to promptly notify their Agency Head, in writing, of all instances of known, observed and/or
reported discrimination, harassment and/or retaliation.
All employees are required to cooperate fully with any investigation into alleged violations of this policy.
Although a pattern of conduct is usually required for purposes of civil liability, the City does not condone
any act of harassment, discrimination or retaliation. Engaging in any such prohibited conduct could result
in disciplinary action being taken against the offender, up to and including discharge from City
employment (Appendix G - APM 3-5 Prohibited Harassment and/or Discrimination Policy)
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Section VII: Commissions and Committees
AFFIRMATIVE ACTION COMMISSION (AAC)
The Affirmative Action Commission (AAC) is created pursuant to Madison General Ordinance 39.02. The
Mayor, subject to confirmation by the Common Council, appoints eleven (11) members. At no time is the
total number of women and racial/ethnic members, to constitute less than a majority. All of the members
shall be committed to the extension of equal employment opportunities and shall be representative of the
affected and/or under-represented groups of the Madison community.
The Affirmative Action Commission duties and responsibilities include but are not limited to:
1.
To annually review, approve and recommend the Citywide Affirmative Action goals and
timetables as proposed by the Affirmative Action Division Head.
2.
To advise under-represented groups of their rights under the Affirmative Action Program.
3.
To disseminate information and to educate the people of the City of Madison to a greater
understanding and practice of Affirmative Action Employment for all affected and/or other underrepresented groups.
4.
To render from time to time, but not less than once a year, a written report of its progress,
activities and recommendations to the Mayor and Common Council.
5.
To recommend and review such rules and regulations as may be necessary to promulgate the
City’s Affirmative Action program.
6.
To develop and review the contract compliance requirements of the City of Madison and to
develop a policy with respect to vendors and contractors.
7.
To make specific recommendations to the Common Council so as to bring all appropriate
ordinances into conformity with the policies of this ordinance.
MULTICULTURAL AFFAIRS COMMITTEE (MAC)
The Minority Affairs Committee (MAC) is created pursuant to Madison General Ordinance 33.27 and
comprised of city employees responsible for addressing issues of concern to racial and ethnic minorities
employed by the City.
POLICE AND FIRE COMMISSION (PFC)
The Police and Fire Commission (PFC) is created pursuant to Madison General Ordinance section
62.113. The PFC appoints the Police Chief and Fire Chief and approves or disapproves promotions and
supervises the hiring process, with certification of an eligibility list and approval of those who are hired
and holds hearings on disciplinary matters brought to its attention either directly or through the appeal
process and imposes discipline if appropriate.

WOMEN'S INNITIATIVES COMMITTEE (WIC)
The Women’s Issues Committee (WIC) is created pursuant to Madison General Ordinance 33.27 and
comprised of city employees responsible for addressing concerns of women employed by the City.
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Section VIII: Glossary
The following is a glossary of definitions used in this Affirmative Action Plan. Some are terms that the
federal regulator uses. This Affirmative Action Plan is based on Madison General Ordinance (MGO),
Chapter 39.
Adverse Impact
The selection of protected-class members at a rate lower than that of other groups. A selection
rate for any race, sex, or ethnic group which is less than four-fifths (4/5 or 80%) of the rate for the
group with the highest rate will generally be regarded by the enforcement agencies as evidence
of adverse impact.
Affirmative Action Plan (AAP)
A set of specific and results-oriented policies, practices and procedures to implement good faith
efforts for achieving fair utilization of minorities and women at all levels of the workforce where
deficiencies exist. The plan includes a number of quantitative analyses.
Affirmative Action Plan Year
January 1, 2009 – December 31, 2013.
Applicant Pool
All people who have applied for a particular job or jobs during a particular period of time.
Availability Analysis
A statistical estimate of the number of qualified minorities or women available for employment in a
given job group.
Equal Employment Opportunity (EEO)
An environment wherein all recruitment, interviewing and selection, hiring, promotion, demotion,
transfer, discipline, training, benefits, policies, procedures and all other decisions related to
employment are made, implemented and carried out without based upon protective status.
Ethnicity/Race Ethnicity:
(Select One)
Hispanic or Latino - A person of Cuban, Mexican, Puerto Rican, South or Central American, or
other Spanish culture or origin, regardless of race.
Not Hispanic or Latino
Race:
(Select One or More)
American Indian or Alaskan Native - A person having origins in any of the original peoples of
North and South America (including Central America) and who maintains tribal affiliation
or community attachment.
Asian - A person having origins in any of the original peoples of the Far East, Southeast Asia, or
the Indian subcontinent including, for example, Cambodia, China, India, Japan, Korea,
Malaysia, Pakistan, the Philippine Islands, Thailand, and Vietnam.
Black or African American - A person having origins in any of the Black racial groups of Africa.
Native Hawaiian or Other Pacific Islander – A person having origins in any of the original peoples
of Hawaii, Guam, Samoa, or other Pacific Islands.
White - A person having origins in any of the original peoples of Europe, the Middle East, or North
Africa.
Job Group
A set of job titles having similar content (i.e. requiring similar skills), offering similar promotional
opportunities, and paying similar wages.
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Job Group Analysis
A method of combining job titles within the employer’s establishment. This is the first step in the
employer’s comparison of the representation of minorities and women in its workforce with the
estimated availability of minorities and women qualified to be employed.
Lines of Progression
Typical promotional sequences through which an employee could move from an entry level
position to an upper level position within the organization unit.
Minorities
The protected racial classes of the population which are presently recognized by Equal
Employment Opportunity laws and regulations.
Person with a Disability
A person who either:
1. Has a physical or mental impairment which substantially limits one or more of such
person’s major life activities;
2. Has a record of such an impairment; or
3. Is regarded as having such impairment.
Placement Goals
Placement goals are used to measure progress toward achieving equal
opportunities for under-represented groups at all levels and/or job classifications.

employment

Under-Represented Groups
Protected group members based on race, religion, color, age, marital status, disability, sex or
national origin.
Utilization Analysis
The comparison of the actual percentage of minorities and women from the Job Group with the
Availability Analysis to determine if minorities or women are under-represented in any job group.
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CHAPTER 39
DEPARTMENT OF CIVIL RIGHTS
Section
39.1
39.2
39.3
39.4
39.5
39.6

39.1

Director of the Department of Civil Rights.
Affirmative Action Ordinance. (Cr. by Ord. 4246, 6-22-73)
Equal Opportunities Ordinance.
Commission on People with Disabilities.
Nondiscrimination Based on Disability in City Facilities
and City-Assisted Programs and Activities. (Cr. by Ord. 10,160, 12-28-90)
Martin Luther King, Jr. Humanitarian Award. (Cr. by Ord. 4408, 12-19-73)

DIRECTOR OF THE DEPARTMENT OF CIVIL RIGHTS.
(1)

(2)

(3)

Mission of the Department of Civil Rights. There is hereby created a Department of Civil Rights
that shall be managed and directed by a Department Director. The Department of Civil Rights is
responsible for management, development and implementation of Chapter 39 of the Madison
General Ordinances. The Department of Civil Rights is responsible for ensuring that the rights of
all people are respected and that all persons are given the equal opportunities to succeed based
upon their personal merits. To this end, the Department of Civil Rights is created to vigorously
pursue the policies and principles embodied in this Chapter both within the City as an employer
and within the City as a community of people who respect the rights and the contributions of
every community member.
Director of the Department of Civil Rights.
(a) The position of the Director of the Department of Civil Rights as it becomes vacant shall be
filled according to Sec. 3.54(6)(f) of these ordinances. The Mayor shall consider the
recommendation of the Commission on People with Disabilities, the Equal Opportunities
Commission and the Affirmative Action Commission in the selection of the Director. The
Director shall be a person who possesses demonstrated experience in the promotion of civil rights,
equal opportunities and affirmative action for all persons. The Director shall perform duties
and exercise authority in accordance with City Ordinances, State and Federal statutes together
with such additional duties as the Mayor and/or Common Council may from time to time
prescribe. The Equal Opportunity Division Head, the Affirmative Action Division Head and the
Disability Rights and Services Program Coordinator are to perform any duties assigned by these
ordinances under supervision, direction and control of the Director of the Department of Civil
Rights. The Director of Civil Rights shall have the overall responsibility and authority for
implementing and promoting Chapter 39 of the Madison General Ordinances.
Equal Opportunity Division Head. There is hereby created a Division of Equal Opportunities that
shall be managed and directed by a Division Head. The Equal Opportunities Division Head shall
report to, be supervised by and perform the duties of his/ her office under the control of the
Director of the Department of Civil Rights and shall be responsible for the implementation of Sec.
39.03, M.G.O., the Madison Equal Opportunities Ordinance. The Director of the Department of
Civil Rights may designate the Equal Opportunities Division Head as an ex officio non-voting
member of the Madison Equal Opportunities Commission. The Division Head shall have a
background demonstrative of a commitment to the policies set forth in Sec. 39.03, M.G.O., the
Madison Equal Opportunities Ordinance. In performing his/ her duties the Division Head may
delegate his/ her authority to a subordinate employee within the division.
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Sec. 39.01(4)
(4)

(5)

39.2
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Affirmative Action Division Head. There is hereby created a Division of Affirmative Action that
shall be managed and directed by a Division Head. The Affirmative Action Division Head shall
report to, be supervised by and perform the duties of his/ her office under the control of the
Director of the Department of Civil Rights and shall be responsible for the implementation of
Sec. 39.02, M.G.O., the City’s Affirmative Action Ordinance The Director of the Department of
Civil Rights may designate the Affirmative Action Division Head to serve as an ex officio nonvoting member of the Affirmative Action Commission. The Division Head shall have a
background of demonstrated commitment to the policies embodied in this ordinance. In
performing his/her duties the Division Head may delegate his/ her authority to a subordinate
employee within the division.
Disability Rights and Services Program Coordinator. There is hereby created the position of
Disability Rights and Services Program Coordinator who shall work under the supervision of the
Director of the Department of Civil Rights. This person shall assist the Director of the Department
of Civil Rights in carrying out his/her responsibilities under Sec. 39.05, M.G.O., shall serve
as staff to the Commission on People with Disabilities, and shall perform such other duties as
the Director of the Department of Civil Rights may direct.

AFFIRMATIVE ACTION ORDINANCE.
(1)
Declaration of Policy. It is the official policy of the City of Madison to provide equal employment
and promotional opportunities and equal access to public services for all persons from
all segments of the Madison community without regard to their race, religion, color, age, marital
status, disability, sex or national origin, hereinafter referred to as affected or under- represented
groups. The Council finds that the practice of unfair discrimination in access to public
services, employment and contracting adversely affects the general welfare of the City. Because
such practices have existed throughout Madison’s history, the mere passive prohibition of
discriminatory practices is not sufficient to effectuate this principle of equal opportunity in
contracting, employment and promotional opportunity and equal access to public services.
Affirmative and direct action is required to make equal employment, access to public service, and
promotional opportunities a reality and correct the effects of past patterns of inequality.
To implement this policy, therefore, the City of Madison hereby adopts this Affirmative
Action Ordinance designed to increase the number and representation of affected and/or other
under-represented groups, in all departments, job classifications and salary categories throughout
the City employment. All City of Madison agencies shall adhere to principles of equal
opportunity in service delivery. The City of Madison in developing its Affirmative Action
Program shall require similar efforts from vendors, contractors and firms with which it does
business. The Council finds that it is not in the public interest for the City to purchase goods and
services from vendors and contractors unless they demonstrate that they have taken affirmative
action to ensure equal employment and sub-contracting opportunities.
Nothing in this ordinance is intended to alter or impair the City’s or contractors’
obligation to comply with Section 39.03 of these ordinances.
It is also the official policy of the City of Madison that as an overall goal, ten percent
(10%) of the City’s public works funds shall be expended with certified small business
enterprises. The term “certified small business enterprises” is defined in the City’s small business
enterprise program, as approved by the Common Council. The Council finds that this policy will
stimulate economic growth, promote the establishment of new businesses and provide
employment opportunities.
In addition, when the City expends funds provided to it by federal agencies, the City shall
require that contractors comply with applicable federal regulations governing the participation of
minority business enterprises, women business enterprises and disadvantaged business enterprises.
(Sec. 3.58(1) Am. by Ord. 11,929, 9-12-97; Ord. 13,104, 7-6-02)
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(2)

(3)

Sec. 39.02(2)

Affirmative Action Division. There is hereby created a Division of Affirmative Action within the
Department of Civil Rights. The Division of Affirmative Action shall be managed and directed
by a an Affirmative Action Division Head as that position is established and set forth in Sec.
39.01(3), MGO, who shall have responsibility and authority for the development and
implementation of the City’s Affirmative Action Program. (Am. by ORD-06-00078, 6-30-06)
Affirmative Action Commission.
(a)
Composition. The Mayor, subject to confirmation by the Common Council, shall appoint
an Affirmative Action Commission consisting of eleven (11) members, one of whom shall
be an alderperson. One member shall be designated chairperson by the members of the
Commission. Members shall be appointed from the entire City, and at no time shall the
total of women, persons with disabilities, and ethnic minority members constitute less
than a majority. All of the members shall be committed to the extension of equal
employment opportunities and shall be representative of the affected and/or underrepresented groups of the Madison community. They shall receive no compensation for
their services. The Director of the Department of Civil Rights may appoint the
Affirmative Action Division Head to serve as an ex officio nonvoting member of this
Commission. The Commission shall make its own rules and regulations for the carrying
out of its duties. (Am. by ORD-05-00203, 1-3-06; Ord-06-00078, 6-30-06; ORD-0700103, 9-22-07)
(b)
Alternate Members. In addition to the members above-mentioned, the Mayor may appoint
upon an annual basis two (2) citizens to be alternate members of the Commission and
shall designate which alternate is the first alternate and which alternate is the second
alternate. The first alternate shall act with full power when any other member of the
Commission is absent or must abstain because of a conflict of interest. The second
alternate shall act only when the first alternate abstains or is absent or when more than
one (1) member of the Commission abstains or is absent. (Cr. by Ord. 12,844, 7-9-01)
(c)
The Commission members shall be appointed for terms of two (2) years and their terms
shall run until their successors are confirmed. The full Commission shall be appointed
forthwith but the terms shall expire on the third Tuesday of April, 1974, at which time
four (4) members shall be appointed for a three-year term and five (5) members for a
two-year term. Thereafter, appointment shall be made for two-year terms. (Am. by Ord.
11,904, 7-29-97)
(d)
The Affirmative Action Commission shall have the following duties:
1.
To annually review, approve and recommend the Citywide Affirmative Action
goals and timetables as proposed by the Affirmative Action Division Head. (Am.
by Ord-06-00078, 6-30-06)
2.
To advise affected and/or other under-represented groups of their rights under the
Affirmative Action Program.
3.
To disseminate information and to educate the people of the City of Madison to a
greater understanding and practice of Affirmative Action Employment for all
affected and/or other under-represented groups.
4.
To render from time to time, but not less than once a year, written reports of its
progress, activities and recommendations to the Mayor and Common Council.
5.
To recommend and review such rules and regulations as may be necessary to
promulgate the City’s Affirmative Action Program.
6.
To develop and review the contract compliance requirements of the City of
Madison and to develop a policy with respect to vendors and contractors.
7.
To make specific recommendations to the Common Council so as to bring all
appropriate ordinances into conformity with the policies of this ordinance if
necessary.
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To provide administrative review of decisions of the Contract Compliance
Officer to grant, deny or revoke certifications as a Minority Business Enterprise
(MBE), Women Business Enterprise (WBE), or Disadvantaged Business
Enterprise (DBE) as these are defined in Sec. 39.02(9)(a)9.-11. of these
ordinances and in the City of Madison Disadvantaged Business
Enterprise/Minority Business Enterprise Program as approved by the Common
Council; and a Small Business Enterprise (SBE) as defined in the Small Business
Enterprise Program approved by the Common Council. The Commission shall
adopt procedural rules for the conduct of such appeals. The Chairperson of the
Affirmative Action Commission shall appoint a certification appeals committee
consisting of seven (7) persons, including one member of the Common Council,
one member of the Board of Public Works, two (2) members of the Affirmative
Action Commission, and three (3) citizens, to serve two (2) year terms.
9.
To approve a City of Madison Civil Rights Compliance Plan, in order to maintain
City compliance with Title VI of the Civil Rights Act of 1964, as amended. The
Affirmative Action Division Head shall coordinate the preparation of the Plan for
the Commission’s approval. Every City department which receives funds covered
by Title VI shall cooperate with and assist the Affirmative Action Division
Head in the preparation of the Plan. (Am. by Ord-06-00078, 6-30-06)
(Sec. 3.58(3)(c) Am. by Ord. 11,929, 9-12-97)
Departmental Affirmative Action Plans.
(a)
The Affirmative Action Division Head in concert with the head of each department,
board, commission or committee shall develop a written Affirmative Action Plan. Each
department head in concert with the Affirmative Action Division Head, shall within two
hundred forty (240) days from the appointment of the Affirmative Action Officer,
develop a written Affirmative Action Plan. The plan, to be updated annually, is to be
developed pursuant to the federal guidelines found in Part 60-2 of Chapter 60 of Title 41
of the Code of Federal Regulations as amended from time to time, which are hereby
incorporated by reference and is to further reflect reasonable goals and timetables for
achieving substantially increased employment of affected and/or other under-represented
groups. In addition to the above guidelines, the plan should include but not be limited to
the following employment and career development information concerning the
department.
1.
The available job slots.
2.
Recruitment policies.
3.
Selection and placement procedure.
4.
Testing programs.
5.
Training programs.
6.
Promotion policies and procedures.
7.
Transfer policies.
8.
Compensation programs.
9.
Available facilities.
10.
Layoff and recall policies.
11.
Procedure for disciplinary action.
12.
Harassment-free work atmosphere for affected and/or other under-represented
groups.
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Sec. 39.02(4)(b)

(b)

In preparation of the departmental affirmative action plans, the Division of Affirmative
Action shall have the full cooperation of the department head, board, commission or
committee and access to all departmental policies and procedures, administrative rules
and regulations, personnel files and other documents or information relating to the
employment, training, promotion, transfer, termination or discipline of personnel in the
City employ. However, no records are to be used in any manner that would divulge the
identity of the parties involved. Provided further that if the employee or applicant was
assured by the City that any of the aforementioned documents were to be held in strict
confidence, the permission of the applicant or employee must be obtained prior to the
release of these documents to the Division of Affirmative Action.
(Am. by ORD-06-00058, 06-30-06)
(5)
Citywide Affirmative Action Program.
(a)
The Division of Affirmative Action shall incorporate the individual departmental plans
into a composite Citywide Affirmative Action Program which shall be submitted to the
Affirmative Action Commission. This program shall reflect the reasonable goals and
timetables for achieving equal employment opportunities and requirements for affected
and/or other under-represented groups at all levels and/or job classifications. (Am. by
ORD-06-00058, 06-30-06)
(b)
Upon approval by the Affirmative Action Commission, the program shall be submitted to
the Mayor and Common Council for approval. Once adopted, the program shall be
distributed to all department heads who shall adhere to the goals, timetables and
procedures prescribed therein.
(6)
Implementation. Implementation of the City’s Affirmative Action Program shall include but not
be limited to the following:
(a)
Recruitment. Every effort shall be made to recruit applicants from under-utilized
categories to provide employment lists of qualified candidates that will facilitate the
implementation of departmental and Citywide affirmative action goals. The Human
Resources Department, with the assistance of the Division of Affirmative Action, shall
expand the recruitment programs to include but not be limited to the following:
1.
Inform members of affected and/or other under-represented groups of this
Affirmative Action Program and seek their support in attracting applicants.
2.
Include information about the Affirmative Action Program on all job and
contract announcements.
3.
Prepare a specific brochure summarizing the Affirmative Action Program and
disseminate it throughout the community.
4.
Work with appropriate community resources to develop techniques, models and
strategies that will maximize the recruitment of affected and/or other underrepresented groups.
(b)
Testing, Selection and Placement.
1.
The Human Resources Department, in conjunction with the Division of
Affirmative Action, shall review all testing, selection and placement policies of
the City to determine that they are free of cultural bias, develop other evaluation
methods that are task related and that are in accord with the guidelines
promulgated by the Federal Equal Employment Opportunity Commission.
2.
The Human Resources Department, in conjunction with the Division of
Affirmative Action, shall develop procedures to establish visible career ladders
or bridges between entry level, nonmanagement and management positions for
all City employees with specific emphasis on affected and/or other underrepresented groups.
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(c)

Education and Training. The Division of Affirmative Action shall, with the cooperation of
the Organization Development and Training Unit of the Human Resources Department,
develop education and training programs designed to develop the knowledge and
skills essential to compensate for the past education and opportunity deficiencies. These
programs shall be designed to develop each employee’s fullest potential and to upgrade
the employee’s position in the City employ. The Division of Affirmative Action shall
work with the Equal Opportunities Division to develop and provide all employees with
relevant training to increase their awareness in the areas of cultural perception and human
relations.
(d)
Analysis of Job Turnover. The Division of Affirmative Action shall maintain statistics
and institute research to identify the reasons for job turnover among all City employees
especially among affected and/or other under-represented groups which may have
affirmative action ramifications.
(e)
Complaints. The Citywide Affirmative Action Plan shall contain an informal complaint
procedure. The procedure shall permit applicants and employees to bring complaints of
prohibited discrimination to the Division of Affirmative Action for investigation and
informal problem-solving and resolution. Department and Division heads shall cooperate
with the Affirmative Action Division Head in carrying out the informal complaint
procedure, but nothing contained in the informal complaint procedure may relieve an
appointing authority of responsibility for selection, discipline and discharge decisions.
The Affirmative Action Division Head shall provide every person who makes a complaint
with information, in writing and in accessible format, on filing formal complaints
with local, state and federal agencies empowered to receive such complaints. Such
information shall include applicable time limits. (Cr. by Ord. 11,004, 10-12-94)
(Am. by Ord-06-00078, 6-30-06)
(7)
Accountability and Reports.
(a)
The Division of Affirmative Action shall be responsible for the successful
implementation and coordination of the Citywide Affirmative Action Program. In turn,
each department head shall be accountable to the Division of Affirmative Action for the
successful implementation of the departmental affirmative action plans.
(b)
The Division of Affirmative Action shall at least annually file a written progress report
with the Affirmative Action Commission, the Mayor and Council indicating the progress
toward achieving the affirmative action goals. The report shall include but not be limited
to the following:
1.
A summary of departmental and City affirmative action goals as well as any
special projects tied to this program.
2.
Totals of all persons hired, promoted, transferred, demoted, suspended,
terminated, interviewed and/or rejected, indicating affected and/or underrepresented groups. Waivers of hiring priority and reasons therefore shall also be
provided.
3.
A description of the recruitment and training programs instituted to achieve the
objectives of this affirmative action plan.
4.
A summary of survival counseling and other supportive programs provided to
resolve and prevent problems.
5.
A review of contract compliance status.
6.
A summary of informal complaints.
(Am. by Ord. 11,004, 10-12-94)
(Am. by Ord-06-00078, 6-30-06)
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Sec. 39.02(8)

Civil Rights Compliance Plan.
(a)
In order to maintain City compliance with Title VI of the Civil Rights Act of 1964, as
amended, the Division of Affirmative Action shall coordinate the development and
implementation of individual department plans for civil rights compliance. Department
plans shall be incorporated into a composite, citywide Civil Rights Compliance Plan
which includes policies and procedures governing equal access to public services and the
City of Madison informal citizen complaint procedure. The Civil Rights Compliance Plan
shall be submitted to the Affirmative Action Commission for approval. (Am. by Ord-0600078, 6-30-06)
(b)
Upon approval by the Affirmative Action Commission, the Civil Rights Compliance Plan
shall be submitted to the Mayor and Common Council for approval, and upon approval
by the Mayor and Common Council, the Compliance Plan shall be incorporated into the
citywide Affirmative Action Plan. Once adopted, the Compliance Plan shall be distributed
to all department heads who shall be responsible for effective implementation, to
include information dissemination and training for employees and members of
commissions, boards and committees. Department heads shall also be responsible for
complaint processing consistent with the Civil Rights Compliance Plan policies and
procedures.
(New Sec. 3.58(8) Cr. by Ord. 11,929, 9-12-97)
Contract Compliance Provisions.
(a)
Definitions. For the purposes of this subsection, the following definitions shall apply.
1.
Affirmative Action Plan. A plan that is designed to insure that the contractor
provides equal employment opportunity to all and takes affirmative action in its
utilization of applicants and employees who are women, minority or persons with
disabilities. Such a plan must be completed by each nonexempt contractor and be
approved by the Director of Affirmative Action. The Director of Affirmative
Action shall approve affirmative action plans which meet standards established by
the Common Council.
2.
Contract. Any lease, contract or agreement required or permitted under the laws
of the State of Wisconsin and the City to which the City of Madison is a
contracting party and which shall hereafter be entered into or renewed, including,
but not limited to, purchase orders; public works contracts; contracts for the lease
of real property; contracts for the lease or purchase of goods, supplies, and/or
services; redevelopment contracts; revenue or loan agreements with an eligible
participant or authorized developer under Sec. 66.1103, Wis. Stats.; contracts
with developers or other entities authorized by Secs. 66.1333(5) and
66.1105(3)(e), Wis. Stats., unless otherwise exempted; and subdivision
improvement contracts under Sec. 16.23(9)(c) of these ordinances. It is the
intention of the Common Council to include agreements which may not be
reduced to writing, such as agreements for the purchase of public utility services
and services provided by the City’s depository banks. The following contracts
shall be exempt, however, from the requirements of this ordinance.
a.
Contracts for goods, supplies or services necessitated by or resulting
from an emergency situation as duly determined by the Mayor with the
advice of the Council where possible.
b.
Contracts with contractors who employ fewer than fifteen (15)
employees.
c.
Contracts with contractors whose aggregate annual business with the
City for the calendar year in which the contract takes effect is less than
twenty-five thousand dollars ($25,000).
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Contracts under which the City receives net cash, including, but not
limited to contracts where the City leases real property, and sells or
leases goods or services for cash; except contracts with the City’s
depository banks, which shall not be exempt.
e.
Agreements with bond underwriters and agreements with financial
institutions where the agreement relates to the City’s borrowing.
f.
Contracts for the sale or purchase of real property.
g.
Contracts with other municipalities.
h.
Contracts with the State of Wisconsin, the University of Wisconsin, and
the Area Board of any Vocational, Technical and Adult Education
District.
i.
Contracts with the United States of America and individual agencies of
the U.S. government. (Cr. by ORD-07-00146, 11-02-07)
(Am. by Ord. 10,386, 2-27-92)
Contractor. Any individual, partnership, corporation, association, or other entity
including a contractor, vendor, or supplier, which enters into a contract with the
City. This term shall not include local City employee bargaining units which
shall be governed by the requirements of the other subsections of this ordinance,
nor shall it include City employees with written employment contracts with the
City. Notwithstanding the exemptions listed in subparagraphs b.-d. above, all
developers (or other parties) who enter into subdivision improvement contracts
under sec. 16.23(9)(c), or developer contracts for the construction of public
improvements that will be accepted by the City, and their contractors, shall submit
an approved Affirmative Action plan and the contract between the City and
the developer/party shall contain the Articles of Agreement; all redevelopment
contracts and all revenue or loan agreements with an eligible participant
or authorized developer under Wis. Stats. Sec. 66.1103, shall contain the
Articles of Agreement prescribed in Sec. 3.58(9)(e)2. and all such eligible
participants or authorized developers, their contractors and subcontractors shall
submit an approved Affirmative Action plan; and all contracts authorized by Wis.
Stats. ss. 66.1333(5) and 66. 1105(3)(e), shall contain the Articles of Agreement
prescribed in Sec. 3.58(9)(e)2. and all such developers or other entities, their
contractors and subcontractors, shall submit an approved Affirmative Action plan.
All Affirmative Action plans required by this subsection shall be submitted within
thirty (30) days after the effective date of the contract. (Am. by Ord. 10,386, 2-2792; ORD-07-000146, 11-02-07)
Contractor Association. Any not-for-profit organization of construction
employers who employ members of trade unions, co-sponsor joint apprenticeship
committees, and provide for public representation of the construction industry
employer for the common and public good.
Labor Union. The term labor union means any organization of any kind, any
agency or employee representation committee, group, association or plan so
engaged in which employees participate which exists for the purpose in whole or
in part of dealing with employers concerning grievances, labor disputes, wages,
rates of pay, hours or other terms or conditions of employment and any
conference, general committee, joint or system board or joint council so engaged
which is subordinate to a national or international labor organization. This shall
not include local City employee bargaining units which shall be governed by the
requirements of other subsections of this ordinance.
Joint Apprenticeship Committee. The jointly administered labor and management
advisory committee which selects, qualifies, and trains apprentices through the
Wisconsin Department of Workforce Development, Division of Apprenticeship
and Training, and the Wisconsin Vocational Technical and Adult Education
System. (Am. by Ord. 12,322, Adopted 2-2-99)
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Minority. “Minority” includes:
a.
Black (all persons having origins in any of the Black African racial
groups not of Hispanic origin);
b.
Hispanic (all persons of Mexican, Puerto Rican, Cuban, Central or South
American or other Spanish culture or origin, regardless of race);
c.
Asian and Pacific Islander (all persons having origins in any of the
original peoples of the Far East, Southeast Asia, the Indian Subcontinent,
or the Pacific Islands); and
d.
American Indian or Alaskan Native (all persons having origins in any of
the original peoples of North America and maintaining identifiable tribal
affiliations through membership and participation or community
identification).
8.
A person with a disability is a person who either:
a.
Has a physical or mental impairment which substantially limits one or
more of such person’s major life activities; or
b.
Has a record of such an impairment; or
c.
Is regarded as having such an impairment.
9.
Minority Business Enterprise (MBE). An independent and valid business concern
that is owned and controlled by minority person(s). A minority person or persons
must own fifty-one percent (51%) of the business and control the management
and daily operations of the business.
10.
Disadvantaged Business Enterprise (DBE). A small business concern:
a.
Which is at least fifty-one percent (51%) owned by one or more socially
and economically disadvantaged individuals, or, in the case of any
publicly owned business, at least fifty-one percent (51%) of the stock of
which is owned by one or more socially and economically disadvantaged
individuals; and
b.
Whose management and daily business operations are controlled by one
or more of the socially and economically disadvantaged individuals who
own it.
11.
Women Business Enterprise (WBE). An independent and valid business concern
that is owned and controlled by women. A woman or women must own fifty-one
percent (51%) of the business and must control the management and daily
operations of the business.
Notwithstanding the provisions of Sec. 39.02(9)(a)2., providing for certain exemptions
from the provisions of this ordinance, every contract to which the City of Madison is a
party shall contain the following language, except for contracts with the State of
Wisconsin, another state government, the United States of America or individual agencies
of the U.S. government, and written employment contracts between the City and City
employees:
In the performance of the services under this Agreement the Contractor agrees
not to discriminate against any employee or applicant because of race, religion, marital
status, age, color, sex, handicap, national origin or ancestry, income level or source of
income, arrest record or conviction record, less than honorable discharge, physical
appearance, sexual orientation, political beliefs, or student status. Contractor further
agrees not to discriminate against any subcontractor or person who offers to subcontract
on this contract because of race, religion, color, age, disability, sex, or national origin.
(Am. by ORD-07-00146, 11-02-07)
7.

(b)
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(d)

(e)
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Every contract to which the City of Madison is a party, except those exempted by Sec.
39.02(9)(a)2.a., b., d., e., f., g., h. shall contain the following language:
The contractor agrees that, within thirty (30) days after the effective date of this
agreement, the contractor will provide to the City of Madison Division of Affirmative
Action certain workforce utilization statistics, using a form to be furnished by the City. If
the contract is still in effect, or if the City enters into a new agreement with the
contractor, within one year after the date on which the form was required to be provided,
the contractor will provide updated workforce information using a second form, also to
be furnished by the City. The second form will be submitted to the City Division of
Affirmative Action no later than one year after the date on which the first form was
required to be provided.
The contractor further agrees that, for at least twelve (12) months after the
effective date of this contract, it will notify the City of Madison Division of Affirmative
Action of each of its job openings at facilities in Dane County for which applicants not
already employees of the contractor are to be considered. The notice will include a job
description, classification, qualifications, and application procedures and deadlines. The
contractor agrees to interview and consider candidates referred by the Division of
Affirmative Action if the candidate meets the minimum qualification standards
established by the contractor, and if the referral is timely. A referral is timely if it is
received by the contractor on or before the date stated in the notice.
(Am. by Ord. 10,971, 8-29-94; ORD-06-00078, 6-30-06)
Small Business Enterprise Program. A detailed small business enterprise program shall be
submitted to the Council for its approval. The program shall include procedures for
certification of small business enterprises, shall establish a mechanism for setting small
business enterprise participation goals for all public works projects with an estimated cost
of $100,000 or more, and shall establish other necessary and appropriate procedures.
Applicable requirements of the program shall be incorporated into City contracts. The
Division of Affirmative Action shall study the effect of the small business enterprise
program on participation by affected and underrepresented groups in city contracting and
shall provide a full report to the Common Council on or before January 1, 1993, and every
two years thereafter. (Am. by Ord. 10,386, 2-27-92; ORD-06-00078, 6-30-06)
Compliance Requirements.
1.
Submission of Affirmative Action Plans.
a.
Public Works Projects. The award of any public works contract, except
those exempted by Sec. 39.02(9)(a)2.a., shall be subject to and
contingent upon the lowest responsible bidder submitting in writing to
the Division of Affirmative Action, an Affirmative Action Plan for
Public Works Contractors. Such Affirmative Action Plan shall be
submitted with the contractor’s bid prequalification documents. Should
any contractor fail or refuse to submit an Affirmative Action Plan as
required by this section, such contractor shall not be qualified to bid on
any City Public Works contracts until said contractor has complied. All
such contractors shall require their subcontractors to file an approved
Affirmative Action Plan prior to the subcontractor being allowed to start
work on any City project.
No public works contractor may be prequalified by the Director
of Public Works for work advertised after April 1, 1991, unless the
contractor submits an Affirmative Action Plan approved by the Division
of Affirmative Action.
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Sec. 39.02(9)(e)1.b.
Other City Contracts. Within thirty (30) days from the effective date of a
contract with the City or effective date of a purchase order, and prior to
release of payment by the City, all nonexempt contractors are required to
have on file an affirmative action plan which is a model affirmative
action plan approved by the Common Council or which meets the
requirements of Federal Revised Order No. 4, 41 CFR Part 60-2, as
established in 43 FR 51400, November 3, 1978, and which includes, in
addition, the following appendices:
i.
A work force utilization analysis and goals and timetables for
applicants and employees with disabilities. This document shall
either meet the criteria found in 41 CFR Parts 60-2.11 and 602.12, as established in 43 FR 51400, November 3, 1978, or shall
follow the format contained in the model affirmative action plan
for vendors as approved by the Madison Common Council.
ii.
The applicable provisions for MBE, DBE, WBE, and SBE
utilization which are contained in the model affirmative action
plan for vendors as approved by the Madison Common Council.
Should any contractor fail or refuse to comply with this
section and the contract with the City, the Affirmative Action
Division Head shall recommend appropriate action under Article
VII of the contract Articles of Agreement and other provisions of
this ordinance.
(Am. by Ord. 10,971, 8-29-94; Ord. 13,104, 7-6-02)

39 - 11

Rev. 6/15/07

Sec. 39.02(9)(e)2.

DEPARTMENT OF CIVIL RIGHTS
2.

Contract Conditions.
Contracts - Contents. All contracts hereafter executed by the City shall contain
the following language assuring the contractor’s compliance with the intent of
this ordinance:
ARTICLES OF AGREEMENT
ARTICLE I

The contractor shall take affirmative action in accordance with the provisions of this contract to insure that
applicants are employed, and that employees are treated during employment without regard to race, religion,
color, age, marital status, disability, sex or national origin and that the employer shall provide harassment-free
work environment for the realization of the potential of each employee. Such action shall include, but not be
limited to, the following: employment, upgrading, demotion or transfer, recruitment or recruitment advertising,
layoff or termination, rates of pay or other forms of compensation and selection for training including
apprenticeship insofar as it is within the control of the contractor. The contractor agrees to post in conspicuous
places available to employees and applicants notices to be provided by the City setting out the provisions of the
nondiscrimination clauses in this contract.
ARTICLE II
The contractor shall in all solicitations or advertisements for employees placed by or on behalf of the contractors
state that all qualified or qualifiable applicants will be employed without regard to race, religion, color, age,
marital status, disability, sex or national origin.
ARTICLE III
The contractor shall send to each labor union or representative of workers with which it has a collective
bargaining agreement or other contract or understanding a notice to be provided by the City advising the labor
union or workers representative of the contractor’s equal employment opportunity and affirmative action
commitments. Such notices shall be posted in conspicuous places available to employees and applicants for
employment.
ARTICLE IV
(This article applies only to non-public works contracts.)
The contractor agrees that it will comply with all provisions of the Affirmative Action Ordinance of the City of
Madison including the contract compliance requirements. The contractor warrants and certifies that, of the
following two paragraphs, paragraph A or B is true (check one):
A.
It has prepared and has on file an affirmative action plan that meets the format requirements of
Federal Revised Order No. 4, 41 CFR part 60-2, as established by 43 FR 51400 November 3,
1978, including appendices required by City of Madison ordinances or it has prepared and has on
file a model affirmative action plan approved by the Madison Common Council.
B.
Within thirty (30) days after the effective date of this contract, it will complete an affirmative
action plan that meets the format requirements of Federal Revised Order No. 4, 41 CFR Part 602, as established by 43 FR 51400, November 3, 1978, including appendices required by City of
Madison ordinance or within thirty (30) days after the effective date of this contract, it will
complete a model affirmative action plan approved by the Madison Common Council.
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Sec. 39.02(9)(e)2.
ARTICLE V

(This article applies only to public works contracts.)
The contractor agrees that it will comply with all provisions of the Affirmative Action Ordinance of the City of
Madison, including the contract compliance requirements. The contractor agrees to submit the model affirmative
action plan for public works contractors in a form approved by the Affirmative Action Division Head.
ARTICLE VI
The contractor will maintain records as required by Section 39.02(9)(f) of the Madison General Ordinances and
will provide the City’s Division of Affirmative Action with access to such records and to persons who have
relevant and necessary information, as provided in Section 39.02(9)(f). The City agrees to keep all such records
confidential, except to the extent that public inspection is required by law.
ARTICLE VII
In the event of the contractor’s or subcontractor’s failure to comply with the Equal Employment Opportunity and
Affirmative Action Provisions of this contract or Sections 39.03 and 39.02 of the Madison General Ordinances, it
is agreed that the City at its option may do any or all of the following:
1.
Cancel, terminate or suspend this contract in whole or in part.
2.
Declare the contractor ineligible for further City contracts until the Affirmative Action
requirements are met.
3.
Recover on behalf of the City from the prime contractor 0.5 percent of the contract award price
for each week that such party fails or refuses to comply, in the nature of liquidated damages, but
not to exceed a total of five percent (5%) of the contract price, or five thousand dollars ($5,000),
whichever is less. Under public works contracts, if a subcontractor is in noncompliance, the City
may recover liquidated damages from the prime contractor in the manner described above. The
preceding sentence shall not be construed to prohibit a prime contractor from recovering the
amount of such damage from the noncomplying subcontractor.
ARTICLE VIII
The contractor shall include the above provisions of this contract in every subcontract so that such provisions will
be binding upon each subcontractor. The contractor shall take such action with respect to any subcontractor as
necessary to enforce such provisions, including sanctions provided for noncompliance. (This article applies to
public works contracts only.)
ARTICLE IX
The contractor shall allow the maximum feasible opportunity to small business enterprises to compete for any
subcontracts entered into pursuant to this contract and shall document all good faith efforts. (In federally funded
contracts the terms “DBE, MBE, and WBE” shall be substituted for the term “small business” in this article.)
(Am. by Ord. 13,104, 7-6-02
(Sec. 3.23(9)(e) Am. by ORD-06-00078, 6-30-06)
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(f)

Record-Keeping Requirements.
1.
Maintenance of Records. All contractors shall keep full and accurate records of
the minority group status and the sex of all employees and whether or not they are
persons with disabilities, as well as dates of hire, termination, recall and/or layoff,
reasons for termination or layoff, and job duties or job description for each
employee. In addition, every contractor subject to Wis. Stats. Sec. 66.0903(10)(a)
and Sections DWD 290.13 and DWD 290.14 of the Wisconsin Administrative
Code shall keep records of the name and trade or occupation of every
employee, and an accurate record of hours worked by each employee as are
required to be kept pursuant to those regulations.
All contractors shall also maintain such records as may be required by the
Common Council in the Affirmative Action Plan as defined in Sec. 39.02(9)(a)1.
of this ordinance. Contractors requesting exempt status under this ordinance shall
furnish all information requested by the Division of Affirmative Action in order
to determine exempt status. (Am. by Ord 13,104, 7-6-02)
2.
Production of Records. Contractors shall provide such records at the office of the
Division of Affirmative Action within ten (10) days of the date requested in
writing and shall permit the Affirmative Action Division Head or designee access
during normal business hours to all of the above records, as well as access to
persons who may have information relevant and necessary to ascertain
compliance with this section within ten (10) days of the date requested in writing.
Such request may be made:
a.
Once every twelve (12) months. (Am. by Ord. 13,104, 7-6-02)
b.
At any time when an employee, former employee, or applicant for
employment of the contractor has filed a formal complaint of
discrimination with the Division of Affirmative Action or with a local,
state or federal agency.
c.
At any time when the Division of Affirmative Action finds substantial
deficits or questionable or inconsistent information in the affirmative
action plan submitted by the contractor.
d.
At any time when a contractor reports no progress toward achieving a
balanced work force and the Affirmative Action Division Head deems it
necessary to examine documented good-faith efforts.
The Division Head’s written request for access shall inform the
contractor of the basis for the request.
3.
Public Inspection of Records. All contract-related records in the custody of the
Division of Affirmative Action shall be open for public inspection and copying,
as provided in Sec. 3.42 of these ordinances, except the following:
a.
Records which are exempt from disclosure under the provisions of Sec.
3.42(9) of these ordinances. (Am. by Ord. 11,538, 3-1-96)
b.
Records provided in connection with compliance investigations and
compliance investigation files; except that compliance reports shall be
open to inspection and copying, and all minutes, proceedings, evidence,
findings and orders of the Affirmative Action Commission shall be open
to inspection and copying.
c.
Names and other information identifying individual complainants.
d.
Those portions of affirmative action plans which constitute information
on staffing patterns and pay scales, if release for public inspection could
reasonably be expected to affect the competitive or financial position of
the contractor, would constitute a release of confidential or salary
information of an employee or would constitute an unwarranted invasion
of privacy of an employee.
e.
Tests used by contractors for selection purposes.
(Sec. 3.23(9)(f) Am. by ORD-06-00078, 6-30-06)
Rev. 6/15/07
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Sec. 39.02(9)(g)

Enforcement. The Department of Affirmative Action may review contractors’
compliance with affirmative action plans, contract provisions and provisions of this
ordinance at any time up to one (1) year after the expiration of the contract. A contractor
is in compliance with this ordinance when it adheres to the provisions of this ordinance,
its contract, and its affirmative action plan.
The Department of Affirmative Action shall review the compliance status of each
contractor at least once every two (2) years and shall use the following compliance
review procedure:
1.
The Affirmative Action Division Head or designee shall give each contractor at
least five (5) days written notice of the commencement of a compliance review,
and shall examine the contractor’s affirmative action plan and supporting
documents, as well as other documents and records furnished by the contractor
under Sec. 39.02(9)(f).
2.
The Affirmative Action Division Head or designee may schedule an on-site
review, as provided in Sec. 39.02(9)(f)2., by notifying the contractor in writing
no less than ten (10) days in advance.
3.
After a compliance review, the Affirmative Action Division Head shall provide
the contractor with a written compliance report, which shall either state that the
contractor is in compliance, or if the contractor is found not to be in compliance,
the report shall list specifically the facts on which such finding is based, and what
remedial actions should be taken by the contractor in order to achieve compliance.
The Division of Affirmative Action shall provide technical assistance where
feasible and appropriate to assist the contractor in achieving compliance.
4.
Within thirty (30) days after receipt of a report of noncompliance, or such longer
period as the Affirmative Action Division Head may permit in writing, the
contractor shall submit an amended affirmative action plan, specifying and
agreeing to take such remedial actions as will achieve compliance.
5.
If the contractor fails or refuses to submit such an amended affirmative action
plan, or refuses to comply with the provisions thereof, the Affirmative Action
Division Head, after consultation with the City Attorney and the City department
or division responsible for the administration of the contract, shall send the
contractor by certified mail a Demand to Cure Default. The Demand shall specify
the factual basis for the finding of noncompliance and what remedial actions are
demanded.
The Demand shall also set a date certain by which the contractor must
either offer to comply or request a hearing. An offer to comply shall consist of a
proposed amended affirmative action plan, specifying and agreeing to take such
remedial actions as will achieve compliance. If the Affirmative Action Division
Head approves the proposed amended affirmative action plan, the contractor’s
default is cured. If the proposed amended affirmative action plan is not approved,
the Affirmative Action Division Head shall specify in writing the reasons for
disapproval.
6.
If the contractor requests a hearing, the Affirmative Action Commission shall
schedule a hearing within five (5) working days after receiving the request. The
initial date of the hearing shall be not more than fifteen (15) working days after
the request is filed with the Affirmative Action Division Head.
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7.

At the hearing, the Affirmative Action Division Head shall have the burden to
persuade the Affirmative Action Commission of the facts supporting his/her
findings. Each party shall have the right to appear in person and by counsel, to
call and examine all witnesses, and to introduce exhibits. The Affirmative Action
Commission shall have the power to compel by subpoena the attendance of and
examine under oath or affirmation, persons, whether as parties or as witnesses,
and to compel by subpoena duces tecum the production before it of books,
records, papers or other evidence which may relate to the subject matter of the
hearing. In the admission of evidence, the Affirmative Action Commission shall
abide by the provisions of Sec. 227.45, Wis. Stats. The Commission shall make
written findings of fact and conclusions of law on the following issues:
a.
Whether the finding of noncompliance should be sustained.
b.
If the finding of noncompliance is sustained, the Affirmative Action
Commission shall decide whether the contract should be cancelled,
terminated, or suspended, in whole or in part; whether the contractor
should be found ineligible for further City contracts, and if so, what
measures taken by the contractor will restore such eligibility; and
whether liquidated damages should be sought under the provisions of the
contract. The Commission may decide to allow the contractor additional
time in which to take the necessary remedial action.
8.
The Affirmative Action Commission shall provide written findings and
conclusions and a written order within thirty (30) days after the conclusion of the
hearing and shall serve copies thereof upon the contractor by certified mail. The
Commission’s findings and conclusions shall constitute final administrative
determinations and shall be subject to review in court as by law may be provided.
9.
If the Affirmative Action Commission orders the contract to be cancelled,
terminated or suspended, the receipt by the contractor of such order shall
constitute a written notice of termination under the termination procedures
provided in the contract.
10.
If the Commission orders that a contractor shall be ineligible for further City
contracts, no bids or proposals of the contractor may be opened or considered, or
contracts entered into, until the Affirmative Action Division Head certifies that
the contractor has taken the measures specified by the Commission to restore
eligibility, or until the expiration of two (2) years from the date of the order,
whichever is sooner.
11.
If the Affirmative Action Commission, after consultation with the City Attorney,
determines that liquidated damages should be sought, the City Attorney shall
institute court action to recover such damages.
12.
If the contractor fails to comply with the Demand to Cure Default and fails to
request a hearing, the contract shall be terminated. In addition, the Affirmative
Action Division Head may request the Affirmative Action Commission to order
additional remedies. Such a hearing shall be held according to the procedures in
Section 39.02(9)(g)7.-12. above.
(Sec. 3.23(9)(g) Am. by ORD-06-00078, 6-30-06)
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(h)

Complaints. The Division of Affirmative Action shall investigate complaints filed by
employees or applicants for employment with nonexempt contractors, when such
complaints allege violation of this ordinance or of the Affirmative Action Articles of
Agreement contained in the contract. Such complaints shall not be investigated unless
they are in writing and are filed not more than sixty (60) days after the alleged violation
occurred, or not more than one (1) year after the expiration of the contract, whichever is
sooner. The Division of Affirmative Action shall refer complainants to the Madison
Equal Opportunities Commission, the Equal Rights Division of the Wisconsin
Department of Workforce Development, the U.S. Equal Employment Opportunities
Commission, the U.S. Office of Federal Contract Compliance Programs, and other
appropriate agencies.
Within ten (10) working days of the receipt of such a complaint, the Division of
Affirmative Action shall either:
1.
Initiate a compliance review, following the procedures set forth in Subsection
(9)(g) of this ordinance; or
2.
Determine that the complaint does not warrant a compliance review. If the
Division of Affirmative Action determines that the complaint does not warrant a
compliance review, he/she shall inform the complainant in writing, listing the
reasons for the determination. A complainant may appeal the determination to the
Affirmative Action Commission by filing a written letter of appeal with the
Division of Affirmative Action within ten (10) working days after receiving the
determination.
The Affirmative Action Commission shall consider the appeal at the next
regularly scheduled meeting or within twenty (20) days, whichever is sooner. The
contractor involved shall be notified at least ten (10) days in advance of the meeting at
which the appeal is to be considered.
In considering the appeal, the Commission shall not be bound by the rules of
evidence, but shall consider any evidence which is reasonably probative, and shall allow,
but not require the contractor to participate. The Commission shall exercise its discretion
to determine whether or not the complaint warrants investigation. The Commission may
order the Affirmative Action Officer to initiate a compliance review, or it may dismiss
the complaint.
(Sec. 3.23(9)(h) Am. by ORD-06-00078, 6-30-06)
(i)
No Private Cause of Action. The Common Council does not intend by this ordinance to
create a private right of action by or on behalf of any employee or applicant for
employment based upon a claim or complaint that the contractor’s agreement with the
City or the contractor’s affirmative action plan has not been complied with. This
provision is not intended either to expand or to limit rights provided by other local, state
or federal equal employment laws.
(Sec. 3.58(8) Renumbered to (9) by Ord. 11,929, 9-12-97; Am. by Ord. 12,322, Adopted 2-2-99)
(10)
Severability. The provisions of this ordinance shall be severable and if any of the provisions shall
be held in contravention of the Constitution and laws of the State of Wisconsin or of the United
States by a court of competent jurisdiction, the validity of the rest of the ordinance shall not be
affected. It is hereby declared to be the intent of this ordinance that the same would have been
adopted had such unconstitutional or unlawful provision, if any, not been included herein.(Sec.
39.02(9) Renumbered to (10) by Ord. 11,929, 9-12-97)
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EQUAL OPPORTUNITIES ORDINANCE.
(1)
Declaration of Policy. The practice of providing equal opportunities in housing, employment,
public accommodations and City facilities and credit to persons without regard to sex, race,
religion, color, national origin or ancestry, age, handicap/disability, marital status, source of
income, arrest record or conviction record, less than honorable discharge, physical appearance,
sexual orientation, political beliefs, familial status, or the fact that such person is a student as
defined herein, or the fact that such a person is a member of a domestic partnership as defined
herein, is a desirable goal of the City of Madison and a matter of legitimate concern to its
government. Discrimination against any of Madison’s citizens or visitors endangers the rights and
privileges of all. The denial of equal opportunity intensifies group conflict, undermines the
foundations of our democratic society, and adversely affects the general welfare of the
community. Denial of equal opportunity in employment deprives the community of the fullest
productive capacity of those of its members so discriminated against and denies to them the
sufficiency of earnings necessary to maintain the standards of living consistent with their abilities
and talents. Therefore, as a proper function of City government the City of Madison has provided
in Section 39.02 for affirmative action in City employment to safeguard against discrimination.
Denial of equal opportunity in housing compels individuals and families who are discriminated
against to live in dwellings below the standards to which they are entitled. Denial of equal
opportunity in public accommodations subjects those discriminated against to embarrassment and
creates distress and unrest within the community. Denial of equal opportunities in credit to credit
worthy customers deprives them of the right to secure desired goods and services. Provision for
adequate safeguards against such discrimination is a proper and necessary function of City
government. In order that the peace, freedom, safety and general welfare of all inhabitants of the
City may be protected and ensured, it is hereby declared to be the public policy of the City of
Madison to foster and enforce to the fullest extent the protection by law of the rights of all of its
inhabitants to equal opportunity to gainful employment, housing, credit and the use of City
facilities and public accommodations without regard to sex, race, religion, color, national origin or
ancestry, age, handicap/disability, marital status, source of income, arrest record or conviction
record, less than honorable discharge, physical appearance, sexual orientation, political beliefs,
familial status, or the fact that such person is a student as defined herein, or the fact that such a
person is a member of a domestic partnership as defined herein. To fully effectuate this policy of
promoting nondiscrimination, the City shall endeavor to eliminate all discrimination that may
occur in its own employment, housing, and public accommodation practices and in the use of City
facilities. By adopting Sec. 39.05 of these ordinances, the Common Council has attempted to
make sure that City facilities and programs which receive City financial assistance are accessible
to all persons, including persons with disabilities. The City will deal positively and constructively
with all claims of discrimination filed against it through utilization of the procedures outlined in
this ordinance. (Am. by Ord. 10,556, Adopted 12-15-92; ORD-07-00029, 3-15-07)
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Definitions.
(a)
Age. The prohibition against discrimination because of age shall not apply to any person
less than eighteen (18) years of age.
(b)
Application for credit means any communication, oral or written, by a person to a
creditor requesting an extension of credit to that person or to any other person, and
includes any procedure involving the renewal or alteration of credit privileges or the
changing of the name of the person to whom credit is extended.
(c)
Arrest record includes, but is not limited to, information indicating that a person has been
questioned, apprehended, taken into custody or detention, held for investigation, arrested,
charged with, indicted or tried for any felony, misdemeanor or other offense pursuant to
any law enforcement or military authority.
(d)
City facilities includes all property owned and services rendered by the City for the
welfare of its inhabitants.
(e)
Commercial facilities means facilities that are intended for nonresidential use and whose
operation will affect commerce use. The term “commercial facilities” does not include
buildings or parts of buildings not open to and not reasonably expected to be open to the
public, railroad locomotives, railroad freight cars, railroad cabooses, railroad cars
described in 42 U.S.C. 12162 and covered under 42 U.S.C. 12181 et seq, railroad rightsof-way, or facilities that are covered or expressly exempted from coverage under Sec.
39.03(4) of the Madison General Ordinances, and types of facilities that are specifically
exempted under Sec. 101.13(2) of the Wisconsin Statutes.
(f)
Conviction record includes, but is not limited to, information indicating that a person has
been convicted of a felony, misdemeanor or other offense, placed on probation, fined,
imprisoned or paroled pursuant to any law enforcement or military authority. In addition,
“conviction record” as used in Sec. 39.03(4)(d), relating to discrimination in housing,
shall also include information indicating that a person has been convicted of a civil
ordinance violation (forfeiture). (Am. by Ord. 12,501, 11-19-99; Reconsidered &
Adopted by Ord. 12,561, 4-7-00)
(g)
Covered multifamily dwellings means
1.
Buildings consisting of three (3) or more units if such buildings have one or more
elevators; and
2.
Ground floor portions of units in other buildings consisting of three (3) or more
units.
(h)
Credit means the right granted by a creditor to a person to defer payment or debt or to
incur debt and defer its payment, or purchase property or services and defer payment
therefore, including but not limited to the right to incur and defer debt which is secured
by residential real property.
(i)
Credit sale means any transaction with respect to which credit is granted.
(j)
Credit transaction means any invitation to apply for credit, application for credit,
extension of credit or credit sale.
(k)
Creditor means any person who regularly extends or arranges for the extension of credit
for which the payment of a finance charge or interest is required whether in connection
with loans, sale of property or services or otherwise.
(l)
Dependent means one who lives with a domestic partnership and is:
1.
A biological child of a domestic partner; or
2.
A dependent as defined under IRS regulations; or
3.
A ward of a domestic partner as determined in a guardianship proceeding; or
4.
A person adopted by a domestic partner.
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Disability means, with respect to a person,
1.
A physical or mental impairment which substantially limits one or more of such
person’s major life activities; or
2.
A record of having such an impairment; or
3.
Being regarded as having such an impairment, but such term does not include
current, illegal use of or addiction to a controlled substance (as defined in Section
102 of the Controlled Substances Act (21 U.S.C. 802)).
4.
The term also includes the term “handicap” as used in local, state and federal
statutory, administrative or judicial case law.
Domestic partner means those adults in a domestic partnership.
Domestic partnership means two adults and their dependents, if any, which satisfy the
following requirements:
1.
They are in a relationship of mutual support, caring and commitment and intend
to remain in such a relationship in the immediate future; and
2.
They are not married (unless they are married to each other) or legally separated
and, if either party has been a party to an action or proceeding for divorce or
annulment, at least six (6) months have elapsed since the date of the judgment
terminating the marriage; and
3.
Neither domestic partner is currently registered in a domestic partnership with a
different domestic partner and, if either partner has previously been registered as
a domestic partner in a domestic partnership, at least six (6) months have elapsed
since the effective date of termination of that registration; and
4.
Both are 18 years of age or older; and
5.
Both are competent to contract; and
6.
They are occupying the same dwelling unit as a single, nonprofit housekeeping
unit, whose relationship is of permanent and distinct domestic character; and
7.
They are not in a relationship that is merely temporary, social, political,
commercial or economic in nature.
Employees does not include any individual employed by her/his parents, spouse, or child.
Extension of credit means all acts incident to the evaluation of an application for credit
and the granting of credit.
Facility means all or any portion of buildings, structures, sites, complexes, equipment,
rolling stock or other conveyances, roads, walks, passageways, parking lots, or other real
or personal property, including the site where the building, property, structure, or
equipment is located.
Familial status means one or more individuals (who have not attained the age of 18 years)
being domiciled with
1.
A parent or another person having sole or joint legal custody or physical
placement, as defined in Sec. 767.001, Wis. Stats., of such individual or
individuals; or
2.
The designee of such parent or other person having such custody or physical
placement, with the written permission of such parent or other person; or
3.
A foster parent or other person with whom a person under the age of 18 years is
placed by court order.
The protections afforded against discrimination on the basis of familial
status shall apply to any person who is pregnant or is in the process of securing
sole or joint legal custody or physical placement of any individual who has not
attained the age of 18 years.
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(v)
(w)
(x)
(y)
(z)
(aa)

(bb)

(cc)

Sec. 39.03(2)(t)

Gender identity is the actual or perceived condition, status or acts of 1) identifying
emotionally or psychologically with the sex other than one’s biological or legal sex at
birth, whether or not there has been a physical change of the organs of sex; 2) presenting
and/or holding oneself out to the public as a member of the biological sex that was not
one’s biological or legal sex at birth; 3) lawfully displaying physical characteristics
and/or behavioral characteristics and/or expressions which are widely perceived as being
more appropriate to the biological or legal sex that was not one’s biological or legal sex
at birth, as when a male is perceived as feminine or a female is perceived as masculine;
and/or 4) being physically and/or behaviorally androgynous. (Cr. by Ord. 12,686, 10-900)
Housing means any building, structure, or part thereof which is used or occupied, or is
intended, arranged or designed to be used or occupied, as a residence, home or place of
habitation of one or more human beings, including a mobile home as defined in Section
66.0435 of the Wisconsin Statutes and a trailer as defined in Section 9.23 of the Madison
General Ordinances and any land for sale, lease or use as a site for a building, structure or
part thereof intended or designed to be used or occupied as a residence, home or place of
habitation of one or more human beings, including a mobile home park as defined in
Section 66.0435 of the Wisconsin Statutes and a trailer camp as defined in Section 9.23 of
the Madison General Ordinances. Such definition of “housing” is qualified by the
exceptions contained in Section 39.03(4)(a).
Invitation to apply for credit means any communication, oral or written, by a creditor
which encourages or prompts an application for credit.
Labor organization includes any collective bargaining unit composed of employees.
Less than honorable discharge means any general, undesirable, clemency, bad conduct or
dishonorable discharge from the military service.
Marital status includes being married, separated, divorced, widowed, or single.
Mutual support means that the domestic partners contribute mutually to the maintenance
and support of the domestic partnership throughout its existence.
Person means one or more individuals, labor unions, partnerships, associations,
corporations, cooperatives, legal representatives, mutual companies, joint-stock
companies, trusts, unincorporated organizations, trustees, trustees in bankruptcy, or
receivers or other fiduciaries, and shall include the City of Madison, and the agent or
agents of any of the foregoing.
Physical appearance means the outward appearance of any person, irrespective of sex,
with regard to hair style, beards, manner of dress, weight, height, facial features, or other
aspects of appearance. It shall not relate, however, to the requirement of cleanliness,
uniforms, or prescribed attire, if and when such requirement is uniformly applied for
admittance to a public accommodation or to employees in a business establishment for a
reasonable business purpose.
Political beliefs means one’s opinion, manifested in speech or association, concerning the
social, economic and governmental structure of society and its institutions. This ordinance
shall cover all political beliefs, the consideration of which is not preempted by state
or federal law.
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Public place of accommodation or amusement includes those accommodations, facilities
and services which a person holds out to be open to the common and general use,
participation and enjoyment of the public for any purpose. The term “public place of
accommodation or amusement” shall be interpreted broadly to include, but not be limited
to, places of business or recreation, hotels, motels, resorts, restaurants, taverns, barber or
cosmetologist, aesthetician, electrologist or manicuring establishments, nursing homes,
clinics, hospitals, cemeteries, and any place where accommodations, amusements, goods
or services are available either free or for a consideration, except where such a broad
interpretation would deny to any person rights guaranteed by the constitutions of
Wisconsin and of the United States.
Public place of accommodation or amusement does not include a place where a
bona fide private, nonprofit organization or institution provides accommodations,
amusement, goods or services during an event at which the organization or institution
provides the accommodations, amusement, goods or services to the following individuals
only:
1.
Members of the organization or institution.
2.
Guests named by members of the organization or institution.
3.
Guests named by the organization or institution.
Readily achievable means easily accomplishable and able to be carried out without much
difficulty or expense. In determining whether an action is readily achievable, factors to be
considered include:
1.
The nature and cost of the action needed under this Ordinance;
2.
The overall financial resources of the facility or facilities involved in the action;
the number of persons employed at such facility; the effect on expenses and
resources, or the impact otherwise of such action upon the operation of the
facility;
3.
The overall financial resources of the person who owns or operates the facility;
the overall size of the business with respect to the number of its employees; the
number, type and location of its facilities; and
4.
The type of operation or operations of the person who owns or operates the
facility, including the composition, structure, and functions of the workforce of
such person; the geographic separateness, administrative or fiscal relationship of
the facility or facilities in question.
Religion includes all aspects of religious observance and practice, as well as belief,
unless an employer demonstrates inability to reasonably accommodate an employee’s or
prospective employee’s religious observance or practice without undue hardship on the
conduct of the employer’s business.
“Sexual harassment” means unwelcome sexual advances; unwelcome requests for sexual
favors; unwelcome physical contact of a sexual nature; or unwelcome verbal or physical
conduct of a sexual nature which shall include, but not be limited to, deliberate or
repeated unsolicited gestures, verbal or written comments, or display of sexually graphic
materials which is not necessary for business purposes. “Sexual harassment” includes
conduct directed by a person at another person of the same or opposite gender.
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Sexual orientation includes homosexuality, heterosexuality, bisexuality and gender
identity by preference or practice. (Am. by Ord. 12,686, 10-9-00)
(ii)
Source of income includes, but shall not be limited to, moneys received from public
assistance, pension, and Supplementary Security Income (SSI). Source of income shall be
limited to legally derived income.
(jj)
Student means a person who is enrolled in a public or private high school, college,
university, technical college, accredited trade school, or apprenticeship program.
(kk)
Transfer does not apply to the transfer of property by will or gift.
(Am. by Ord. 12,039, Adopted 2-17-98)
(3)
Credit. It shall be an unfair discrimination practice and unlawful and hereby prohibited for any
creditor to discriminate against any person in any credit transaction because of sex, race, religion,
color, national origin or ancestry, age, handicap, marital status, source of income, arrest record or
conviction record, less than honorable discharge, physical appearance, sexual orientation, familial
status, political beliefs, or the fact that such person is a student as defined herein, or the fact that
such a person is a member of a domestic partnership as defined herein. (Am. by Ord-07-00029,
3-15-07)
(4)
Housing. It shall be an unfair discrimination practice and unlawful and hereby prohibited for any
person having the right of ownership or possession or the right of transfer, sale, rental or lease of
any housing, or the agent of any such person:
(a)
To refuse to transfer, sell, rent or lease, to refuse to negotiate for the sale, lease, or rental
or otherwise to make unavailable, deny or withhold from any person such housing
because of sex, race, religion, color, national origin or ancestry, age, handicap/disability,
marital status, source of income, including receipt of rental assistance under 24 Code of
Federal Regulations Subtitle B, Chapter VIII [the "Section 8" housing program], arrest
record or conviction record, less than honorable discharge, physical appearance, sexual
orientation, familial status, political beliefs, or the fact that such person is a student as
defined herein, the fact that a person declines to disclose their Social Security Number
when such disclosure is not compelled by state or federal law; or the fact that such a
person is a member of a domestic partnership as defined herein; or (Am. by Ord. 13,708,
10-12-04; ORD-07-00016, 2-22-07; ORD-07-00029, 3-15-07)
(b)
To make or cause to be made any written or oral inquiry or record concerning the nature
of any disability of prospective occupants or tenants of such housing, or persons
associated with them, unless such inquiry or record is necessary for compliance with
applicable local, state, or federal law or; (Am. by Ord. 10,605, 3-19-93)
(c)
To falsely represent that a dwelling is not available for inspection, sale, or rental because
of discrimination because of sex, race, religion, color, national origin or ancestry, age,
handicap/disability, marital status, source of income, arrest record or conviction record,
less than honorable discharge, political beliefs, physical appearance, sexual orientation,
familial status, or the fact that a person is a student as defined herein; the fact that such a
person is a member of a domestic partnership as defined herein; or other tenants in such a
manner as to diminish their enjoyment of the premises by adversely affecting their health,
safety and welfare. A person who has received written notice from the Madison Police
Department that a drug nuisance under Sec. 823.113, Wis. Stats., exists on property for
which the person is responsible as owner may take action to eliminate the nuisance,
including but not limited to, eviction of residents, provided such action is not a subterfuge
to evade the provisions of this ordinance. (Am. by ORD-07-00029, 3-15-07)
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To discriminate against any person because of sex, race, religion, color, national origin or
ancestry, age, handicap/disability, marital status, source of income, arrest record or
conviction record, less than honorable discharge, political beliefs, physical appearance,
sexual orientation, familial status, or the fact that such person is a student as defined
herein, or the fact that such a person is a member of a domestic partnership as defined
herein, in the terms, conditions or privileges pertaining to the transfer, sale, rental or lease
of any housing, or in the furnishing of facilities or services in connection therewith, or in
any other manner. (Am. by ORD-07-00029, 3-15-07)
1.
Exclusions for Certain Convictions. This ordinance does not prohibit eviction or
refusal to rent or lease residential property because of the conviction record of
the tenant or applicant or a member of the tenant’s or applicant’s household, if
the circumstances of the offense bear a substantial relationship to tenancy. The
phrase “circumstances of any offense(s) bear a substantial relationship to
tenancy” means the offense is such that, given the nature of the housing, a
reasonable person would have a justifiable fear for the safety of landlord or
tenant property or for the safety of other residents or employees. Provided that
the circumstances of the offense bear a substantial relationship to tenancy, such
offenses may include but are not limited to the following:
a.
disorderly conduct involving disturbance of neighbors,
b.
disorderly conduct involving destruction of property,
c.
at least two or more misdemeanor drug-related convictions related to the
manufacture, delivery or sale of a controlled substance or any drugrelated felonious criminal activity,
d.
criminal activity involving violence to persons such as murder, child
abuse, sexual assault, battery, aggravated assault, assault with a deadly
weapon;
e.
criminal activity involving violence to or destruction of property, such as
arson, vandalism, theft, burglary, criminal trespass to a dwelling;
f.
at least two or more civil ordinance violation (forfeiture) convictions
within a twelve (12) month period for violations relating to disturbance
of neighbors or injury to persons or property.
A person who has received written notice from the Madison Police
Department that a drug nuisance under Sec. 823.113, Wis. Stats., exists on
property for which the person is responsible as owner may take action to
eliminate the nuisance, including but not limited to, eviction of residents,
provided such action is not a subterfuge to evade the provisions of this ordinance.
2.
Time Limits on Exclusions. The exclusion for certain convictions shall not apply
if more than two (2) years have elapsed since the applicant or member of the
tenant’s or applicant’s household was placed on probation, paroled, released from
incarceration or paid a fine for offenses set forth in Paragraph 1. unless the
offense is one which must be reported under the Sex Offender Reporting
Requirement of Sec. 973.048, Wis. Stats.
3.
Discrimination Against Victims of Domestic Abuse Prohibited. Notwithstanding
the provisions contained in Paragraph 1., a person may not evict a tenant or refuse
to rent or lease residential property based on the fact that a tenant or prospective
tenant or a member of the tenant’s or prospective tenant’s household has
been or may be the victim of domestic abuse, as defined in Sec. 813.12(1)(a),
Wis. Stats., or has been a victim of a crime prohibited by Chapter 948, Wis. Stats.
(Am. by Ord. 12,074, 3-27-98)
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4.

Mandatory Recordkeeping Procedures. Notwithstanding the provisions contained
in Paragraph 1. above, a person may not refuse to rent or lease residential
property because of the conviction record of the applicant or a member of the
applicant’s household unless the person complies with all of the following:
a.
uses a written, uniform inquiry process established for legitimate nondiscriminatory business reasons,
b.
applies such process uniformly
c.
advises applicants in writing at the time of application that the screening
process may include a conviction record check,
d.
advises an applicant in writing at the time of denial, if refusal to rent is
based in whole or in part on the conviction record of the applicant or a
member of the applicant’s household,
e.
keeps all applications, whether accepted or rejected, for at least two (2)
years, along with a record of reasons for rejection, recorded in a uniform
manner.
In order to be considered uniform, a written inquiry process must
be applied by a person to all properties under her/his ownership or
control; except that where a person controls several properties on behalf
of two or more different owners that person shall use the same written
inquiry process for all such properties unless an individual owner has
established a separate uniform process for her/his own properties and
requires its use.
f.
In the event a formal complaint of discrimination is made to the EOC, the
landlord shall make available for inspection and permit the Equal
Opportunities Division Head or his/her designee to inspect during normal
business hours all documents identified in Subparagraphs a. through e.
above. The Equal Opportunities Division Head or his/her designee shall
promptly conduct such inspection for the sole purpose of determining
compliance with this subsection on conviction records. Any person who
fails or refuses to allow such inspection(s) or who fails to maintain or
retain required records shall be in violation of this ordinance and, upon
conviction, shall be subject to a forfeiture as provided in Section
39.03(15) of the Madison General Ordinances. (Am. by ORD-06-00078,
6-30-06)
g.
This paragraph is not intended to prohibit or restrict a current or new
owner of property from instituting a conviction record screening policy at
any time during his/her ownership of a property so long as it is applied
uniformly to all similarly situated individuals and otherwise complies
with this subsection.
h.
This paragraph is not intended to impose liability on a new owner of a
property for actions or omissions of the former owner related to this
paragraph, except to the extent the new owner continues the practice
under his/her ownership.
5.
No private cause of action. Except for claims by or on behalf of individuals
protected from prohibited discrimination hereunder, the Common Council does
not intend this Subdivision, 39.03(4)(d), to create a private right of action based
upon a claim of personal injury or property damage arising from a landlord’s
good faith compliance with this Subdivision. This provision is not intended either
to expand or to limit rights provided by local, state or federal equal opportunities
laws. (Am. by Ord. 12,637, 7-7-00)
(Sec. 3.23(4)(d) Am. by Ord. 11,224, 4-13-95; Ord. 12,501, 11-19-99; Reconsidered &
Adopted by Ord. 12,561, 4-7-00)
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Nothing in this ordinance shall affect any person’s decision to share occupancy of a
lodging room, apartment or dwelling unit with another person or persons. For purposes of
this subdivision, the terms lodging room, apartment, and dwelling unit have the meaning
contained in Sec. 27.03 of these ordinances.
(f)
For any bank, credit union, finance company, savings and loan association, insurance
company or other corporation, association, firm or enterprise whose business consists in
whole or in part in lending or purchasing of loans, to deny a loan or other financial
assistance to a person applying therefore for the purpose of purchasing, constructing,
improving, repairing, or maintaining any housing, to discriminate against such person in
the fixing of the amount, interest rate, duration, or other terms or conditions of such loan
or other financial assistance, or to refuse to purchase or to discriminate in the purchase of
such loan,
1.
Because of the sex, race, religion, color, national origin or ancestry, disability,
marital status, source of income, arrest record or conviction record, less than
honorable discharge, physical appearance, sexual orientation, familial status, or
political beliefs of such person or of any person associated with him or her in
connection with such loan or other financial assistance, or because of the fact that
such person is a student as defined herein, or the fact that such a person is a
member of a domestic partnership as defined herein; or
2.
Because of the sex, race, religion, color, national origin or ancestry, age,
disability, marital status, source of income, arrest record or conviction record, less
than honorable discharge, physical appearance, sexual orientation, familial status,
or political beliefs of the present or prospective owners, lessees, tenants, or
occupants of the housing for which such loan or other financial assistance is to be
made or given, or because such present or prospective owner, lessee, tenant or
occupant is a student as defined herein, or the fact that such a person is a member
of a domestic partnership as defined herein.
3.
Notwithstanding the provisions of Subdivision (4)(b) and the above provisions,
inquiries concerning source of income may be made if they are reasonably
directed toward determining solvency, reliability, credit record, or ability to pay,
and are not a subterfuge to evade the purposes of this section.
(Sec. 3.23(4)(f) Am. by Ord. 12,039, Adopted 2-17-98; ORD-07-00029, 3-15-07)
(g)
For any person to post, print, broadcast or publish or cause to be posted, printed,
broadcast or published, any notice or advertisement relating to the transfer, sale, rental or
lease of any housing which expresses preference, limitation, specifications or
discrimination as to sex, race, religion, color, national origin or ancestry, age,
handicap/disability, marital status, source of income, arrest record or conviction record,
less than honorable discharge, physical appearance, sexual orientation, political beliefs,
familial status or the fact that a person is a student as defined herein, or the fact that such
a person is a member of a domestic partnership as defined herein. (Am. by ORD-0700029, 3-15-07)
(e)
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(h)

For any person, for profit, to induce or attempt to induce a person to sell or rent a
dwelling by representations regarding the entry or prospective entry into the
neighborhood of a person or persons of a particular sex, race, religion, color, national
origin or ancestry, age, handicap/disability, marital status, source of income, arrest record
or conviction record, less than honorable discharge, physical appearance, sexual
orientation, political beliefs, familial status, status as students, or the fact that such a
person is a member of a domestic partnership as defined herein..
In establishing a discriminatory housing practice under this section it is not
necessary that there was in fact profit as long as profit was a factor for engaging in the
blockbusting activity. (Sec. 3.23(4)(h) R. and (i) Renumbered to (h) by Ord. 12,039,
Adopted 2-17-98; Am. by ORD-07-00029, 3-15-07)
(i)
For any person to deny any person access to or membership or participation in any
multiple listing service, real estate brokers’ organization or other service organization or
facility relating to the business of selling or renting dwellings, or to discriminate against
any person in the terms or conditions of such access, membership or participation on
account of sex, race, religion, color, national origin or ancestry, age, handicap/disability,
marital status, source of income, arrest record or conviction record, less than honorable
discharge, physical appearance, sexual orientation, political beliefs, familial status, or the
fact that such person is a student as defined herein, or the fact that such a person is a
member of a domestic partnership as defined herein.. (Renumbered by Ord. 12,039,
Adopted 2-17-98; Am. by ORD-07-00098, 3-15-07)
(j)
For any person or other entity whose business includes engaging in residential real estate
related transactions to discriminate against any person in making available such a
transaction, or in the terms or conditions of such a transaction, because of sex, race,
religion, color, national origin or ancestry, age, handicap/disability, marital status, source
of income, arrest record or conviction record, less than honorable discharge, physical
appearance, sexual orientation, political beliefs, familial status, or the fact that such
person is a student as defined herein, or the fact that such a person is a member of a
domestic partnership as defined herein. As used in this subdivision the term “residential
real estate related transaction” means any of the following:
1.
The making or purchasing of loans or providing other financial assistance
a.
For purchasing, constructing, improving, repairing, or maintaining a
dwelling; or
b.
Secured by residential real estate.
2.
The selling, brokering, or appraising of residential real property.
Nothing in this section prohibits a person engaged in the business of
making or furnishing appraisals of residential real property from taking into
consideration factors other than sex, race, religion, color, national origin or
ancestry, age, handicap/disability, marital status, source of income, arrest record
or conviction record, less than honorable discharge, physical appearance, sexual
orientation, political beliefs, familial status, the fact that a person is a student as
defined herein, or the fact that such a person is a member of a domestic
partnership as defined herein.
(Renumbered by Ord. 12,039, Adopted 2-17-98; Am. by ORD-07-00029, 3-15-07)
(k)
In this subsection, prohibited discrimination includes discrimination because of the sex,
race, religion, color, national origin or ancestry, age, handicap/disability, marital status,
source of income, arrest record or conviction record, less than honorable discharge,
physical appearance, sexual orientation, political beliefs, familial status, student status, or
the fact that such a person is a member of a domestic partnership as defined herein of:
1.
The buyer, renter, or applicant; or
2.
A person residing in or intending to reside in a dwelling after it is sold, rented, or
made available.
(Am. and Renumbered by Ord. 12,039, Adopted 2-17-98; ORD-07-00029, 3-15-07)
39 - 27

Rev. 6/15/07

Sec. 39.03(4)(l)
(l)

Rev. 6/15/07

DEPARTMENT OF CIVIL RIGHTS
For purposes of this subsection, discrimination includes:
1.
A refusal to permit, at the expense of the person with a handicap/disability,
reasonable modifications of existing premises occupied or to be occupied by such
person if such modifications may be necessary to afford such person full
enjoyment of the premises; provided:
a.
In the case of a rental, the landlord may, where it is reasonable to do so,
condition permission for a modification on the renter agreeing to restore
the interior of the premises to the conditions that existed before the
modification, reasonable wear and tear excepted; but only if the
modifications limit usability of the premises by future tenants. The
landlord may not increase, for persons with a handicap/disability, any
customarily required security deposit.
b.
A landlord may condition permission for a modification on the renter
providing a reasonable description of the proposed modifications as well
as reasonable assurances that the work will be done in a workmanlike
manner and that any required building permits will be obtained; or
c.
Landlords may require escrow accounts where it is necessary in order to
insure, with reasonable certainty, that funds will be available to pay for
the restorations at the end of the tenancy. The landlord may negotiate as
part of such a restoration agreement a provision requiring that the tenant
pay into an interest bearing escrow account over a reasonable period (not
to exceed the length of the lease), a reasonable amount of money, not to
exceed the cost of restorations. The interest in any such account shall
accrue to the benefit of the tenant. Failure by the landlord to utilize
escrow funds for restoration of the premises within ninety days of the
termination of the tenancy constitutes a forfeiture of the escrow fund,
which shall revert to the tenant.
d.
A landlord may not require further restoration if the modifications satisfy
either Uniform Federal Accessibility Standards or ILHR 52.04, Wis.
Admin. Code.
e.
No landlord may require the restoration of modifications made to public
and common use portions of the premises if the modification was
necessary to make those portions readily accessible to and usable by
persons with handicaps/disabilities.
2.
A refusal to make reasonable accommodations in rules, policies, practices, or
services, when such accommodations may be necessary to afford persons with a
handicap/disability equal opportunity to use and enjoy a dwelling; or
3.
In connection with the design and construction of covered multifamily dwellings
as defined in 24 C.F.R. Sec. 100.201 for first occupancy after March 13, 1991, a
failure to design and construct those dwellings in such a manner that:
a.
The dwellings have at least one building entrance on an accessible route,
unless it is impractical to do so because of the terrain or unusual
characteristics of the site;
b.
With respect to dwellings with a building entrance on an accessible
route:
i.
The public use and common use portions of such dwellings are
readily accessible to and usable by handicapped/disabled persons
with disabilities;
ii.
All the doors designed to allow passage into and within all
premises within such dwellings are sufficiently wide to allow
passage by persons in wheelchairs; and
iii.
All premises within such dwellings contain the following
features of adaptive design:
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An accessible route into and through the dwelling;
Light switches, electrical outlets, thermostats, and other
environmental controls in accessible locations;
C.
Reinforcements in bathroom walls to allow later
installation of grab bars; and
D.
Usable kitchens and bathrooms such that an individual in
a wheelchair can maneuver about the space.
(Am. by ORD-06-00099, 8-2-06)
4.
Paragraph 3. applies to covered multi-family dwellings, as defined in Subsec.
(2)(g) of this ordinance, designed and constructed for first occupancy after thirty
(30) months after the date of enactment of this ordinance.
5.
Compliance with either the Uniform Federal Accessibility Standards, or ILHR
52.04, Wis. Admin. Code, whichever standard provides the greater degree of
accessibility, shall constitute compliance with paragraph 3.
(Renumbered by Ord. 12,039, Adopted 2-17-98)
(m)
The prohibition in this section against discrimination based on age and familial status
does not apply to housing for older persons.
1.
As used in this subdivision, housing for older persons means housing
a.
Provided under any state or federal program that is specifically designed
and operated to assist elderly persons (as defined in the state or federal
program); or
b.
Intended for, and solely occupied by, persons 62 years of age or older; or
c.
Intended and operated for occupancy by at least one person 55 years of
age or older per unit. Housing for older persons under this paragraph
shall contain at least the following factors:
i.
Significant facilities and services specifically designed to meet
the physical or social needs of older persons, as those are defined
in Sec. 101.22(1m)(u) Wis. Stats. (1991-92).
ii.
All of the units are occupied by at least one person 55 years of
age or older; provided that, if the qualifying tenant ceases to
reside in the unit, the remaining occupants may not be required
to vacate the unit, as long as at least 80% of all the units are
occupied by at least one person 55 years of age or older.
iii.
The publication of, and adherence to, policies and procedures
which demonstrate an intent by the owner or manager to provide
housing for persons 55 years of age or older.
2.
Housing shall not fail to meet the requirements for housing for older persons by
reasons of:
a.
Persons residing in such housing as of September 13, 1988, who did not
meet the age requirements of Paragraph 1.b. or c. above, provided that
new occupants of such housing meet the age requirements of Paragraph
1.b. or c.; or
b.
Unoccupied units, provided that such units are reserved for occupancy by
persons who meet the age requirements of Paragraph 1.b. or c. above.
(Renumbered by Ord. 12,039, Adopted 2-17-98)
(n)
It is not a violation of this ordinance to restrict occupancy in a dwelling to persons with
handicaps/disabilities or to provide housing for older persons as such housing is defined
above.
(Renumbered by Ord. 12,039, Adopted 2-17-98)
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(o)

It is the intention of the Common Council that this subsection be interpreted consistently
with Title VIII of the Civil Rights Act of 1968 (42 USC Sec. 3601-3619) as amended,
and with regulations applicable thereto (24 CFR Parts 100, 103, 109, 110, 115, and 121)
except where the language of this subsection clearly requires a different interpretation.
(Renumbered by Ord. 12,039, Adopted 2-17-98)
(Sec. 3.23(4) Am. by Ord. 12,039, Adopted 2-17-98)
(5)
Public Place of Accommodation or Amusement. All persons shall be entitled to the full and equal
enjoyment of the goods, services, facilities, privileges, advantages and accommodations of any
place of public accommodation or amusement, as defined in this ordinance, without
discrimination or segregation on the ground of sex, race, religion, color, national origin or
ancestry, age, disability, marital status, domestic partnership status, source of income, arrest
record or conviction record, less than honorable discharge, physical appearance, sexual
orientation, political beliefs or the fact that a person is a student as defined herein, the fact that
such a person is a member of a domestic partnership as defined herein., or the fact that a person
declines to disclose their Social Security Number when such disclosure is not compelled by state
or federal law. It shall be an unfair discrimination practice and unlawful and hereby prohibited:
(a)
For any person to deny to another, or charge another a different price from the rate
charged others for the full and equal enjoyment of any public place of accommodation or
amusement because of the sex, race, religion, color, national origin or ancestry, age,
handicap, marital status, domestic partnership status, source of income, arrest record or
conviction record, less than honorable discharge, physical appearance, sexual orientation,
political beliefs, or the fact that such person is a student as defined herein, the fact that
such a person is a member of a domestic partnership as defined herein or the fact that a
person declines to disclose their Social Security Number when such disclosure is not
compelled by state or federal law. Organizations which operate public accommodations
and which sell memberships based on family status shall provide the same benefits to
domestic partnerships as are provided to other families. (Am. by Ord, 10,039, 6-14-90)
(b)
For any person to directly or indirectly publish, circulate, display, mail or otherwise
disseminate any written communication which s/he knows is to the effect that any of the
facilities of any public place of accommodation or amusement will be denied to any
person by reason of her/his sex, race, religion, color, national origin or ancestry, age,
handicap, marital status, domestic partnership status, source of income, arrest record or
conviction record, less than honorable discharge, physical appearance, sexual orientation,
political beliefs, or the fact that such person is a student as defined herein, the fact that
such a person is a member of a domestic partnership as defined herein., or the fact that a
person declines to disclose their Social Security Number when such disclosure is not
compelled by state or federal law, or that the patronage of a person is unwelcome,
objectionable or unacceptable for any of these reasons. (Am. by Ord. 10,039, 6-14-90)
(c)
Subsection (5) does not prohibit special services, rates or benefits provided to any person
because she or he is fifty (50) years old or older. (Sec. 3.23(c) R. and (d) Renumbered to
(c) by Ord. 12,039, Adopted 2-17-98)
(Sec. 3.23(5) Am. by Ord. 12,039, Adopted 2-17-98; Ord. 13,708, 10-12-04; ORD-07-00029, 3-15-07)
(6)
Access by Persons with Disabilities to Public Accommodations and Commercial Facilities.
(a)
No individual shall be discriminated against on the basis of disability, or because of the
known disability of an individual with whom the individual or entity is known to have a
relationship or association, in the full and equal enjoyment of the goods, services,
facilities, privileges, advantages, or accommodations of any place of public
accommodation by any person who owns, leases (or leases to another), or operates a
place of public accommodation.
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1.

(b)

(c)

(d)

(e)

Denial of Participation. It shall be prohibited discrimination to subject an
individual, on the basis of a disability or disabilities of such individual, directly,
or through contractual, licensing, or other arrangements, to a denial of the
opportunity of the individual to participate in or benefit from the goods, services,
facilities, privileges, advantages, or accommodations of an entity.
2.
Participation in Unequal Benefit. It shall be prohibited discrimination to afford an
individual, on the basis of a disability or disabilities of such individual, directly,
or through contractual, licensing, or other arrangements with the opportunity to
participate in or benefit from a good, service, facility, privilege, advantage, or
accommodation that is not equal to that afforded to other individuals.
3.
Separate Benefit. It shall be prohibited discrimination to provide an individual, on
the basis of a disability or disabilities of such individual, directly, or through
contractual, licensing, or other arrangements with a good, service, facility,
privilege, advantage, or accommodation that is different or separate from that
provided to other individuals, unless such action is necessary to provide the
individual with a good, service, facility, privilege, advantage, or accommodation,
or other opportunity that is as effective as that provided to others.
Integrated Settings. Goods, services, facilities, privileges, advantages, and
accommodations shall be afforded to an individual with a disability in the most integrated
setting appropriate to the needs of the individual.
Opportunity to Participate. Notwithstanding the existence of separate or different
programs or activities provided in accordance with this section, an individual with a
disability shall not be denied the opportunity to participate in such programs or activities
that are not separate or different.
Administrative Methods. A person shall not, directly or through contractual or other
arrangements, utilize standards or criteria or methods of administration:
1.
that have the effect of discriminating on the basis of disability; or
2.
that perpetuate the discrimination of others who are subject to common
administrative control.
Specific Prohibitions. For purposes of Subdivision (a) above, prohibited discrimination
includes:
1.
The imposition or application of eligibility criteria that screen out or tend to
screen out an individual with a disability or any class of individuals with
disabilities from fully and equally enjoying any goods, services, facilities,
privileges, advantages, or accommodations, unless such criteria can be shown to
be necessary for the provision of the goods, services, facilities, privileges,
advantages, or accommodations being offered;
2.
A failure to make reasonable modifications in policies, practices, or procedures,
when such modifications are necessary to afford such goods, services, facilities,
privileges, advantage, or accommodations to individuals with disabilities, unless
the entity can demonstrate that making such modifications would fundamentally
alter the nature of such goods, services, facilities, privileges, advantages, or
accommodations;
3.
A failure to take such steps as may be necessary to ensure that no individual with
a disability is excluded, denied services, segregated or otherwise treated
differently than other individuals because of the absence of auxiliary aids and
services, unless the entity can demonstrate that taking such steps would
fundamentally alter the nature of the good, service, facility, privilege, advantage,
or accommodation being offered or would result in an undue burden;
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A failure to remove architectural barriers, and communication barriers that are
structural in nature, in existing facilities where such removal is readily
achievable; and
5.
Where an entity can demonstrate that the removal of a barrier under Paragraph 4.
is not readily achievable, a failure to make such goods, services, facilities,
privileges, advantages, or accommodations available through alternative methods
if such methods are readily achievable.
(f)
New Construction and Alterations in Public Accommodations and Commercial Facilities.
Except as provided in Subdivision (h), as applied to public accommodations and
commercial facilities, discrimination for purposes of Subsection (6)(a) of this ordinance
includes:
1.
A failure to design and construct facilities for first occupancy later than ninety
(90) days after the date of enactment of this ordinance that are readily accessible
to and usable by individuals with disabilities, except where a respondent can
demonstrate that it is structurally impracticable to meet the requirements of such
Subsection.
2.
With respect to a facility or part thereof that is altered by, on behalf of, or for the
use of an establishment in a manner that affects or could affect the usability of the
facility or part thereof, a failure to make alterations in such a manner that, to the
maximum extent feasible, the altered portions of the facility are readily accessible
to and usable by individuals with disabilities, including individuals who
use wheelchairs. Where the entity is undertaking an alteration that affects or could
affect usability of or access to an area of the facility containing a primary
function, the entity shall also make the alterations in such a manner that, to the
maximum extent feasible, the path of travel to the altered area and the bathrooms,
telephones, and drinking fountains serving the altered area, are readily accessible
to and usable by individuals with disabilities where such alterations to the path of
travel or the bathrooms, telephones, and drinking fountains serving the altered
area are not disproportionate to the overall alterations in terms of cost and scope.
(g)
Elevator. Subdivision (f) above shall not be construed to require the installation
of an elevator for facilities that are less than three stories or have less than 3,000
square feet per story unless the building is a shopping center, a shopping mall, or
the professional office of a health care provider.
(h)
Exemptions for Private Clubs and Religious Organizations. The provisions of this
Subsection (6) of this ordinance shall not apply to private clubs or organizations
exempted from coverage under Sec. 39.03(2)(cc) above or to religious
organizations or entities controlled by religious organizations, including places
of worship, to the extent that requiring compliance would violate state or federal
law.
(Cr. by Ord. 12,039, Adopted 2-17-98)
(7)
City Facilities. It shall be an unfair discrimination practice and unlawful and hereby prohibited
for any person, public official, employee, agent, agency, authority, board, commission or
committee of the City of Madison to deny any person, the use of City facilities or otherwise
discriminate against any person in the use of City facilities because of sex, race, religion, color,
national origin or ancestry, age, handicap, marital status, source of income, arrest record or
conviction record, less than honorable discharge, physical appearance, sexual orientation,
political beliefs. the fact that such person is a student as defined herein, or the fact that such a
person is a member of a domestic partnership as defined herein..
(Renumbered by Ord. 12,039, Adopted 2-17-98; ORD-07-00029, 3-15-07)

Rev. 6/15/07

39 - 32

DEPARTMENT OF CIVIL RIGHTS
(8)

Sec. 39.03(8)

Employment Practices. It shall be an unfair discrimination practice and unlawful and hereby
prohibited:
(a)
For any person or employer individually or in concert with others to fail or refuse to hire
or to discharge any individual, or otherwise to discriminate against any individual with
respect to her/his compensation, terms, conditions, or privileges of employment, because
of such individual’s sex, race, religion, color, national origin or ancestry, age, handicap,
marital status, source of income, arrest record or conviction record, less than honorable
discharge, physical appearance, sexual orientation, political beliefs or the fact that such
person is a student as defined herein, the fact that such a person is a member of a domestic
partnership as defined herein.. Provided, that an employer who is discriminating with
respect to compensation in violation of this subsection, shall not, in order to comply with
this subsection, reduce the wage rate of any employee.
(b)
For any person or employer individually or in concert with others to limit, segregate, or
classify his or her employees or applicants for employment in any way which would
deprive or tend to deprive any individual of employment opportunities or otherwise
adversely affect his or her status as an employee, because of such individual’s sex, race,
religion, color, national origin or ancestry, age, handicap, marital status, source of
income, arrest record or conviction record, less than honorable discharge, physical
appearance, sexual orientation, political beliefs, the fact that such person is a student as
defined herein, or the fact that such a person is a member of a domestic partnership as
defined herein.
(c)
For any employment agency to fail or refuse to refer for employment, or otherwise to
discriminate against, any individual on the basis of his or her sex, race, religion, color,
national origin or ancestry, age, handicap, marital status, source of income, arrest record
or conviction record, less than honorable discharge, physical appearance, sexual
orientation, political beliefs, the fact that such person is a student as defined herein, or the
fact that such a person is a member of a domestic partnership as defined herein.
(d)
For any labor organization:
1.
To exclude or to expel from its membership, or otherwise to discriminate against,
any individual because of his or her sex, race, religion, color, national origin or
ancestry, age, handicap, marital status, source of income, arrest record or
conviction record, less than honorable discharge, physical appearance, sexual
orientation, political beliefs, or the fact that such person is a student as defined
herein, or the fact that such a person is a member of a domestic partnership as
defined herein.
2.
To limit, segregate, or classify its membership or applicants for membership, or
to classify or fail or refuse to refer for employment any individual, in any way
which would deprive or tend to deprive any individual of employment
opportunities, or would limit such employment opportunities or otherwise
adversely affect his or her status as an employee or as an applicant for
employment, because of such individual’s sex, race, religion, color, national
origin or ancestry, age, handicap, marital status, source of income, arrest record
or conviction record, less than honorable discharge, physical appearance, sexual
orientation, political beliefs, the fact that such person is a student as defined
herein, or the fact that such a person is a member of a domestic partnership as
defined herein.
3.
To cause or attempt to cause an employer to discriminate against an individual in
violation of this section.
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(f)

(g)

(h)
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For any person or employer, labor organization or employment agency to print or publish
or cause to be printed or published any notice or advertisement relating to employment by
such an employer or membership in or any classification or referral for employment by
such a labor organization, or relating to any classification or referral for employment by
such an employment agency, indicating any preference, limitation, specification, or
discrimination, based on sex, race, religion, color, national origin or ancestry, age,
handicap, marital status, source of income, arrest record or conviction record, less than
honorable discharge, physical appearance, sexual orientation, political beliefs, the fact that
such person is a student as defined herein, or the fact that such a person is a member of
a domestic partnership as defined herein, except that such a notice or advertisement may
indicate a preference, limitation, specification or discrimination based on religion, sex,
age, handicap, arrest or conviction record or national origin when religion, sex, age,
handicap, or national origin is a bona fide occupational qualification for employment or
when an employer may lawfully consider or rely upon such arrest or conviction record
pursuant to Sections 39.03(8)(i)3. through 39.03(8)(i)6., M.G.O. (Sec. 3.23(7)(e) R. and
(f) Renumbered to (e) by Ord. 8297, 4-5-84; Am. by Ord. 13,339, 6-7-03)
For any person or employer, employment agency or labor organization to request an
applicant, employee, member or any other person, on an application form or otherwise, to
supply information regarding any arrest record, except a record of a pending charge, of the
applicant, employee or member; except that it shall not be discrimination to request such
information of applicants for employment as law enforcement officers, or when an
employer may lawfully consider or rely upon such arrest or conviction record pursuant to
Sections 39.03(8)(i)3. through 39.03(8)(i)6., M.G.O. (Renumbered by Ord. 8297, 4-5-84;
Am. by Ord. 13,339, 6-7-03)
For any person or employer, employment agency or labor organization to refuse to
reasonably accommodate an employee’s or prospective employee’s handicap unless the
employer can demonstrate that the accommodation would pose an undue hardship on the
employer’s program, enterprise or business. (Cr. by Ord. 8297, 4-5-84)
Religion; Exceptions and Special Cases.
1.
Employment discrimination because of religion includes, but is not limited to,
refusing to reasonably accommodate an employee’s or prospective employee’s
religious observance or practice unless the employer can demonstrate that the
accommodation would pose an undue hardship on the employer’s program,
enterprise or business.
2.
It is not employment discrimination because of religion for a religious
association not organized for private profit or an organization or corporation
which is primarily owned or controlled by such religious association to give
preference to an applicant or employee who is a member of the same or a similar
religious denomination, in hiring or promotion to an instructional or policymaking position, including but not limited to the position of chaplain or
counselor.
3.
It is not employment discrimination because of religion for a fraternal as defined
in Sec. 614.01(1) Wisconsin Statutes, to give preference to an employee or
applicant who is a member or is eligible for membership in the fraternal, with
respect to hiring to or promotion to the position of officer, administrator or
salesperson.
(Cr. by Ord. 8297, 4-5-84)

39 - 34

DEPARTMENT OF CIVIL RIGHTS
(i)

Sec. 39.03(8)(i)

Notwithstanding any other provision of this section, it shall not be an unlawful
employment practice for an employer to hire and employ employees, for an employment
agency to classify, or refer for employment any individual, for a labor organization to
classify its membership or to classify or refer for employment any individual, or for an
employer or a labor organization to admit or employ any individual in those certain
instances where sex, age, or national origin is a bona fide occupational qualification
reasonably necessary to the normal operation of that particular business or enterprise.
(Am. by Ord. 8297, 4-5-84)
1.
It shall not be unlawful age discrimination to observe the terms of a bona fide
seniority system or any bona fide employee benefit plan such as a retirement,
pension, or insurance plan, which is not a subterfuge to evade the purposes of this
section, except that no such employee benefit plan shall excuse the failure to hire
any person.
2.
Discrimination because of an individual’s disability is not prohibited if the
employer, labor organization, or employment agency can show that the
individual’s disability is reasonably related to the individual’s ability to
adequately undertake the job-related responsibilities of that individual’s
employment. It is prohibited discrimination for an employer to contribute a lesser
amount to the fringe benefits, including life or disability insurance coverage, of an
employee because of he/she has a disability. (Am. by ORD-06-00099, 8-2- 06)
3.
Discrimination because of arrest record or conviction record is not prohibited if
the employer, labor organization, or employment agency can show that the
employee or applicant:
a.
Is subject to a pending criminal charge and the circumstances of the
charge substantially relate to the circumstances of the particular job;
b.
Has been within the past three (3) years placed on probation, paroled,
released from incarceration, or paid a fine, for a felony, misdemeanor, or
other offense, the circumstances of which substantially relate to the
circumstances of the particular job or licensed activity; (Am. by Ord.
13,339, 6-7-03)
c.
Is not bondable under a standard fidelity bond or an equivalent bond
where such bondability is required by state, federal or local law,
administrative regulation or previously established business practice of
the employer. (Sec. 3.23(7)(h) Renumbered to (i) by Ord. 8297, 4-5-84)
d.
Is not eligible for licensing under state, federal or local law or
administrative regulation due to a felony conviction for which the
employee or applicant has not been pardoned, and where such license is
required for the position the employee holds or for which the applicant is
applying. (Cr. by Ord. 13,339, 6-7-03)
4.
It is not employment discrimination because of conviction record to deny or to
refuse to issue a license or permit under the Madison General Ordinances if the
person applying for or holding the license or permit has been convicted of a
felony, misdemeanor or other offense the circumstances of which substantially
relate to the circumstances of the licensed activity, and has not been pardoned for
that felony, misdemeanor, or other offense. (Cr. by Ord. 13,339, 6-7-03)
5.
It is not employment discrimination because of conviction record to refuse to
employ a person in a business licensed under s. 440.26,Wis. Stats., or as an
employee specified in s. 440.26(5)(b), Wis. Stats., if the person has been
convicted of a felony and has not been pardoned for that felony. (Cr. by Ord.
13,339, 6-7-03)
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It is not employment discrimination because of conviction record to refuse to
employ as an installer of burglar alarms a person who has been convicted of a
felony and has not been pardoned. (Cr. by Ord. 13,339, 6-7-03)
(j)
Nothing contained in this section shall be interpreted to prohibit any employer from
considering an individual’s less than honorable discharge in cases where the
circumstances of the discharge are substantially related to the circumstances of the
particular job. However, in no case may an employer consider a less than honorable
discharge that was made administratively and not pursuant to a court martial.
(Renumbered by Ord. 8297, 4-5-84)
(k)
No employer, labor organization or employment agency shall engage in sexual
harassment and employers shall ensure that all of their employees work in an
environment free of sexual harassment.
1.
An employer, labor organization or employment agency violates this ordinance
when (1) an employee’s acquiescence in or submission to sexual harassment is
made either explicitly or implicitly a term or condition of his/her employment,
(2) an employee’s acquiescence in or submission to sexual harassment is used as
the basis or any part of the basis for employment decisions affecting the
employee other than an employment decision that is disciplinary action against
an employee for engaging in sexual harassment in violation of this paragraph, or
(3) sexual harassment has the purpose or effect of substantially interfering with
an employee’s work performance or of creating an intimidating, hostile, or
offensive work environment.
(Am. by Ord. 12,039, Adopted 2-17-98)
2.
Substantial interference with an employee’s work performance or creation of an
intimidating, hostile or offensive work environment is established when the
conduct is such that a reasonable person under the same circumstances as the
employee would consider the conduct sufficiently severe or pervasive to interfere
substantially with the person’s work performance or to create an intimidating,
hostile or offensive work environment. (Cr. by Ord. 12,039, Adopted 2-17-98)
3.
An employer, employment agency or labor organization is presumed responsible
for its acts and those of its agents and supervisory employees with respect to
sexual harassment regardless of whether the specific acts complained of were
authorized by the employer. (Renumbered by Ord. 12,039, 2-17-98)
4.
An employer, employment agency or labor organization is responsible for acts of
sexual harassment of its employees by persons other than its agents or
supervisory employees, including, but not limited to, acts by customers and coworkers, (1) if the act occurs while the complaining employee is performing
service growing out of and incidental to his/her employment and (2), if the
employer or its agents or supervisory employees knew or should have known of
the conduct. (Renumbered by Ord. 12,039, 2-17-98)
5.
It is the intent of this ordinance that timely filed complaints of sex discrimination
in employment based on acts occurring before adoption of these provisions and
based on conduct similar or identical to “sexual harassment” as defined above not
be barred by the adoption of these provisions.
(Renumbered by Ord. 12,039, 217-98)
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(l)

Notwithstanding any other provision of this section, it shall not be an unlawful
employment practice for an employer to apply different standards of compensation, or
different terms, conditions or privileges of employment pursuant to a bona fide seniority
or merit system, or a system which measures earnings by quantity, or quality of
production or to employees who work in different locations, provided that such
differences are not the result of an intention to discriminate because of sex, race, religion,
color, national origin or ancestry, age, handicap, marital status, source of income, arrest
record or conviction record, less than honorable discharge, physical appearance, sexual
orientation, political beliefs, the fact that such person is a student as defined herein. or the
fact that such a person is a member of a domestic partnership as defined herein.
(Renumbered by Ord. 8297, 4-5-84)
(m)
Nothing contained in this section shall be interpreted to require any employer,
employment agency or labor organization to grant preferential treatment to any individual
or to any group because of the sex, race, religion, color, national origin or ancestry, age,
handicap, marital status, source of income, arrest record or conviction record, less than
honorable discharge, physical appearance, sexual orientation, political beliefs, the fact that
such person is a student as defined herein, or the fact that such a person is a member of
a domestic partnership as defined herein. (Renumbered by Ord. 8297, 4-5-84)
(Renumbered by Ord. 12,039, Adopted 2-17-98; Am. by ORD-07-00029, 3-15-07)
(9)
It shall be an unfair discrimination practice and unlawful and hereby prohibited:
(a)
For any person to aid, abet, incite, compel or coerce the doing of any act which violates
this ordinance or obstructs or prevents any person from complying with the provisions of
this ordinance; and for any person or employer, employment agency or labor
organization, whether individually or in concert with others, to discharge, harass,
intimidate, or otherwise discriminate against any person because he or she has opposed
any discriminatory practices under this ordinance or because he or she has made a
complaint, testified or assisted in any proceeding under this ordinance.
(b)
For any person to intimidate, threaten, harass, or interfere with any person in the exercise
or enjoyment of, or on account of that person having exercised or enjoyed, or on account
of that person having aided or encouraged any other person in the exercise or enjoyment
of, any right granted or protected by this ordinance.
(c)
For any person or entity subject to regulations under this ordinance to engage in any acts
prohibited in Sec. 39.03 et seq of the Madison General Ordinances against any individual
because of the sex, race, religion, color, national origin or ancestry, age, disability,
marital status, source of income, arrest record or conviction record, less than honorable
discharge, physical appearance, sexual orientation, or political beliefs of any person
associated with that individual, the fact that any person associated with that individual is
a student as defined herein, or the fact that such a person is a member of a domestic
partnership as defined herein. (Cr. by Ord. 12,039, Adopted 2-17-98)
(Renumbered and Am. by Ord. 12,039, Adopted 2-17-98; Am. by ORD-07-00029, 3-15-07)
(10)
Equal Opportunities Commission and Equal Opportunities Division. The Mayor, subject to
confirmation by the Common Council, shall appoint an Equal Opportunities Commission,
consisting of thirteen (13) members, one of whom shall be designated President by the members
of the Commission. At least one, and no more than two, such members shall be an Alderperson,
who shall be a member only as long as she/he shall continue to hold office as Alderperson.
Members shall be appointed from among the residents of the entire City, shall be representative
of both sexes, and of all races, religions, colors, organizations and fields of endeavor, all sexual
orientations, people with disabilities, and shall be committed to the principle of equal
opportunities. They shall receive no compensation for their services. There shall also be an
Equal Opportunities Division established within the Department of Civil Rights, headed by an
Equal Opportunity Division Head as that position is established and set forth in Sec. 39.01(2),
MGO. (Am. by Ord. 12,244, 11-3-98; Ord. 12,933, 12-11-01; ORD-05-00204, 1-3-06; ORD-0600078, 6-30-06; ORD-07-00114, 9-22-07)
39 - 37

Rev. 9/15/07

Sec. 39.03(10)(a)
(a)

(b)

Rev. 9/15/07

DEPARTMENT OF CIVIL RIGHTS
The Commission members shall be appointed for terms of three (3) years and their terms
shall run until their successors are appointed and confirmed. Terms shall expire on the
third Tuesday of April.
The Equal Opportunities Commission shall have the following powers and duties:
1.
To study the existence, character, causes and extent of the denial of equal
opportunity because of sex, race, religion, color, national origin or ancestry, age,
disability, marital status, source of income, arrest record or conviction record,
less than honorable discharge, physical appearance, sexual orientation, political
beliefs, the fact that a person is a student as defined herein, or the fact that such a
person is a member of a domestic partnership as defined herein, in the City of
Madison. (Am. by ORD-06-00099, 8-2-06)
2.
To informally recommend solutions to individual problems that may arise which
involve the denial of equal opportunities because of sex, race, religion, color,
national origin or ancestry, age, disability, marital status, source of income, arrest
record or conviction record, less than honorable discharge, physical appearance,
sexual orientation, political beliefs, the fact that such person is a student as
defined herein, or the fact that such a person is a member of a domestic
partnership as defined herein. (Am. by ORD-06-00099, 8-2-06)
3.
To disseminate information and provide technical assistance, consultation,
training programs and other techniques to educate the people of the City of
Madison and to aid both private and public agencies to use their resources to
promote equal opportunities for all persons.
4.
To receive and initiate complaints alleging violation of this ordinance and to
attempt to eliminate or remedy any violation by means of conciliation,
persuasion, education, litigation, or any other means, to make the complainant
whole again.
a.
In case agreement is reached, a conciliation agreement in writing shall be
signed by the complainant and respondent and approved by the President
of the Equal Opportunities Commission. The signed conciliation
agreement shall have the effect of a Commission order.
b.
Except as provided in Sec. 904.08, Wis. Stats., and in 24 CFR Sec.
103.330, nothing that is said or done in the course of conciliation
proceedings may be made public or used as evidence in a subsequent
administrative hearing or civil action under this ordinance, under Title
VIII of the Civil Rights Act of 1968, or under Sec. 101.22 et seq, Wis.
Stats. (1991-92), without the written consent of the parties.
c.
Any conciliation agreement is a public record and subject to inspection
as provided in Sec. 19.35, Wis. Stats., and Sec. 3.42 of these ordinances,
unless the parties to the agreement request that the record be exempt
from disclosure and the Equal Opportunities Division Head determines
in accordance with the Wisconsin Public Records Laws that it would be
clearly contrary to the public's interests to disclose such conciliation
agreement. (Am. by ORD-06-00078, 6-30-06)
(Sec. 3.23(10)(b)4. Am. by Ord. 12,039, Adopted 2-17-98)
5.
Notwithstanding the provisions of Sec. 39.03(10)(c)1. to the contrary, to test and
investigate for the purpose of establishing violations of Section 39.03 of these
ordinances and, if appropriate, to make, sign, and file complaints alleging
violations thereof. (Cr. by Ord. 12,039, 2-17-98)
6.
To render from time to time, but not less that once a year, written report of its
activities and recommendations to the Mayor and the Common Council.
(Renumbered by Ord. 12,039, 2-17-98)
7.
To adopt such rules and regulations as may be necessary to carry out the purpose
and provisions of this ordinance.
(Renumbered by Ord. 12,039, 2-17-98)
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8.

To issue subpoenas pursuant to Wisconsin Statutes Sec. 885.01 to assist in the
execution of its duties.(Renumbered by Ord. 12,039, 2-17-98)
9.
The Commission may, from time to time, designate Commissioners and/or Equal
Opportunities Division staff to carry out its duties.
(Renumbered by Ord. 12,039, 2-17-98; Am. by ORD-06-00078, 6-30-06)
10.
The Commission shall administer and enforce the Minimum Wage Ordinance,
Sec. 3.45, M.G.O. (Cr. by Ord. 13,556, 4-21-04)
(Am. by ORD-07-00029, 3-15-07)
(c)
Except as provided in Sec. 39.03(10)(d), the Equal Opportunities Commission shall use
the following procedures in acting on complaints of discrimination:
1.
The Commission shall not accept any complaint filed more than three hundred
(300) days after the alleged discrimination occurred, except that complaints of
housing discrimination may be filed up to one (1) year after the alleged
discrimination occurred. The Commission shall not investigate any complaint
unless it is in writing and verified by the complainant, and a copy of the
complaint is sent to the person or persons complained of, hereinafter referred to
as respondent.
In addition, upon receipt of a verified complaint, both the complainant
and the respondent shall be advised that copies of the Commission rules
governing hearing procedures and the processing of complaints are available at
the office of the Director of the Department of Civil Rights.
(Am. by Ord. 12,039, Adopted 2-17-98; Am. by ORD-06-00078, 6-30-06)
2.
Hearings.
a.
If the Commission finds probable cause to believe that any
discrimination has been or is being committed, it shall immediately
endeavor to eliminate the practice by conference, conciliation or
persuasion. In case of failure so to eliminate the discrimination, the
Commission shall issue and serve a written notice of hearing, specifying
the nature of the discrimination which appears to have been committed,
and requiring the respondent to answer the complaint in writing within
ten (10) days after receipt of the notice of hearing and to appear at the
hearing on the appointed date. The notice shall specify a time of hearing
not less than thirty (30) days after service of the notice of hearing. The
testimony at the hearing shall be recorded
b.
If, after hearing, the Commission finds that the respondent has engaged in
discrimination, it shall make written findings and order such action by the
respondent as will redress the injury done to complainant in violation of
this ordinance, bring respondent into compliance with its provisions and
generally effectuate the purpose of this ordinance. Such remedies may
include, but are not limited to, out of pocket expenses, economic and
noneconomic damages including damages for emotional injuries and,
in regard to discrimination in employment, both front and back pay. In
regard to discrimination in public accommodations by the holder of an
alcohol beverage license issued pursuant to Chapter 38 of these
ordinances, the Commission shall relay its findings to the City Attorney
who shall commence a proceeding pursuant to Sec. 38.10 of these
ordinances.
.
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Back pay liability shall not accrue from a date more than two (2)
years prior to the filing of a complaint with the Commission. Interim
earnings or amounts earnable with reasonable diligence by the person
discriminated against, shall operate to reduce back pay otherwise
allowable. Amounts received by the person as unemployment benefits or
welfare payments shall not reduce the back pay allowable, but shall be
withheld from the person discriminated against and immediately paid to
the unemployment reserve fund or, in the case of a welfare payment, to
the welfare agency making such payment.
The amendments to this subparagraph b. shall apply to all
proceedings pending on or commenced after the effective date of this
ordinance, ID No. 22735 in furtherance of the remedial purposes of the
Equal Opportunities Ordinance, 39.03 et seq. of the Madison General
Ordinances. (Am. by Ord. 12,039, Adopted 2-17-98)
c.
The Commission shall serve a copy of its findings and order on the
respondent.
(Am. by Ord. 12,039, Adopted 2-17-98)
d.
If the Commission finds that the respondent has not engaged in
discrimination as alleged in the complaint, it shall serve a copy of its
findings on the complainant together with an order dismissing the
complaint.
e.
The Commission shall monitor, in such manner as it shall determine
appropriate, compliance with its conciliation agreements and orders.
(Sec. 3.23(10)(c)(2) Am. By Ord. 12,039, 2-17-98)
3.
Judicial Enforcement of Orders.
a.
Whenever in the judgment of the Commission, the judicial enforcement
of the ordinance is necessary, the Commission shall in writing request
the City Attorney to enforce the ordinance in the name of the City of
Madison.
b.
Upon receipt of such request, the City Attorney shall have the power and
duty to seek enforcement of the ordinance in a court of competent
jurisdiction.
4.
Judicial Review of Orders. All orders of the Equal Opportunities Commission
shall be final administrative determinations and shall be subject to review in
court as by law may be provided. Any party to the proceeding may seek judicial
review thereof within thirty (30) days of service by mail of the final
determination. In addition, written notice of any request for judicial review shall
be given by the party seeking review to all parties who appeared at the
proceeding, with said notice to be sent by first class mail to each party’s last
known address. (Am. by Ord. 12,039, Adopted 2-17-98)
5.
Housing Discrimination Complaint Procedures. The following special
procedures shall apply to complaints of housing discrimination:
a.
If the Commission finds that a respondent has engaged in or is about to
engage in a discriminatory act prohibited under Section 39.03(4) of these
ordinances, the Commission shall make written findings and shall
promptly issue an order for such relief as may be appropriate, which may
include economic and noneconomic damages suffered by the
complainant, and injunctive or other equitable relief. The Commission
may not order punitive damages.
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b.

(11)

In addition to any damages ordered under this Subparagraph, the
Commission may assess a monetary penalty against a respondent who is
not a natural person in an amount not exceeding $10,000 unless the
respondent who is not a natural person has been adjudged to have
committed any prior discriminatory act under Sec. 39.03(4), Madison
General Ordinances, under Sec. 101.22, Wis. Stats., or under Title VIII of
the Civil Rights Act of 1968. If a respondent who is not a natural person
has been adjudged to have committed one other discriminatory act
under Sec. 39.03(4), Madison General Ordinances, under Sec. 101.22,
Wis. Stats., or under Title VIII of the Civil Rights Act of 1968 during
the preceding five-year period, based on the offense date of the
prior discriminatory act, the Commission may assess a monetary penalty
in an amount not exceeding $25,000. If a respondent who is not a natural
person has been adjudged to have committed two (2) or more prior
discriminatory acts under Sec. 39.03(4), Madison General Ordinances,
under Sec. 101.22, Wis. Stats., or under Title VIII of the Civil Rights Act
of 1968 during the preceding seven-year period, based on the offense date
of the prior discriminatory act, the Commission may assess a forfeiture
in an amount not exceeding $50,000.
c.
The Commission may, instead of or in addition to, ordering relief as
provided above, institute an action in Circuit Court, requesting such
damages and forfeitures and such other relief as may be appropriate. The
Commission may also seek punitive damages in appropriate cases.
d.
All of the other procedural provisions of this ordinance, and the
Commission’s rules of procedure, if not contrary to the provisions of this
Paragraph shall apply to complaints of housing discrimination.
(Sec. 3.23(10)(c)5. Am. by Ord. 12,039, Adopted 2-17-98)
(d)
The Equal Opportunities Commission shall use the following procedures in acting on
complaints of discrimination filed against the City of Madison and the Community
Development Authority.
1.
Upon the receipt of a written, verified complaint naming the City of Madison or
the Community Development Authority as a respondent, a copy of such
complaint shall be served on the City Attorney, the Mayor, and the City Clerk.
2.
If the Equal Rights Division of the Wisconsin Department of Workforce
Development or the U.S. Department of Housing and Urban Development
(HUD) has jurisdiction over the complaint, the Equal Opportunities Commission
shall take no action, but shall refer the complaint to the Equal Rights Division or
HUD for appropriate action as provided by law. If the U.S. Equal Employment
Opportunity Commission or HUD has jurisdiction, a copy of the complaint shall
be forwarded to that agency. The complainant shall be informed of all such
referrals.
3.
If state and federal agencies are without jurisdiction, the Equal Opportunities
Commission shall follow the procedure provided in Sec. 39.03(10)(c) of this
ordinance.
(Am. by Ord. 10,556, Adopted 12-15-92; Ord. 12,322 Adopted 2-2-99)
(Sec. 3.23(10)(e) R. by ORD-06-00078, 6-30-06)
Clerk to Register Domestic Partnerships.
(a)
The City Clerk shall register as domestic partnerships all those persons who state, in an
application, which shall be verified, that they meet the requirements contained in Sec.
39.03(2)(o) of this ordinance, and pay a registration fee of twenty-five dollars ($25) to
cover record keeping and other costs related to such registration.
(b)
The application shall include the applicants’ agreement to notify the City Clerk of any
change in the status of their domestic partner relationship.
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(c)

The Clerk shall provide each domestic partnership with a registration certificate, but no
registration shall be made nor certificate issued, before the third working day after the
date of the application.
(d)
Registration as a domestic partnership is terminated on the 30th day after the Clerk
receives and files written notice of termination from one or both domestic partners.
(Renumbered by Ord. 12,039, Adopted 2-17-98)
(12)
Title. This ordinance shall be known as the Equal Opportunities Ordinance.
(Renumbered by Ord. 12,039, Adopted 2-17-98)
(13)
At any time after a complaint is filed, the Director of the Department of Civil Rights may request
the City Attorney to file a civil action in the circuit court for Dane County, seeking appropriate
temporary relief against the respondent, pending final action by the Commission under this
section. Such relief may include an order or decree restraining the respondent from performing an
act tending to render ineffectual an order the Commission may enter with respect to the complaint.
The court may grant such temporary relief or restraining order as it deems just and proper.
(Renumbered by Ord. 12,039, Adopted 2-17-98; Am. by ORD-06-00078, 6-30-06)
(14)
Severability. The provisions of this ordinance shall be severable and if any of the provisions shall
be held in contravention of the Constitution and Laws of the State of Wisconsin, or of the United
States, the validity of the rest of the ordinance shall not be affected. It is hereby declared to be the
intent of this ordinance that the same would have been adopted had such unconstitutional or
unlawful provisions, if any, not been included herein.
(Renumbered by Ord. 12.039, Adopted 2-17-98)
(15)
Penalty.
(a)
Any person violating any of the provisions of this section shall upon conviction be
subject to a forfeiture of not less than one hundred dollars ($100) nor more than five
hundred dollars ($500).
(b)
Any person who shall fail or neglect to comply with any lawful order of the Equal
Opportunities Commission issued pursuant to the provisions of this section shall be
deemed guilty of a violation of this section, and every day or fraction thereof on which
such person shall fail or neglect to comply with such order, shall be deemed a separate
offense. If the order is based upon a finding of public accommodation discrimination
under Sec. 39.03(10)(c)2.b., Madison General Ordinances, by the holder of an alcohol
beverage license issued pursuant to Chapter 38, Madison General Ordinances, the
Director of the Department of Civil Rights shall also relay the Equal Opportunities
Commission's findings of failure or neglect to comply with the order to the City Attorney
who shall commence a proceeding pursuant to Sec. 38.10 of these ordinances. (Am. by
Ord. 11,183, Adopted 2-21-95; ORD-06-00078, 6-30-06)
(Renumbered by Ord. 12,039, Adopted 2-17-98)
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Sec. 39.04

COMMISSION ON PEOPLE WITH DISABILITIES.
(1)
Organization. There is hereby created a Commission on People with Disabilities. (Am. by Ord.
12,880, 8-24-01)
(2)
Membership. The Commission shall consist of thirteen (13) members. Twelve (12) citizen
members and one alderperson shall be appointed by the Mayor, subject to confirmation by the
Common Council. Citizen members shall be residents of the City of Madison and shall be
knowledgeable and sensitive to the service needs, rights, and responsibilities of citizens with
disabilities. First priority for membership shall be given to people with disabilities, family
members, and advocates. (Am. by ORD-05-00168, 11-8-05; ORD-07-00195, 12-20-07)
(3)
(a)
Terms. All members shall serve terms of three (3) years, commencing May 1, and
expiring April 30, except that the term of the Alderperson member of the Commission
shall expire with the expiration of her/his term as Alderperson. At the first regular
Common Council meeting in April of each year, the Mayor shall appoint persons to fill
terms which expire the following May 1. The Common Council shall either reject or
confirm the appointments. Should the Council reject any appointment, the Mayor shall
submit an alternative appointment as soon as possible. All members shall serve until a
successor is appointed and qualifies. Vacancies shall be filled in the manner prescribed
for original appointments but the vacancies shall be filled for the unexpired term only.
(b)
(Repealed by ORD-05-00168, 11-8-05) (Am.
by Ord. 10,978, 9-14-94; Ord. 12,880, 8-24-01)
(4)
Duties. The Commission on People with Disabilities shall have the following responsibilities:
(a)
Recommend policy to the Mayor, Common Council and Department of Civil Rights in all
areas that affect people with disabilities and their families. (Am. by Ord. 10,498, Adopted
8-18-92; Am. by ORD-06-00078, 6-30-06)
(b)
Study and make recommendations to all City departments, committees, and commissions
on proposals to provide better access to facilities and services for people with disabilities
and their families.
(c)
The Commission shall monitor and report violations of city ordinances and state laws
pertaining to citizens with disabilities to the appropriate agency.
(d)
The Commission shall solicit comments and suggestions from citizens and organized
groups regarding the concerns of citizens with disabilities.
(e)
The Commission shall establish close working relationships with other City Boards,
Commissions and Committees whose activities may affect people with disabilities.
(Am. by Ord. 12,880, 8-24-01)
(5)
Meetings. The Commission shall meet at least once each month and shall conduct its business in
accordance with rules which it may establish.
(6)
Executive Committee. Each year the Commission shall meet as soon after May 1 as possible to
elect a Chair and Vice-Chair and such other officers as the Commission may determine. The
Commission Chair shall appoint a Commission member as Chair of any other committees. The
Executive Committee shall consist of all Commission officers, committee Chairs and other
commission members as appointed by the Chair. The Executive Committee shall have
responsibilities as assigned by the Commission. (Am. by Ord. 12,880, 8-24-01)
(7)
Staff. The Commission shall receive staff services from the Department of Civil Rights. (Am. by
Ord. 10,498, Adopted 8-18-92; ORD-06-00078, 6-30-06)
(Sec. 3.62 R. & Re-Cr. by Ord. 10,246, 4-26-91; Am. by Ord. 12,880, 8-24-01)
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NONDISCRIMINATION BASED ON DISABILITY IN CITY FACILITIES AND CITYASSISTED PROGRAMS AND ACTIVITIES.
(1)
Nondiscrimination. No qualified person with a disability shall, by reason of such disability, be
excluded from participation in, be denied the benefits of, or be subjected to discrimination by
City facilities, or under any program or activity which receives or benefits from City financial
assistance.
(2)
Declaration of Policy. It is the intention of the Mayor and Common Council to impose upon City
facilities and upon recipients of City financial assistance, nondiscrimination requirements which
are the same as, and consistent with, the nondiscrimination requirements which are imposed upon
recipients of federal funding by the Rehabilitation Act of 1973, as amended, and applicable
federal regulations.
The Council intends that the complaint procedure provided in Subsections (10) to (13) of
this ordinance shall constitute the grievance procedure required by applicable federal regulations,
and further intends that any time limits required by applicable federal regulations for complaints
to federal agencies be tolled when a complainant pursues the complaint procedure provided in this
ordinance, provided the complaint is timely under Subsection (10). Subsections (11) to (17) shall
not apply to complaints filed with federal agencies. Subsections (14) to (17) shall not apply to
complaints filed with the Department of Affirmative Action against federally funded City
facilities.
(3)
Definitions.
(a)
“City facilities” includes all property owned or leased by the City, all operations of City
departments and divisions, and all services rendered by the City for the welfare of its
inhabitants, except that it does not include City employment.
(b)
“City financial assistance” means any grant, cooperative agreement, loan, contract (other
than a public works contract, a supply procurement contract, a contract of insurance or
guaranty or a collective bargaining agreement) or any other arrangement by which the
City provides or otherwise makes available assistance, in the form of
1.
Funds
2.
Services of City personnel
3.
Real and personal property or any interest in or use of such property, including:
a.
Transfers or leases of such property for less than the fair market value, or
for reduced consideration; and
b.
Proceeds from a subsequent transfer or lease of such property if the
City’s share of its fair market value is not returned to the City.
4.
The sale and lease of, and the permission to use (on other than a casual or
transient basis) City property or any interest in such property, the furnishing of
services without consideration or at a nominal consideration, or at a consideration
which is reduced for the purpose of assisting the recipient, or in recognition of the
public interest to be served by the sale, lease or furnishing of services to the
recipient, and
5.
Any City agreement, arrangement or other contract which has as one of its
purposes the provision of financial assistance, including purchase of service
agreements.
(c)
“Program or activity” includes any program, project, or activity for the provision of
facilities or services, financial aid, or other benefits to individuals (including education or
training, health, welfare, cultural activities, rehabilitation, housing, or other services),
whether provided through an employee of the grantee or provided by others through
contracts or other arrangements with the grantee, and including the provision of facilities,
for furnishing services, financial aid, or other benefits to individuals, but not including
employment.
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“A Person with a Disability” is a person who either:
1.
Has a physical or mental impairment which substantially limits one or more of
such person’s major life activities;
2.
Has a record of such an impairment; or
3.
Is regarded as having such an impairment.
(e)
“Qualified Person with a Disability” means a person with a disability who, with or
without reasonable modifications to rules, policies, and practices, the removal of
architectural, communication, and transportation barriers, or the provision of auxiliary
aids and services, meets the essential eligibility requirements for the receipt of services or
the participation in programs or activities or facilities provided by the City, or by a
recipient of City financial assistance.
(f)
“Recipient” means any public or private agency, institution, organization, or other entity,
or any person to which City financial assistance is extended for any program or activity,
directly or through another recipient, including any successor, assignee, or transferee of a
recipient, but excluding the ultimate beneficiary of the assistance.
(Sec. 3.72(4) Renumbered to (3) by ORD-06-00078, 6-30-06)
(4)
Discriminatory Actions Prohibited.
(a)
The City, in its facilities, and recipients in providing any aid, benefit, or service, may not,
directly or through contractual, licensing, or other arrangements, on the basis of disability:
1.
Deny a qualified person with a disability the opportunity to participate in or
benefit from the aid, benefit, or service;
2.
Afford a qualified person with a disability an opportunity to participate in or
benefit from the aid, benefit, or service, or the City facility, that is not equal to
that afforded others;
3.
Provide a qualified person with a disability with a City facility or an aid, benefit,
or service that is not as effective as that provided to others;
4.
Provide different or separate City facilities, or aid, benefits, or services to persons
with a disability or to any class of persons with disabilities unless such action is
necessary to provide qualified persons with a disability with City facilities, aid,
benefits, or services that are as effective as those provided to others;
5.
Aid or perpetuate discrimination against a qualified person with a disability by
providing significant assistance to any agency, organization, or person that
discriminates on the basis of disability in providing any aid, benefit, or service to
beneficiaries of the recipient’s program;
6.
Deny a qualified person with a disability the opportunity to participate as a
member of planning or advisory boards; or
7.
Otherwise limit a qualified person with a disability in the enjoyment of any right,
privilege, advantage, or opportunity enjoyed by others receiving an aid, benefit,
or service from a recipient, or by others using City facilities.
(b)
For purposes of this ordinance, City facilities, aids, benefits, and services, to be equally
effective, are not required to produce the identical result for persons with disabilities and
without disabilities, but must afford persons with a disability an equal opportunity to
obtain the same result, or to gain the same benefit. In choosing among available methods
for meeting the requirements of this ordinance, the City facility or recipient of City
financial assistance shall give priority to those methods that offer programs and activities
to qualified persons with disabilities in the most integrated setting appropriate to the
person’s needs. (Am. by ORD-06-00099, 8-2-06)
(d)
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(c)

Despite the existence of separate or different programs or activities provided in
accordance with this ordinance, recipients and City facilities may not deny a qualified
person with a disability the opportunity to participate in such programs or activities that
are not separate or different.
(d)
A recipient or City facility may not, directly or through contractual or other
arrangements, utilize criteria or methods of administration
1.
That have the effect of subjecting qualified persons with a disability to
discrimination because of such disability.
2.
That have the purpose or effect of defeating or substantially impairing
accomplishment of the objectives of the City facility or the recipient’s program
with respect to persons with a disability, or
3.
That perpetuate the discrimination of another recipient if both recipients are
subject to common administrative control.
(e)
In determining the site or location of a facility, the City, or an applicant for City financial
assistance or a recipient may not make selections
1.
That have the effect of excluding persons with a disability from, denying them
the benefits of, or otherwise subjecting them to discrimination under any City
facility or any program or activity that receives or benefits from City financial
assistance or
2.
That have the purpose or effect of defeating or substantially impairing the
accomplishment of the objectives of the City facility or of the program or activity
with respect to persons with a disability.
(f)
As used in this section, the aid, benefit, or service provided under a program or activity
receiving or benefiting from City financial assistance includes any aid, benefit, or service
provided in or through a facility that has been constructed, expanded, altered, leased or
rented, or otherwise acquired, in whole or in part, with City financial assistance for the
period during which the facility is used for a purpose for which the City financial
assistance is extended, or for another purpose involving the provision of similar services
or benefits.
(g)
Nothing in this ordinance is to be construed as affecting any landmark, as that term is
defined in Section 33.19(2) of these ordinances or as affecting wilderness areas.
(h)
Programs limited to persons with a disability. The exclusion of persons without
disabilities from the benefits of a program limited to persons with disabilities, or the
exclusion of a specific class of persons with a disability from a program limited to a
different class of persons with a disability is not prohibited by this ordinance.
(i)
Recipients and City facilities shall post notices in an accessible format to applicants,
beneficiaries and other persons, describing the applicable provisions of this ordinance, in
the manner prescribed by section 711 of the Civil Rights Act of 1964 (42 USCA sec.
2000e-10).
(Sec. 3.72(5) Renumbered to (4) by ORD-06-00078, 6-30-06)
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(5)

Program Accessibility and Existing Facilities.
(a)
City facilities and recipients of City financial assistance shall operate each program or
activity so that the program or activity, when viewed in its entirety, is readily accessible
to and usable by persons with disabilities. This paragraph does not:
1.
Necessarily require the City facility or recipient of City financial assistance to
make each of its existing facilities accessible to and usable by persons with
disabilities;
2.
Require the agency to take any action that it can demonstrate would result in a
fundamental alteration in the nature of a program or activity or in undue financial
and administrative burdens. In those circumstances where a City department head
or the Board of Directors of a recipient of City financial assistance believe that
the proposed action would fundamentally alter the program or activity or would
result in undue financial and administrative burdens, the Department head or
recipient has the burden of proving that compliance with this ordinance would
result in such alterations or burdens.
(b)
The City facility or recipient of City financial assistance may comply with the requirement
of this ordinance through such means as redesign of equipment, reassignment
of services to accessible buildings, assignment of aides to clients, home visits,
delivery of services at alternate accessible sites, alteration of existing facilities and
construction of new facilities, or any other methods that result in making its programs or
activities readily accessible to and usable by persons with disabilities. The City facility or
recipient of City financial assistance is not required to make structural changes in existing
facilities where other methods are effective in achieving compliance with this ordinance.
(Sec. 3.72(6) Renumbered to (5) by ORD-06-00078, 6-30-06)
(6)
Standards. A building or structure is readily accessible to and usable by persons with disabilities
if it fulfills the applicable standards, guidelines and requirements issued by the federal
Architectural and Transportation Barriers Compliance Board, including such amendments as the
Board may issue from time to time.
(Sec. 3.72(7) Renumbered to (6) by ORD-06-00078, 6-30-06)
(7)
Assurances Required. Applicants for City financial assistance shall submit a written assurance of
compliance with this subsection on a form specified by the Director of the Department of Civil
Rights or her/his designee. The assurance shall be incorporated into any contract between the
recipient and the City. No City financial assistance shall be granted unless such an assurance is
provided by the applicant or recipient prior to the granting of the City financial assistance. The
foregoing requirement does not apply to City financial assistance provided without a written
contract, but all of the other provisions of this ordinance do apply to such financial assistance.
(Sec. 3.72(8) Renumbered to (7) & Am. by ORD-06-00078, 6-30-06)
(8)
Compliance Reviews. The City’s Director of the Department of Civil Rights or his/her designee
may periodically review the practices of recipients to determine whether they are complying with
this ordinance, and may require recipients to provide relevant information.
(Sec. 3.72(9) Renumbered to (8) & Am. by ORD-06-00078, 6-30-06)
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(9)

Complaints. Any person who believes this section has been violated by a City facility or a
recipient of City financial assistance may bring the alleged violation to the attention of the
Director of the Department of Civil Rights or his/her designee. Such complaints shall be filed
within three hundred (300) days of the alleged violation. The Director of the Department of Civil
Rights or his/her designee shall post notices in accessible format of the complaint procedure. Any
complaint shall be a public record available to any person for inspection and copying.
(Sec. 3.72(10) Renumbered to (9) & Am. by ORD-06-00078, 6-30-06)
(10)
Investigation. The Director of the Department of Civil Rights or his/her designee shall promptly
investigate whenever a compliance review or complaint indicates a possible violation of this
section. The Commission on People with Disabilities shall establish rules governing complaint
processing and compliance review procedures, and such rules shall be approved by the Common
Council.
(Sec. 3.72(11) Renumbered to (10) & Am. by ORD-06-00078, 6-30-06)
(11)
Determination. After investigating, the Director of the Department of Civil Rights or his/her
designee shall issue a written determination of compliance or noncompliance and shall provide
copies of the determination to the Commission on People with Disabilities, to the recipient or
City Department or Division head responsible for the City facility and to the complainant, if any.
Any determination of noncompliance shall contain a proposal for a reasonable remedy, and a
reasonable deadline for compliance with the remedy. The written determination shall be a public
record available to any person for inspection and copying.
(Sec. 3.72(12) Renumbered to (11) & Am. by ORD-06-00078, 6-30-06)
(12)
Voluntary Compliance. If, after investigation, the Director of the Department of Civil Rights or
his/her designee has found the recipient or the City facility not to be in compliance with this
Section, the Director of the Department of Civil Rights and the recipient, or, in the case of a City
facility, the responsible Department head, may agree upon an informal resolution of the matter by
a voluntary compliance agreement. Informal resolutions shall remedy any violation of the rights of
a complainant and shall assure elimination of the violation and the prevention of its recurrence.
Such voluntary compliance agreements shall be in writing, and shall be approved by the
Commission on People with Disabilities. The agreement shall be signed by the recipient and by
the Mayor, or, in the case of a City facility, by the Mayor and the responsible Department head. It
shall be available for public inspection and copying.
(Sec. 3.72(13) Renumbered to (12) & Am. by ORD-06-00078, 6-30-06)
(13)
Enforcement Procedure. If a recipient, after receiving a written determination of noncompliance,
fails to meet the deadline established for compliance and remedy, and fails to enter into a
voluntary compliance agreement, or fails to comply with such an agreement, the Director of
Department of Civil Rights or his/her designee shall notify the City Attorney. The City Attorney
shall proceed to terminate and, if she/he deems it necessary and appropriate, to recoup the
recipient’s financial assistance. The City Attorney may also seek other remedies. The City
Attorney shall inform the recipient of the action proposed to be taken, the matters of fact and law
asserted as the basis for the action, and shall inform the applicant that a hearing may be requested
by notifying the City Clerk within fifteen (15) days. The City Attorney shall also attempt to
negotiate a voluntary compliance agreement. Such an agreement shall remedy any violation of the
rights of a complainant and shall assure elimination of the violation and the prevention of its
recurrence. Such a voluntary compliance agreement shall be in writing, shall be signed by the
Mayor, approved by the Commission on People with Disabilities, and shall be reported to the
Common Council.
(Sec. 3.72(14) Renumbered to (13) & Am. by ORD-06-00078, 6-30-06)

Rev. 6/15/07

39 - 48

DEPARTMENT OF CIVIL RIGHTS

Sec. 39.05(14)

(14)

Hearing Committee. If a hearing is requested, the City Clerk shall notify the Mayor and a Hearing
Committee shall be constituted. The Hearing Committee shall consist of three (3) members of the
Common Council, designated by the Mayor; three (3) persons designated by the Chair of the
Commission on People with Disabilities; and the Chair of the Equal Opportunities Commission, or
her/his designee. The Mayor shall establish rules governing hearing procedures.
(Sec. 3.72(15) Renumbered to (14) by ORD-06-00078, 6-30-06)
(15)
Hearing. At the hearing, the Director of the Department of Civil Rights or her/his designee shall
have the burden to persuade the Committee that the recipient has violated this Section, or the
provisions of a voluntary compliance agreement. Each party shall have the right to appear in
person and by counsel, to call and examine all witnesses, and to introduce exhibits. The
Committee shall determine both fact and law, and shall issue a written decision and order,
including, in case it finds that the recipient has violated this Section, an appropriate remedy. The
Committee’s decision shall be a final administrative determination, subject to appeal as by law
may be provided. The City Attorney may institute court action to enforce the Committee’s order.
(Sec. 3.72(16) Renumbered to (15) and Am. by ORD-06-00078, 6-30-06)
(16)
Enforcement Procedure for City Facilities. If a Department head, after receiving a written
determination that a City facility for which she/he is responsible is not in compliance with this
ordinance, fails to meet the deadline for compliance and remedy, fails to enter into a voluntary
compliance agreement, or fails to comply with such an agreement, the Director of the Department
of Civil Rights or her/his designee shall notify the Commission on People with Disabilities, and
the Mayor. The Commission on People with Disabilities shall submit to the Board of Estimates a
written report on the noncompliance, and such report shall contain a recommendation for action.
The Mayor shall convene a special meeting of the Board of Estimates to consider the issue, and
shall publish a notice at least twenty-one (21) days prior to the meeting. At the meeting, the Board
shall hear the Department head, other City officials and employees, and members of the public.
The meeting may be adjourned and reconvened as the Board may deem appropriate.
The meeting shall be considered legislative and not quasi-judicial and shall be conducted
in open session. The Board of Estimates shall recommend a resolution of the issue to the
Common Council for its approval.
(Sec. 3.72(17) Renumbered to (16) and Am. by ORD-06-00078, 6-30-06)
(17)
Enforcement Procedure for Federally Funded City Facilities. If a Department head, after
receiving a written determination that a federally funded City facility for which s/he is
responsible is not in compliance with this ordinance, fails to meet the deadline for compliance
and remedy, fails to enter into a voluntary compliance agreement with the Director of the
Department of Civil Rights or his/her designee, or fails to comply with such an agreement, the
Director of the Department of Civil Rights or her/his designee shall promptly notify the federal
agency, from which the funds are provided, of the complaint. The complaint will then be
addressed in accordance with the federal agency’s Rehabilitation Act of 1973 complaint
procedure.
(Sec. 3.72(18) Renumbered to (17) and Am. by ORD-06-00078, 6-30-06)
(Sec. 3.72 Am. by Ord. 10,498, Adopted 8-18-92)

39 - 49

Rev. 6/15/07

DEPARTMENT OF CIVIL RIGHTS
39.6

Sec. 39.06

REVEREND DOCTOR MARTIN LUTHER KING, JR. HUMANITARIAN AWARD.
(1)
There is created the Reverend Doctor Martin Luther King, Jr. Humanitarian Award or Awards to
be presented annually to the person or persons who have made outstanding and significant
contributions in the spirit of sisterhood, brotherhood, and harmony toward making our City an
ideal place in which to live. The award or awards shall be presented at the annual celebration of
the birth of Dr. King. (Am. by Ord. 8989, 10-15-86; ORD-05-00169, 11-8-05)
(2)
The Mayor shall appoint a Committee, which shall consist of the Mayor or her/his designee as an
ex officio nonvoting member; the City’s Affirmative Action Division Head; the Equal
Opportunities Division Head; and one delegate from each of the following commissions/
committees: the Madison Equal Opportunities Commission, the Affirmative Action Commission,
the Community Block Grant Development Commission, the Community Service Commission and
the Commission on People with Disabilities. This Committee shall annually seek candidates and
select the recipient or recipients of this award. (Am. by Ord. 10,498, Adopted 8-18-92; Ord.
13,340, 6-7-03; ORD-06-00078, 6-30-06)
(3)
The Mayor shall convene the Committee on or before August 15 of each year. The Committee
shall select a chairperson and may establish rules and procedures.
(Am. by Ord. 8397, 7-25-84)
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If an employee’s spouse accompanies the employee on a trip, the City will reimburse only that
portion of travel expenses that would have applied if the employee had traveled alone.
(e)
Any employee or official seeking a waiver of these monetary restrictions may do so by indicating
a request for waiver on the “Request for Absence From the City” forms.
(f)
The travel expense restrictions may be adjusted periodically to compensate for price changes. (2)
All expenditures related to travel shall be reported to the City Comptroller within ten (10) working
days of the return to the City by filing a “trip settlement worksheet” as established in
Administrative Procedure Memorandum No. 2-5. If the report is not received within that time,
any travel advance shall be deducted from the next paycheck of the employee or official.
(3)
Each employee who attends a meeting, conference, or convention at City expense shall verbally
report to his or her department head on the information gained from the trip. The department head
shall determine whether or not a written or oral report is needed and shall be responsible for
disseminating such information to all parties who might benefit from such information.
(4)
Violation of expenditure standards contained herein, Administrative Procedure Memorandum No.
2-5 and the General Travel Guidelines published by the Comptroller’s Office, shall be corrected
by deducting the appropriate amount from the next paycheck of the employee. This shall not
apply to hotels and meals if the employee has been granted a waiver under Section 3.52(1)(e).
(Renum. by ORD-07-00048, 4-12-07); (Sec. 3.34 Am. by Ord. 5719, 1-18-77)
(d)

3.53 CIVIL SERVICE SYSTEM.
(1)
Civil Service Created - Exceptions Therefrom. There is hereby created a civil service system for
the City of Madison. The term Civil Service System is defined as those provisions contained in or
promulgated pursuant to Section 3.53 of the Madison General Ordinances. All City officers and
employees except those specified below shall be selected, hold their status and be subject to
Section 3.53 of the Madison General Ordinances.
(a)
Officials elected by the people.
(b)
All employees of the Madison Board of Education including the teaching staff and school
librarians.
(c)
The Mayor.
(d)
Members of committees, boards and commissions who do not otherwise hold civil
service status.
(e)
Election officials who do not otherwise hold civil service status.
(f)
Commissioned personnel of the Police and Fire Departments subject to Section 62.13 of
the Wisconsin Statutes.
(g)
Crossing guards except where named in specific provisions. (Am. by Ord. 12,099,
4-20-98; Renum. by ORD-07-00048, 4-12-07)
(h)
Assistant to the Mayor. (Editor’s Note: See Section 3.04).
(i)
Executive Director, Madison Redevelopment Authority.
(j)
Executive Director, Madison Housing Authority.
(k)
Director of Equal Opportunities Commission.
(l)
City Attorney. (Cr. by Charter Ord. 52, 10-7-74; Renum. by ORD-07-00048, 4-12-07)
This is a Charter Ordinance and shall be effective upon sixty days from passage
and publication subject, however, to the referendum procedures of Sec.
66.0101(5), Wis. Stats.
(m)
Secretary to Mayor. (Cr. by Ord. 4783, 11-6-74)
(n)
Managing Director - Overture Center. (Cr. by Ord. 4904, 2-25-75; Am. by ORD-0500043, 2-25-05; Renum. by ORD-07-00048, 4-12-07)
(o)
Legislative Analyst.
(p)
Mayor’s Committee Coordinator.
(q)
City Assessor.
This is a Charter Ordinance and shall be effective upon sixty (60) days from
passage and publication subject, however, to the referendum procedures of Sec.
66.0101(5), Wis. Stats.
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Research Assistant.
Director of Department of Employment and Training. (Am. by Ord. 7898, 12-29-82;
Renum. by ORD-07-00048, 4-12-07)
(t)
Executive Director, Community Development Authority. (Cr. by Ord. 6672, 7-10-79;
Renum. by ORD-07-00048, 4-12-07)
(u)
Water Utility General Manager. (Cr. by Ord. 6667, 7-10-79; Am. by Ord. 12,328, 2-2699; Renum. by ORD-07-00048, 4-12-07)
(v)
Director of Planning and Community and Economic Development. (Cr. by Ord. 6695, 83-79; Renum. by ORD-07-00048, 4-12-07)
(w)
Director of Affirmative Action. (Am. by Ord. 10,498, Adopted 8-18-92)
(x)
Director of Public Health for Madison and Dane County. (Am. by ORD-06-00176, 12-806; Renum. by ORD-07-00048, 4-12-07)
(y)
Civil Engineer Trainee - DOT. (Cr. by Ord. 6981, 5-15-80; Renum. by ORD-07-00048,
4-12-07)
(z)
Fleet Service Superintendent. (Cr. by Ord. 7511, 9-11-81; Am. by ORD-06-00097, 8-206; Renum. by ORD-07-00048, 4-12-07)
(aa)
R. by Ord. 10,729, 9-17-93)
(bb) Human Resources Director. (Cr. by Ord. 9865, 10-13-89; Renum. by ORD-07-00048, 412-07)
(cc) Housing Monitors employed under Section 3.54(4) of these ordinances to provide
security services at public housing sites owned and operated by the Community
Development Authority. (Cr. by Ord. 10,164, 12-28-90; Renum. by ORD-07-00048, 412-07)
(dd)
Library Director. (Cr. by Ord. 11,527, 2-16-96; Renum. by ORD-07-00048, 4-12-07)
(ee) Overture Center Director. (Cr. by Ord. 11,631, 7-12-96; Am. by Ord. 13,379, 8-2-03;
Renum. by ORD-07-00048, 4-12-07)
(ff) The Monona Terrace Sales/Public Relations Manager and Monona Terrace Sales
Associates employed under Sections 3.19(18) and 3.54(1)(i)1. of these ordinances. (Cr.
by Ord. 11,693, 10-14-96; Renum. by ORD-07-00048, 4-12-07)
(gg) The Monona Terrace Gift Shop Manager employed under Sections 3.19(19) and
3.54(1)(i)1. of these ordinances. (Cr. by Ord. 11,737, 12-13-96; Renum. by ORD-0700048, 4-12-07)
(hh) Special Code Enforcement Officers employed under Section 3.54(2)(d) of these
ordinances. (Cr. by Ord. 11,801, 3-4-97; Renum. by ORD-07-00048, 4-12-07)
(ii) Overture Center Sponsorship & Group Sales Associate. (Cr. by Ord. 13,611, 5-21-04;
Renum. by ORD-07-00048, 4-12-07)
(jj)
City Treasurer. (Cr. by CHA-06-00005, 6-3-06--Non-Charter Provision)
(kk)
City Clerk. (Cr. by CHA-06-00005, 6-3-06--Non-Charter Provision)
(ll) Director of the Department of Civil Rights. (Cr. by ORD-06-00176, 12-8-06; Renum. by
ORD-07-00048, 4-12-07)
(R. by Ord. 9865, 10-13-89; Renum. by ORD-07-00048, 4-12-07)
Personnel Board.
(a)
A Board of Personnel is hereby established which shall consist of five (5) members to be
appointed by the Mayor, subject to confirmation by a majority of the members of the
Council. No person shall be appointed to said Board who holds any office or employment
in the City government. The members of said Board shall be qualified electors of said
City and shall serve without compensation. The members of said Board shall be
individuals who are in sympathy with the merit system; and at least one (1) of such
members shall be a representative of organized labor.
(b)
Upon expiration of the term of office of any member of the Board of Personnel, the
Mayor shall on the third Tuesday of April of each year appoint, subject to confirmation
by a majority of the members of the Council, successor members of said Board to hold
office for a term of three (3) years from the first day of May next succeeding appointment
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and until a successor is appointed and qualified. The Board shall elect one (1) of its
members as Chairman of the Board who shall be a voting member of the Board in all
matters.
(c)
Vacancies shall be filled by appointment in the original manner for the unexpired term.
Each member of the Board shall serve until a successor is appointed and qualified.
(d)
A two-thirds (2/3) vote of all members of the Council shall be required to remove any
member of said Board from office prior to the expiration of his term of office.
(e)
Upon appointment each member shall take the official oath required by Section 19.01 of
the Wisconsin Statutes, which shall be filed with the City Clerk.
(f)
The Board shall hear appeals in any matter authorized pursuant to Section 3.53 or the
Personnel Rules in accordance with the appeal procedures set forth therein; provided,
however, that there shall be no appeal to the Personnel Board in any matter which is
grieved or grievable under a labor agreement with the City.
(Renum. by ORD-07-00048, 4-12-07); (Sec. 3.35(3) Am. by Ord. 9865, 10-13-89)
(4)
Rules and Regulations. The Personnel Board shall formulate rules and regulations for the
administration of said civil service system, which, with amendments thereto, shall be subject to
approval by the Common Council. The provisions of all such rules and regulations shall be
construed to be consistent with the provisions of the Madison General Ordinances. Such rules
shall provide for the following matters:
(a)
The classification of all positions in the civil service on the basis of duties and
qualifications.
(b)
The selection, employment, training, probation, promotion, suspension, demotion and
discharge of all persons in the civil service.
(c)
The establishment of standards for and the holding of examinations to test the relative
capacity and fitness of persons to discharge the duties of the position to which
appointments are sought.
(d)
The nature, use, and duration of eligible lists.
(e)
Rules for the conduct of hearings by the Board of Personnel.
(5)
Types of Positions.
(a)
Permanent Position: A budgeted part-time or full-time position of indefinite duration
requiring one continuous performance of a set of functions anticipated to last more than
four (4) years for at least fifty percent (50%) of the regularly established full-time work
week.
(b)
Limited Term Position: A budgeted part-time or full-time position which requires
continuous employment for at least fifty percent (50%) of the regularly established fulltime work week for the duration of a project or projects which is/are anticipated to last
less than four (4) years.
(c)
Hourly Position: A part-time or full-time position used to perform work of a short-term,
peak workload, cyclical/seasonal, or other nonpermanent nature which would 1) require
less than two years of half-time or more employment or 2) require less than half-time
employment on a continuous basis. Any extensions or exceptions to these provisions
must be approved by the Board of Estimates. This definition shall be effective January 1,
1985, and shall apply to any position meeting that requirement after that date. (Am. by
Ord. 8408, 9-4-84; Renum. by ORD-07-00048, 4-12-07)
(6)
Types of Appointments.
(a)
Civil Service Appointment: An appointment in accordance with the selection procedures
prescribed herein.
(b)
Non-Civil Service Appointment: An appointment made to fill a vacancy or a newly
created position which has been previously specifically excluded from the civil service
system.
(c)
Limited-Term Appointments:
1.
An appointment during the leave of absence of a permanent employee to a
permanent, budgeted position as defined in Section 3.53(5)(a) above, or
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An appointment to a limited-term position as defined in Section 3.53(5)(b)
above.
(d)
Emergency Appointment: An appointment for a period not exceeding ten (10) days for
work for which the need cannot be anticipated.
(e)
Provisional Appointment: An appointment to a position for which there is no eligible list.
The Human Resources Director may approve provisional appointments on a limited basis
while a position is being studied or while the Human Resources Department is actively
working to fill a position on a permanent basis. Provisional appointments in excess of six
months shall require council approval. (Am. by ORD-08-00107, 9-18-08)
(f)
Acting Appointment: An appointment to a position in Compensation Group 17, 18, 43 or
44 which is made to fill a vacancy directly or indirectly created under circumstances
when an employee holding a permanent position shall have secured a leave of absence of
at least six (6) months duration and/or in the event that such employee shall have been
absent because of illness or injury for thirty (30) days and it is reasonable to expect such
employee will not return for an additional one hundred fifty (150) days. Such vacancies
shall be filled in the same manner as “permanent” position vacancies and employees
filling such vacancies shall in all ways be treated as other promoted employees except
that such employees shall have the title of “acting” added to their job title. Should the
employee in Compensation Group 17, 18, 43 or 44 holding permanent status in the
position to which the acting appointment was made return to work in that position, the
“acting” employee shall return to the position held prior to the acting appointment and
pay and other benefits to that employee shall be as though no promotion to an acting
appointment had occurred. In the event that it is determined that the “permanent”
employee will not return, the “acting” appointment will automatically become a
permanent appointment. (Am. by Ord. 8543, 3-18-85; Renum. by ORD-07-00048, 4-1207)
(g)
Appointments under the foregoing definitions shall be subject to provisions of this
section so far as applicable, but to the extent the Personnel Board finds it necessary to
permit variances to meet temporary or recurring exigencies, it may establish rules
permitting modifications in procedure, provided that any such rules shall be based on the
principles of merit.
(h)
The Human Resources Director, with the approval of the Mayor, and of the Common
Council if the action requires the expenditure of more than $2000 and/or is for longer
than 30 days, is authorized to double-fill any position for a period not to exceed forty-five
(45) calendar days unless such period is extended by action of the Common Council.
(Am. by Ord. 9929, 1-11-90; Renum. by ORD-07-00048, 4-12-07)
Selection Process. The selection process is defined as the process by which a vacant position is
filled. A vacant position is either a newly created position or an existing position no longer
occupied by an incumbent. The selection process includes recruitment, candidate evaluation,
certification and final appointment.
(a)
The City may contract or otherwise arrange for such technical services as may be desired,
including the giving of examinations, in connection with personnel selection and
administration.
(b)
The Council shall appropriate funds as, in its judgment, are necessary to carry out the
provisions of this ordinance. Every City office, division, or department shall upon request
cooperate in the operation of the civil service system, including the temporary loan of
personnel.
(c)
The Human Resources Director shall require persons applying for admission to any
examination provided for by Section 3.53 or by the personnel rules, to file a completed
formal application for employment on the form provided in the Office of the Human
Resources Department at a specific time prior to the proposed examination. (Am. by Ord.
10052, Adopted 6-19-90; Renum. by ORD-07-00048, 4-12-07)
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(d)

(8)

The Human Resources Director may, in connection with such application, require such
certificates of immigration or visa status, physician’s certificates, license certificates,
educational achievement certificates, or any other documentation which bears upon an
applicant’s qualifications or eligibility. (Am. by Ord. 10052, Adopted 6-19-90; Renum.
by ORD-07-00048, 4-12-07)
(e)
The Human Resources Director may refuse to examine an applicant, or after examination
may refuse to certify as eligible any applicant who is found to lack any of the
requirements established for the position of employment for which the person has
applied; or any applicant who had made a false statement of any material fact; or who
directly or indirectly gave, paid or promised to give any money, service or other valuable
thing to any person for or on account of, or in connection with, her/his selection process
or appointment; or has secured or attempted to secure any improper advantage in the
examination process; or has practiced, or attempted to practice any deception or fraud in
the selection process of any such application, certificate filed in connection with or in
securing eligibility or appointment, or who refuses to furnish testimony as required by
law, and any applicant who commits any such act or acts shall, if hired, be subject to
dismissal. (Am. by Ord. 10,167, 12-28-90; Renum. by ORD-07-00048, 4-12-07)
(f)
No person shall be given employment in the civil service until the appointment authority
shall have notified the Human Resources Director in writing of the need for such
employee in such manner as the personnel rules and other lawful regulations may
prescribe, and the Human Resources Director shall have in writing certified such person
as eligible for appointment. (Am. by Ord. 10052, Adopted 6-19-90; Renum. by ORD-0700048, 4-12-07)
(g)
If there are any changes in the duties of a position that would affect the classification,
compensation, or training and experience requirements of the position between the time
of initial posting of the position opening and the time of selection, the position shall not
be filled; rather, the position as changed shall be posted again and a new application and
selection process will be started. (Cr. by ORD-06-00136; Renum. by ORD-07-00048, 412-07)
Certification Process.
(a)
Certification is the process by which the Human Resources Director officially declares on
forms provided for such purpose that candidates so certified are eligible and qualified for
selection, from appropriate eligibility lists, for the position to which certification is made.
No appointing authority shall make a selection without such certification in writing from
the Human Resources Director. (Am. by Ord. 10052, Adopted 6-19-90; Renum. by ORD07-00048, 4-12-07)
(b)
Certification Procedure. Upon receiving written notice that a position in the civil service
is to be filled, the Human Resources Director, or designee, shall forthwith certify the
names and addresses of the four (4) highest ranking eligible candidates from the most
appropriate eligible list, or of qualified candidates eligible through transfer,
reinstatement, or demotion. In case of two (2) vacancies in the same classification, two
(2) additional ranks shall be certified for each additional vacancy up to a maximum of
twenty (20) ranks.
In situations where a position falls in a job family that is underutilized, the
Human Resources Director, or designee, shall certify the names and addresses of the
eight (8) highest ranking eligible candidates from the most appropriate eligible list as
provided above. In case of two (2) vacancies in the same classification, two (2) additional
ranks shall be certified for each additional vacancy up to a maximum of twenty (20)
ranks. The Human Resources Director and Director of Affirmative Action shall annually
update the job family utilization data. (Am. by Ord. 10,984, 9-14-94; Renum. by ORD07-00048, 4-12-07)
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Appointment Procedure.
(a)
The term “appointing authority” shall mean the Mayor, Department/Division Head,
Commission, Committee, Board or body having the power of appointment to, or removal
from, any subordinate position in the civil service system. An appointing authority may
delegate the power of appointment to a subordinate officer providing such delegated
authority is in writing and a copy filed with the Human Resources Director. (Am. by Ord.
10052, Adopted 6-19-90; Renum. by ORD-07-00048, 4-12-07)
(b)
The appointing authority may appoint one (1) of the persons whose name is so certified
to any such position. When there are less than four (4) names on the eligible list,
certification of those on said list shall be made and unless the appointing authority makes
written objection to the certification, appointment shall be made under the Personnel
Rules.
(c)
The Mayor upon recommendation of the respective heads of offices, divisions or
departments, shall appoint or reinstate from certified persons on eligible lists, which lists
have been established pursuant to the rules and regulations adopted under the authority of
this ordinance. In those cases where such appointing authority is by state law vested in a
board or commission, such body shall function as the appointing authority. In case any
statute or other law requires certain standards of any appointee, only those persons who
can meet such standards as well as qualify under this ordinance shall be eligible for
appointment.
(10)
Appointments in the Civil Service.
(a)
Residency. Every person appointed to any permanent position in the classified civil
service in Compensation Groups 18 and 44, and 19 other than mayoral aides, Secretary to
the Mayor or Library Development Director, shall establish residence within Dane
County within sixty (60) days after the completion of his or her probationary period. An
employee who moves by any City personnel transaction from a position which does not
require residence within Dane County to one which requires such residence shall
establish residence within Dane County within two hundred forty (240) days of the
change in position.
All persons who are required to reside within Dane County shall maintain such
residence during the period of his or her City employment unless permission to reside
outside Dane County is granted in writing by the Mayor. In the event any City employee
required to reside in Dane County ceases to maintain residence therein, his or her position
shall be deemed vacated. The vacancy shall be filled in accord with standard City
procedures.
For purposes of layoff, if employees have equal lengths of service, those
employees who reside in the City of Madison shall be laid off only after employees who
do not reside in the City of Madison.
(b)
Reinstatement. The former incumbent of a permanent non-represented position may
apply for reinstatement to his or her former position within one (1) year of the date of his
or her resignation. The position must be a currently authorized vacancy and the former
incumbent must compete for the vacant position in accordance with the normal civil
service selection process. If the former incumbent is selected, all rights and benefits in
effect as of the date of his or her resignation shall be restored, but with no further accrual
of benefits during the period of absence from City employment.
(Sec. 3.35(10) Am. by Ord. 11,875, 6-13-97; R. & Recr. by Ord. 13,700, 9-29-04; Am. by Ord. 13,761, 1-5-05;
Renum. by ORD-07-00048, 4-12-07)
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Notice of Vacancies.
(a)
Upon receiving notice of a vacancy of any position in the civil service, the Human
Resources Department shall forward written notice of such vacancy or vacancies to every
member of the Common Council prior to the commencement of recruitment or the taking
of any other action to fill such positions. (Am. by Ord. 10,052, Adopted 6-19-90);
Renum. by ORD-07-00048, 4-12-07)
(b)
The Police Chief and the Fire Chief shall each forward a written notice of all vacancies
occurring in their respective departments which are to be filled pursuant to the provisions
of Sec. 62.13, Wisconsin Statutes, by either recruitment, promotion or otherwise, to every
member of the Common Council prior to the commencement of recruitment or the taking
of any other action to fill such vacancies.
(c)
The filing of written notice of vacancies in the Office of the Secretary of the Common
Council for posting and distribution pursuant to administrative directive shall fulfill the
requirements of forwarding written notice of vacancies to every member of the Common
Council as set forth above.
(12)
(a) Promotions. Promotion is defined as the movement of an employee from one
classification to another classification having a higher salary range. The Personnel Board
shall establish rules for the administration of promotion to assure that promotional criteria
are based on principles of merit and equal opportunity.
(b) Trial Period. In cases of promotion, lateral transfer, or competitive demotion to a
permanent position, the employee shall serve a minimum trial period of six (6) months
following the date of promotion, lateral transfer, or competitive demotion during which
time, the employee shall be returned to her/his former position, if either the employee or
employer so decides. Upon successful completion of the trial period, the employee shall
be “permanent” in the new position. (Am. by Ord. 10,183, 1-31-91; Renum. by ORD-0700048, 4-12-07)
(13)
Transfers. Transfer is defined as the movement of an employee from one classification to another
classification in the same or similar salary range or from one position to another in the same
salary range in a different division or department.
(a)
Transfers to positions with essentially identical job duties and qualifications may be
accomplished with the agreement of the appointing authority(s), the Human Resources
Director and the affected employee. (Am. by Ord. 10052, Adopted 6-19-90; Renum. by
ORD-07-00048, 4-12-07)
(b)
Transfers to positions in the same salary range but with differing job duties and
qualifications may be accomplished with the agreement of the appointing authority(s), the
Human Resources Director and the affected employee. (Am. by Ord. 10052, Adopted 619-90)
(Renum. by ORD-07-00048, 4-12-07); (Sec. 3.35(13) Am. by Ord. 6293, 6-27-78)
(14)
(R. by Ord. 8735, 11-29-85)
(15)
Demotion. Demotion is defined as the movement of an employee from one classification to
another classification having a lower salary range.
(a)
Involuntary Demotion. Involuntary demotions may be accomplished without resorting to
the selection procedures set forth herein and may be appealed pursuant to Sec. 3.53(16).
1.
In instances of involuntary demotion, a new probationary period must be served
by the affected employee in accordance with Sec. 3.53(17).
2.
An employee who has been involuntarily demoted shall have his/her salary set at
the same step in the new salary range.
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Voluntary Demotion. Voluntary demotions may be accomplished without resorting to the
selection procedures set forth herein upon agreement of the appointing authority(s), the
Human Resources Director and the affected employee. (Am. by Ord. 10052, Adopted
6-19-90; Renum. by ORD-07-00048, 4-12-07)
1.
Employees who agree to voluntary demotion shall not be required to serve a new
trial or probationary period.
2.
Salary shall not be reduced as a result of voluntary demotion without agreement
of the employee. Base rate salary shall be frozen in the amount existing at the
time of such voluntary demotion and until such time as the base rate salary of the
new position of the affected employee increases above the employee’s frozen
salary rate.
(c)
A competitive demotion is defined as and shall be accomplished by the movement of an
employee from a permanent position to another permanent position in a lower salary
range through regular civil service selection procedures. In cases of competitive
demotion, the employee’s new salary shall be at the step closest to her or his previous
salary not exceeding the maximum of the range. The employee shall serve a trial period
in the new position. (Cr. by Ord. 10,183, 1-31-91; Renum. by ORD-07-00048, 4-12-07)
Removals, Suspensions, Discharges, Reductions, Dismissals, Layoffs, Resignations and
Procedure for Appeal.
(a)
Disciplinary Authority. Any appointing authority or department head in whom is vested
disciplinary or removal power, shall be allowed full freedom in his or her action on such
matters, it being the intent and spirit of this ordinance to provide a fair and just approach
to municipal employment for every inhabitant of the City in order that City employees
may be selected on a basis of merit, but in no sense, to handicap or curtail responsible
administrative officers in securing efficient service. With the concurrence of the Human
Resources Director, an appointing authority may place an employee on paid off-duty
status in order to secure the workplace and/or the safety of employees during an
investigation of any alleged misconduct. All persons holding positions in the civil service
shall be subject to suspension without pay for a period of not exceeding ninety (90)
working days within one (1) year, except that employees who are exempt from the
provisions of the Fair Labor Standards Act shall not be subject to disciplinary
suspensions of less than one week and, except that extensions of such suspension may be
made pending any investigation and hearing, or to demotion or removal from office or
employment or reduction in pay by their appointing authority, division, or department
head for misconduct, incompetence, inefficiency, or failure to perform duties, or to
observe the rules and regulations of the department, office or board. In all such cases, the
affected permanent employee may appeal the action taken in the manner prescribed in
Subdivision (b) hereof. (Am. by Ord. 11, 889, 6-27-97; Renum. by ORD-07-00048, 4-1207)
(b)
Appeals.
1.
Any permanent employee who has completed his or her probationary period shall
receive a written statement of the reason for any such action taken against him or
her, a copy of which shall be supplied by the disciplining or discharging person
to the Human Resources Director, not later than three (3) days after the effective
date of such action. The employee shall have ten (10) days from the date of the
presentation of such statement to file a written reply thereto with the Human
Resources Director as an answer or protest to the taking of such action. Any
employee against whom such action has been taken and who has filed a written
answer or protest, may, within three (3) days after filing such answer or protest,
file a written notice with the Human Resources Director requesting a review of
such action. The Human Resources Director shall, without delay, file a copy of
said reasons, the answer or protest of the employee and the notice requesting
review, together with such other information as may be provided for in the rules
and regulations, with the Personnel Board, for its information.
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2.

Within ten (10) days of the receipt of the notice, the Human Resources Director
shall schedule a conference for the selection of an Appeal Examiner by the
parties. At this and all subsequent proceedings, the affected employee may be
represented by counsel and the appointing authority, division or department head,
shall be represented by the City Attorney or his assistant. An Appeal Examiner
may be agreed upon by the parties. If no agreement is reached, the Human
Resources Director shall, by lot, select five (5) names from the Appeal Examiner
panel. The parties shall alternately eliminate names until the Appeal Examiner is
selected. The flip of a coin shall determine which party is to eliminate the first
name. The Human Resources Director shall immediately contact the selected
person to ascertain the person’s availability and willingness to undertake the
hearing and shall notify the parties of acceptance. In the event of non-acceptance,
the selection process will be repeated until an Appeal Examiner is selected.
3.
The Human Resources Director shall transmit all documents to the Appeal
Examiner within five (5) days of acceptance of the hearing. As soon as is
practicable thereafter, the Appeal Examiner shall schedule dates and proceed
with the hearing. All hearings shall be held in a public building. The Appeal
Examiner shall have the authority to administer oaths and to issue subpoenas at
the request of the parties and shall be responsible for the fair and orderly conduct
of the hearing and the preservation of the record. All testimony shall be taken
under oath and shall be recorded stenographically or by a recording machine
under the supervision and control of the Appeal Examiner. The City shall have
the burden of proof to substantiate and justify the action taken against the
employee by the preponderance of the evidence. The Appeal Examiner shall
submit his or her determination affirming or reversing the action with the reasons
therefore in writing to the Human Resources Director within thirty (30) days of
the close of the hearing or the submission of the parties’ briefs, if any, whichever
is later, and the Human Resources Director shall immediately mail in the normal
course of business a copy of the determination and reasons therefore to the last
known address of each of the parties.
4.
Within fourteen (14) days of such mailing, either party may file with the Human
Resources Director a written notice of appeal of the Appeal Examiner’s
determination to the Personnel Board. Any such appeal shall be on the written
record, the preparation of which shall be the responsibility of the party seeking
the appeal. The appealing party shall supply a copy of the written record to the
other party without charge. The written record shall be filed with the Human
Resources Director within twenty (20) days of the notice of appeal unless such
time is extended by the Personnel Board. The Personnel Board shall receive no
further evidence on the matter but may request additional briefs of the parties.
5.
Within sixty (60) days of the receipt of the written record, the Personnel Board
shall make and file its Decision and its reasons therefore with the Human
Resources Director who within five (5) days thereafter shall mail in the normal
course of business a copy of the decision and reasons therefore to the last known
address of each of the parties. The Appeal Examiner’s determination shall be
affirmed if it is supported by the credible evidence in the record. If the
determination is found not to be so supported by a majority of the Board, the
Board may reverse the determination or modify it to serve the best interest of the
City service. Either party may within thirty (30) days of the mailing of the
Board’s decision commence judicial action to review the decision of the Board,
after which time the decision shall become final.
(Renum. by ORD-07-00048, 4-12-07); (Sec. 3.35(15)(b) Am. by Ord. 10052, Adopted 6-19-90)
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Appeal Examiner.
1.
The City may engage an Appeal Examiner to hear and determine appeals of
disciplinary or discharge actions against City employees by any appointing
authority, division or department head taken pursuant to this section. Any Appeal
Examiner so engaged shall not be a City employee nor entitled to any
compensation or benefits other than those described herein.
2.
The Human Resources Director shall maintain a panel of at least fifteen (15)
individuals who have indicated a willingness to serve in such capacity and who
are experienced in personnel matters or who are attorneys, retired members of the
judiciary, or currently on the list of arbitrators or mediators for the Wisconsin
Employment Relations Commission. When required, an Appeal Examiner shall
be selected from such panel as provided in Subdivision (b) for the purposes
described therein. (Am. by Ord. 10052, Adopted 6-19-90; Renum. by ORD-0700048, 4-12-07)
3.
The Appeal Examiner shall be compensated at an hourly rate established by the
Common Council for time devoted to these proceedings and shall be reimbursed
for reasonable expenses related thereto. Funds shall be provided and distributed
through the Human Resources Department. The Personnel Board shall
periodically review this rate to keep it current and equitable. (Am. by Ord.
10052, Adopted 6-19-90; Renum. by ORD-07-00048, 4-12-07)
During the period of suspension of an employee or pending final action on proceedings to
review a suspension, demotion, or dismissal of an employee, the vacancy created may be
filled by the appointing authority only by temporary or provisional appointment.
In case of a reduction in force because of a stoppage of work or funds or because of
material change in duties or organization, permanent employees shall be laid off in
accordance with Subsection (24). Before affecting a proposed layoff, the appointing
authority shall confer with the Human Resources Director a reasonable time before the
effective date thereof in order to assure compliance with the provisions of this ordinance
and the Personnel Rules. Persons so laid off shall be placed on the appropriate
reinstatement list. Resignations from the civil service shall be regulated by the rules of
the Personnel Board. (Am. by Ord. 10052, Adopted 6-19-90; Renum. by ORD-07-00048,
4-12-07)
Emergency employees and provisional employees defined in Sec. 3.53(6) may be
dismissed or laid off at any time.
The provisions of this subsection shall apply to persons occupying the position of
Crossing Guard.
The procedure contained in this subsection shall not apply to matters involving the
interpretation of labor contracts nor to matters of alleged discrimination nor to amounts
of salary increases made pursuant to Section 3.54(6). (Am. by Ord. 8323, 5-11-84;
Renum. by ORD-07-00048, 4-12-07)
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(17)

Probationary Period. The probationary period which shall be for a minimum of six (6) months is
the time during which a newly hired employee’s performance, conduct and general suitability are
critically evaluated to determine whether such employee shall be continued in the service. The
probationary period may be extended for up to an additional six (6) months by the appointing
authority. For certain complex supervisory, administrative or professional positions, a
probationary period of one (1) year may be recommended by the appointing authority subject to
the approval of the Human Resources Director at the time of appointment. This probationary
period may be extended for up to an additional twelve (12) months by the appointing authority.
The appointing authority shall notify the Human Resources Director of any extension of
probation. (Am. by Ord. 10052, Adopted 6-19-90; Renum. by ORD-07-00048, 4-12-07)
(a)
Employees may be terminated at any time during the probationary period or an extension
thereof and such decision shall not be appealable.
(b)
The decision to extend a probationary period shall not be appealed.
(c)
A leave of absence without pay for employees on probation shall act to extend the
probationary period by the length of time on leave. (Cr. by Ord. 6291, 6-27-78; Renum.
by ORD-07-00048, 4-12-07)
(Am. by Ord. 8267, 3-5-84; Renum. by ORD-07-00048, 4-12-07)
(18) Efficient and Effective Performance.
(a)
Policy. It is the policy of the City of Madison to maintain efficient and effective
performance by all employees, to make reasonable accommodations for employees with
disabilities due to age, and to do everything possible to bring injured employees or
employees with disabilities back to work as soon as their physician permits. (Am. by
ORD-06-00099, 8-2-06; Renum. by ORD-07-00048, 4-12-07)
(b)
Temporary Disabilities. Where a physician certifies that an employee is unable to
perform his/her regular duties because of a temporary disability, but certifies that he/she
would be able to work part-time or to perform less arduous duties, the appointing
authority shall assign the employee to perform light duty work, according to procedures
which the Mayor shall establish. These procedures may include temporary transfer to
another work unit when that is feasible. For the purpose of this ordinance, and of these
procedures, any temporary disability related to pregnancy shall be treated the same as
other temporary disabilities.
(c)
Employees with Disabilities. For the purpose of this subsection the term "person with a
disability" has the same meaning as "person with a disability " in Section 3.58 of these
ordinances. The Mayor shall establish procedures for the provision of reasonable
accommodations for qualified applicants and employees with disabilities. Such
reasonable accommodation shall, at minimum, provide for feasible adjustments in testing,
and in equipment, schedule, accessibility of work areas and facilities, and for feasible
task modifications. For employees who acquire a disability after their employment with
the City, these procedures shall include the options of transfer to other City jobs which
the employee is able and qualified to perform, in accordance with Section 3.53(15) of
these ordinances, and of demotion, in accordance with Sections 3.53(15) and (16) of
these ordinances. (Am. by ORD-06-00099, 8-2-06; Renum. by ORD-07-00048, 4-12-07)
(d)
Termination. If the employee’s physical or mental disability results in his/her being
unable to perform his/her duties efficiently and effectively, with reasonable
accommodation, he/she may be terminated, in accordance with the provisions set forth in
Section 3.53(16) of these ordinances. If an employee who is terminated due to physical or
mental disability under this section is eligible for retirement benefits, he/she shall be
deemed to have retired. Notwithstanding any other provision to the contrary, he/she is
eligible for payment of accumulated unused sick leave credits, unused vacation credits
and all other retirement-related benefits. Compulsory retirement is abolished.
(Renum. by ORD-07-00048, 4-12-07); (Sec. 3.35(18) R. and Re-Cr. by Ord. 8650, 8-2-85)
(19)
Part-Time Work Restrictions. No permanent full-time City employee shall be permitted to hold
more than one position in the City service except as approved by the Mayor. (Am. by Ord.
13,084, 6-25-02; Renum. by ORD-07-00048, 4-12-07).
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Severability. If any section, subsection, sentence, clause or phrase of this ordinance is, for any
reason, held to be invalid, such decision shall not affect the validity of the remaining portions of
this ordinance. The Council hereby declares that it would have passed this ordinance and each
section, subsection, clause and phrase thereof, irrespective of the fact that any one or more
sections, subsections, sentences, clauses and phrases be declared unconstitutional.
Repeal of Conflicting Ordinances. All conflicting ordinances or inconsistent provisions found in
different sections of the general ordinances are hereby repealed.
Penalty.
(a)
Any willful violation or violation through culpable negligence of this section or rules
established thereunder, shall be sufficient grounds to authorize the discharge of any
officer or employee.
(b)
Any person, firm or corporation that shall violate any of the provisions of this section
shall be fined not more than two hundred dollars ($200).
Layoff. Layoff is defined as a reduction in work force for any reason excepting discipline.
(a)
Definitions. The following definitions shall be applicable to these layoff provisions.
Other definitions contained in this Chapter 3 are hereby incorporated but only to the
extent that those incorporated definitions are not contrary to the definitions which follow.
1.
“Employment options” and “capacity to work” refer to those employment
situations which are clearly related to an employee’s education, preparation,
background, and skills.
2.
“Evaluation Period” shall mean that period of time following an employee
displacement during which the employer shall determine if the employee is
performing at acceptable levels.
3.
“General Seniority” shall be defined as an employee’s total continuous time of
service with the City less any time on leave of absence without pay or any time
on layoff status.
4.
“A person with a disability” is one who, for purposes of this section:
a.
Meets the qualification for the position in question; and,
b.
Has a physical or mental impairment which substantially limits or is
likely to limit employment options; the capacity to work; and/or the
ability to secure, retain, and/or advance in employment situations (e.g.,
impairments which affect speaking/communicating, hearing, seeing,
mobility, ability to learn and/or retain information, etc.); or,
c.
Has had a physical or mental impairment which has been cured or
brought under control, but whose history of such impairment still limits
or is likely to limit employment options and/or the ability to secure,
retain, and/or advance in employment situations (e.g., cancer, mental
illness, epilepsy, etc.); or,
d.
Is considered by others (particularly those in control of employment
opportunities) to be a person with a disability whether or not such a
condition exists), such that it substantially limits or is likely to limit the
person’s employment options and/or the ability to secure, retain, and/or
advance in employment situations.
5.
“Job Family” is a group of jobs closely related by similarities in wages or
salaries, level of responsibility and comparability to existing federal job family
definitions. The composition of each job family shall be that determined by the
Director of Affirmative Action as of the effective date of this ordinance.
Thereafter, each job family shall be annually updated, reviewed and reestablished
by the Human Resources Director after consultation with the Director of
Affirmative Action. (Am. by Ord. 10,498, Adopted 8-18-92; Renum. by ORD07-00048, 4-12-07)
(Am. by ORD-06-00099, 8-2-06; Renum. by ORD-07-00048, 4-12-07)
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“Lower Classification” shall mean a classification established in Sec. 3.54 of
these ordinances whose biweekly base rate salary schedule for step one is lower
than the biweekly base rate salary for step one for another classification.
7.
“Minority” shall be defined in accordance with Sec. 3.58(8) of the Madison
General Ordinances.
8.
“Protected Group Employee” shall mean an employee who is one or more of the
following:
a.
Female;
b.
Minority; or
c.
Person with a disability (Am. by ORD-06-00099, 8-2-06; Renum. by
ORD-07-00048, 4-12-07)
9.
“Recall List” is a list compiled and kept by the Human Resources Director or his
or her designee. Such list shall be kept by layoff unit in the event of layoff or
displacement and shall contain the name(s) of each employee laid off or
displaced, the employee’s address, and the date the employee’s name is placed on
the list. Such list shall be periodically updated. (Am. by Ord. 10052, Adopted 619-90; Renum. by ORD-07-00048, 4-12-07)
10.
“Service Credits” are a measure of an employee’s time on the City payroll
including time off for compensable periods of absence from duty such as
vacation and sick leave.
11.
“Layoff Unit” shall mean the smallest organizational structure established by
ordinance. However, no single position established by ordinance shall be
construed as a smallest organizational structure.
(Sec. 3.35(24)(a) Am. by Ord. 7878, 11-29-82; Renum. by ORD-07-00048, 4-12-07)
(b)
Layoff shall be by classification within the layoff unit. The employee with the least
general seniority in the classification being reduced shall be displaced first. Such
displaced employee may in turn displace the employee with the least general seniority in
a lower classification within the layoff unit, provided that the displacing employee has
more general seniority than the least senior employee in the lower classification and so
long as the displacing employee meets all of the following conditions:
1.
The minimum training and experience requirements as established in the official
job description as maintained by the Personnel Department. The Human
Resources Director or his or her designee shall after consultation with the
employee’s department head determine whether the displacing employee meets
said requirements. The determination of the Human Resources Director shall be
based upon the official personnel record on file in the Human Resources
Department at the time and shall include but not be limited to the employee’s
original application for employment, any subsequent applications filed and kept,
and records of training and education received while employed by the City. Each
employee has a continuing duty to inform the Human Resources Director or his
or her designee of any other relevant experiences, training and education which
was not City-sponsored. However, an employee shall have twenty-four (24)
hours from the time of notification of displacement to present to the Human
Resources Department any additional information regarding relevant
experiences, training, and education. There shall be no appeal from the decision
of the Human Resources Director. (Am. by Ord. 10052, Adopted 6-19-90;
Renum. by ORD-07-00048, 4-12-07)
2.
Successfully completes an examination if any has been established for the
position selected by the employee and the exam is determined by the Human
Resources Director to be necessary to establish the employee’s ability to perform
the duties of the new position. (Am. by Ord. 10052, Adopted 6-19-90; Renum. by
ORD-07-00048, 4-12-07)
6.
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Each employee who displaces into a lower classification as a result of a layoff shall serve
a six-month evaluation period. If at any time during the evaluation period, the appointing
authority determines that performance is unsatisfactory, said employee shall be permitted
to displace into any other eligible lower classification pursuant to Sec. 3.53(24)(b) and (c)
of this ordinance. A displaced employee who fails to perform satisfactorily during an
evaluation period in the lower classification, who has no other positions into which he or
she may displace pursuant to this subsection (24), shall be terminated from City
employment. However, such terminated employee shall retain recall rights pursuant to
Sec. 3.53(24)(h) below. The decision by the employer not to retain an employee during
the evaluation period shall not be appealable. (Am. by Ord. 7878, 11-29-82; Renum. by
ORD-07-00048, 4-12-07)
Employees whose positions are being eliminated shall be given written notice of the
action not less than five (5) calendar days prior to the effective date; provided, however, a
junior employee shall receive no prior notice in case of a senior employee displacing a
junior employee. Displaced employees shall have forty-eight (48) hours after receiving
notice to exercise whatever options may be available to them. If a decision is not made
within the 48-hour period, said employee shall be deemed to have been laid off by the
City. Employees who cannot displace into a lower position and therefore are to be laid off
shall receive written notice of the action not less than fourteen (14) calendar days prior to
the effective date.
An employee who displaces into a position in a lower classification shall be placed at the
salary step in the lower classification which most closely corresponds with but does not
exceed the employee’s salary at the time of displacement.
Employees serving their initial probationary period who are displaced or laid off shall be
terminated without displacement or recall rights.
No permanent employee shall be laid off from any position while any emergency,
limited-term, temporary, provisional or probationary employee is continued in a position
of the same classification in the layoff unit.
Recall Provisions.
1.
Employees who are laid off or displaced shall be placed on a recall list for a
period of twenty-four (24) months, after which time all recall rights are
terminated. Should a vacancy authorized to be filled occur in the classification in
the unit from which an employee(s) was laid off or displaced, said employee(s)
shall be recalled in order of their general seniority; that is, the employee with the
most general seniority shall be recalled first. If the classification vacancy occurs
in a different layoff unit from that which the employee was originally laid off or
displaced, that employee shall be recalled to said position. If a recall list for a
classification within one department, division, or unit exists and a vacancy
authorized to be filled occurs in the same classification in a different department,
division, or unit with no recall list, then the existing recall list shall be used to fill
said vacancy.
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2.

(i)

(j)

Employees to be recalled shall be notified by certified mail addressed to the most
recent address appearing on the City’s records. Laid off employees shall notify
the Human Resources Department of any change of address. Employees so
recalled shall notify the City of their acceptance or rejection of recall within
seven (7) calendar days from the date of the employee’s receipt of the certified
letter of recall and shall report for work within fourteen (14) calendar days of the
date of mail certification of the recall letter. Failure to so notify or failure to so
report or the refusal of an offer of reemployment shall terminate an employee’s
rights to recall. (Am. by Ord. 10052, Adopted 6-19-90; Renum. by ORD-0700048, 4-12-07)
3.
Employees on layoff status shall not lose service credits accumulated at the time
of layoff nor shall continuous service be considered interrupted if the employee is
recalled and/or rehired within twenty-four (24) months of layoff. However, time
spent on layoff status shall not be counted in subsequently computing service
credits. (Am. by Ord. 9103, 2-27-87; Renum. by ORD-07-00048, 4-12-07)
4.
An employee placed on layoff status and recalled and/or rehired within twentyfour (24) months shall be credited with the sick leave accumulated as of the date
of layoff. (Am. by Ord. 9103, 2-27-87; Renum. by ORD-07-00048, 4-12-07)
5.
An employee placed on layoff status and recalled to his or her former position
within twenty-four (24) months shall have his or her salary set at the same step
and longevity percentage in effect at the time of the layoff. The salary range shall
be that established for the position at the time of recall. An employee placed on
layoff status and rehired to a position within twenty-four (24) months, shall have
his or her salary set at the same longevity percentage in effect at the time of
layoff and at a salary step as determined by applicable personnel rules or labor
agreement provisions. (Am. by Ord. 9103, 2-27-87; Renum. by ORD-07-00048,
4-12-07)
6.
The word “employee” as used in this recall provision shall not be construed to
extend to such “employee”, any rights or privileges not granted in this Sec.
3.53(24)(h). (Am. by Ord. 7878, 11-29-82; Renum. by ORD-07-00048, 4-12-07)
Appeals. The decision to layoff or displace cannot be appealed. The manner in which the
layoff or displacement is applied is appealable only if it is contrary to the provisions
contained herein. Such appeal shall not delay the effective date of the layoff or
displacement.
Affirmative Action Provisions. The City recognizes that past discrimination in hiring and
promotion which prevented protected group employees from acquiring seniority on the
one hand and the relative youth of affirmative hiring efforts since the inception of the
City’s affirmative action program which has resulted in newly hired protected group
employees earning little seniority on the other hand, results in a work force of protected
group employees with relatively little general seniority who will bear the brunt of a
system of employee reductions based substantially on seniority. The City recognizes the
need to balance work force reductions with a level of protection for its past affirmative
action efforts. Such a balanced system of employee reductions is deemed to be of benefit
to the welfare of the community. (Am. by Ord. 7878, 11-29-82; Renum. by ORD-0700048, 4-12-07)
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In order to effectuate this purpose and policy, protected group employees subject
to layoff through the provisions of this ordinance, shall be exempted from
termination of employment when such action would create or increase significant
underutilization in any of the City’s official 26 job families. Handicapped
employees, however, shall also be protected from displacement if the position
into which the handicapped employee would be placed is one in which
accommodation to the employee’s handicap cannot be reasonably achieved.
Significant underutilization for protected group employees shall be deemed
present when a given job family’s actual percentage representation of protected
group employees is less than eighty percent (80%) of the parity percentage
established for each of the protected groups in each of the 26 job families. (Am.
by Ord. 7878, 11-29-82; Renum. by ORD-07-00048, 4-12-07)
These affirmative action provisions shall only protect employees from possible
2.
termination of employment, but not from displacement except that handicapped
employees shall be protected from displacement to the extent specified in Sec.
3.53(24)(j)1. above. (Am. by Ord. 7878, 11-29-82; Renum. by ORD-07-00048,
4-12-07)
These affirmative action provisions shall not be applicable when all the positions
3.
in a given classification are deleted.
4.
Termination actions which force a choice between protected group employees
shall be made so as to protect the employee whose termination would create or
increase significant underutilization to the greatest degree. In all cases where
significant underutilization has been established, the employee with membership
in the greatest number of significantly underutilized protected groups shall be
retained. (Am. by Ord. 7878, 11-29-82; Renum. by ORD-07-00048, 4-12-07)
(R. by Ord. 8482, 12-10-84; Renum. by ORD-07-00048, 4-12-07)
5.
(k)
Technical Correction. The provisions of Section 3.53(24) in effect as of 11/01/82 shall
apply to positions and employees included in bargaining units certified by the WERC in
case LXXXVI, No. 29220, ME-2084, and case LXXXIX, No. 29422, ME-2095. (Cr. by
Ord. 7894, 12-29-8; Renum. by ORD-07-00048, 4-12-07)
(l)
Employees who are displaced and become unemployed as a direct cause of the transfer of
a Department/Division operation to another government or the subcontracting of said
operation to a private entity shall be eligible to receive up to the equivalent value of their
accumulated unused sick leave credits computed at their prevailing rate (including
longevity pay) in effect at the time of the employee’s layoff not to exceed the value of six
(6) months of the employer’s normal contribution toward health insurance. These funds
will be placed in an escrow account administered by the City and will be used to continue
the City’s normal contribution toward health insurance premiums for a period not to
exceed six (6) months following the date of layoff or until such time as he/she becomes
employed or until such funds are exhausted whichever occurs first. If the eligible
employee is recalled or rehired by the City of Madison within twenty-four (24) months of
the layoff the accumulated unused sick leave credits not converted to the escrow account
for health insurance contributions pursuant to this article shall be restored to the
employee. (Cr. by Ord. 9103, 2-27-87; Renum. by ORD-07-00048, 4-12-07)
(Renum. by ORD-07-00048, 4-12-07); (Sec. 3.35(24) Cr. by Ord. 7577, 11-27-81)
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WORKPLACE ACCOMMODATIONS

Designation: The Director of Human Resources is designated to administer and coordinate the City's
employment obligations under the Americans with Disabilities Act (ADA). S/he shall consult regularly with
the City Attorney and the Affirmative Action Director to ensure that the City's employment policies and
procedures are in compliance with the ADA and related legislation.
Background: It has been a long-standing policy and practice of the City of Madison to provide
accommodations for employees with disabilities and to return injured employees to work as soon as they
are able to perform their assigned duties safely, efficiently, and effectively. This policy is established in
Section 3.35 (18) of the Madison General Ordinances. Additionally, the Human Resources Department
regularly accommodates applicants and employees with disabilities in the employment process to provide
an equal opportunity to compete for employment and advancement within the City's workforce.

Policy: The City of Madison is committed to the spirit and intent of the Americans with Disabilities Act,
Section 504 of the Rehabilitation Act, the Wisconsin Fair Employment Act, the Madison Equal
Opportunities and Civil Service Ordinances, and other relevant laws affecting individuals with disabilities and
their rights to enjoy equal opportunity. Therefore, it is the policy of the City to provide reasonable
workplace accommodations to qualified City employees and applicants with disabilities.
Accommodation Request Procedure: The employee or applicant for employment has the responsibility for
requesting a reasonable accommodation. The request can be made as follows:

1.

Applicants or employees participating in a selection process may check the appropriate box on the
City of Madison Employment Application and provide details of the accommodation being
requested.

2.

Employees may submit a Request for Reasonable Accommodation form to their immediate
supervisor, Department/Division Head, or to the Occupational Accommodations Specialist. This
form permits the employee to provide information regarding the accommodation being requested
and the disability which makes an accommodation necessary. Forms are available in the Human
Resources Department and will be made available in alternate format as requested.

3.

Employees and applicants may contact the Occupational Accommodations Specialist directly if they
have questions, concerns, or are unsure of the applicability of the City's reasonable accommodation
policy to their particular situation.

Determination of Disability: Upon receiving a request for a reasonable accommodation, the Occupational
Accommodations Specialist will determine whether the individual meets the benefit eligibility requirements
under the law(s). In making this determination, additional information may be required. In the event that
additional information is needed, the individual requesting the reasonable accommodation may be required
to provide the necessary information directly, or authorize the Occupational Accommodations Specialist to
secure the required information by signing an Authorization For The Release of Confidential Information
form. Information requested will be used to assist the Occupational Accommodations Specialist in
ascertaining the precise job-related limitations imposed by the individual's disability and how those limitations
might be overcome through reasonable accommodation. For the purpose of this Administrative Procedure
Memorandum, an individual with a disability is a person who:
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1.

Has a permanent physical or mental impairment that substantially limits one or more major life
activities;

2.

Has a record of such impairment; or

3.

Is regarded as having such an impairment.

Confidentiality: All medical information pertaining to accommodation requests shall be maintained in
separate, secured files. They will be treated as confidential medical records, except that:
1.

Supervisors and managers will be informed regarding necessary work restrictions or
accommodations; and

2.

First aid and safety personnel may be informed, when appropriate, if the disability might require
emergency treatment.

Determination of Qualificatio ns: A review will be conducted by the appropriate Human Resources
Department staff when necessary, to determine if the individual requesting the reasonable accommodation
is a Qualified Individual with a Disability. For the purpose of this Administrative Procedure Memorandum
a Qualified Individual with a Disability is one who satisfies the requisite knowledge, skill, experience,
education and other job-related requirements of the employment position such individual holds or desires,
and who, with or without reasonable accommodation, can perform the essential functions of such position.
If no current classification specification exists for the position in question, the Human Resources Department
will work with the Appointing Authority, or designee, to prepare a list of essential functions for the position.
Determination of Reasonable Accommodation: The following steps will be taken in determining a reasonable
accommodation:
1.

The Occupational Accommodations Specialist will meet with the employee or applicant to explore
how work-related limitations might be overcome through reasonable accommodation. During this
meeting, the Occupational Accommodations Specialist will establish and communicate timelines,
and provide information regarding rights and responsibilities to the individual requesting the
reasonable accommodation. The Occupational Accommodations Specialist will also consult with
the Appointing Authority or designee and, as necessary, with health care providers, vocational
rehabilitation specialists, and/or other individuals whose expertise may bear on the matter at hand.

2.

An analysis of the particular job may be performed to determine its purpose and essential functions.
This analysis may include a review of the Position Description, the Classification Specification,
Physical and Environmental Demands Analysis, and interviews with other employees and
management as required.

3.

Additional meetings may be conducted to secure additional information, explore potential
accommodations, and to make recommendations for what, if any, reasonable accommodations will
be provided.
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Reasonable accommodations may include, but are not limited to, job restructuring, part-time or
modified work schedules, reassignment to a vacant position, or acquisition or modifications of
equipment or devices. The City is not required to reallocate the essential functions of a job, but may
restructure a job by altering when and/or how an essential function is performed. Whenever
possible, the applicant's or employee's preferred method of accommodation will be considered.
The final decision, however, rests with the Appointing Authority.

Implementation: Once a decision has been made, the Appointing Authority, or designee, will review the
proposed reasonable accommodation with the Occupational Accommodations Specialist. Following this
review, the Appointing Authority, or designee, shall complete a Reasonable Accommodation Summary form
detailing the specific reasonable accommodation to be made, timeline for implementation, and follow-up
plan. A copy of this summary will be provided to the individual requesting the accommodation and to the
Occupational Accommodations Specialist.
When a determination has been made that the employee cannot be reasonably accommodated in their current
position, the Appointing Authority shall look for vacant positions at an equal or lower range within their
agency to determine if there are any positions for which the employee would be eligible. If there are no
available positions within the agency, the Employment Services Manager will be contacted to review all
vacant positions within the City, equal to or lower in salary range, which are authorized to be filled. If such
position(s) exists, the Employment Services Manager will determine if the employee meets the minimum
training and experience requirements for the position as established by the official classification specification.
If the employee meets the minimum training and experience requirements, s/he will be invited to complete
the appropriate examination for the position. If the employee successfully passes the examination, the
Employment Services Manager shall then certify the individual for interview. Placement will be mandatory
unless it can be demonstrated that any necessary accommodations would cause an undue hardship. This
determination will be made by the Human Resources Director after consultation with the Department/Division
Head and the City Attorney's Office. Employees placed in new positions will be required to complete a six
month evaluation period. If, during the six month evaluation period, an employee has not performed the
essential functions of the position in a satisfactory manner, with or without reasonable accommodation(s),
the placement will be terminated. The Employment Services Manager will once again review all vacant
positions within the City, equal to or lower in salary range, which are authorized to be filled. Performance
problems which are unrelated to accommodation issues will be handled through the appropriate disciplinary
process(es). An employee who displaces into a position in a lower classification shall be placed in a salary
step in the lower classification which most closely corresponds with, but does not exceed, the employee's
salary at placement. The Employment Services Manager will conduct the review for an appropriate
placement for 60 days. If there are no authorized vacant positions for which the employee is eligible, the
Appointing Authority and the Human Resources Director will proceed jointly in terminating the employee
under Section 3.36 (16) of the Madison General Ordinances.

Follow-up: Ongoing follow-up will be provided as needed by the Occupational Accommodations Specialist
and will be handled on a case by case basis to ensure communication among all affected parties.
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Denial: When a decision is made to deny a request for reasonable accommodation, the Appointing Authority
will review the proposed denial with the Occupational Accommodations Specialist. Upon completion of
this review, the Appointing Authority will notify the individual requesting the reasonable accommodation of
the denial in writing specifying the reason(s) for denial, and provide a copy to the Occupational
Accommodations Specialist. This notification will include a copy of the City of Madison Affirmative Action
Department informal complaint process, as well as names, addresses and telephone numbers of civil rights
enforcement agencies, including any relevant time limits.

Susan J.M. Bauman
Mayor

APM No. 2-22
June 6, 1997
Previous Revision Date: 4/19/94
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PROHIBITED HARASSMENT AND/OR DISCRIMINATION POLICY

The City of Madison is committed to providing equal employment opportunities for all persons and
to providing a work environment free from harassment and discrimination. The goal is to achieve and
maintain a respectful and welcoming workplace for all members of the community. To that end, this
policy will be liberally construed and strictly enforced so as to achieve these goals. Harassment,
discrimination and retaliation are prohibited conduct and violations of this policy will not be
tolerated.
This policy applies to the delivery of City services/goods and to the official interactions of City
employees with other members of our community. This policy also applies to conduct that occurs at
the workplace and at any location that can be reasonably regarded as an extension of the workplace.
Managerial and supervisory employees are expected to serve as role models and to demonstrate their
commitment to this policy in their everyday conduct. Any such employee who fails to take
appropriate action upon observing an act prohibited by this policy, or who fails to take appropriate
action upon receiving a complaint of a violation of this policy, is guilty of misconduct. Managerial
employees are required to promptly notify their Department/Division Head, in writing, of all
instances of known, observed and/or reported discrimination, harassment and/or retaliation.
All employees are required to cooperate fully with any investigation into alleged violations of this
APM. Although a pattern of conduct is usually required for purposes of civil liability, the City does
not condone any act of harassment, discrimination or retaliation. Engaging in any such prohibited
conduct could result in disciplinary action being taken against the offender, up to and including
discharge from City employment.
Definitions
“Complainant” is any person that reports a violation of or who files a complaint under this policy.
“Discrimination” occurs when any employment decision that affects the terms or conditions of
employment, such as recruitment/hiring, lay-offs/firings, pay, promotions/demotions, training,
transfers/assignments, or leave/benefits is motivated, at least in part, by the employee’s membership
in a protected class.
“Harassment” includes verbal abuse, epithets, and vulgar or derogatory language, display of
offensive cartoons or materials, mimicry, lewd or offensive gestures and telling of offensive jokes
motivated by a person’s membership in a protected class. The behavior can be any of the three
following subcategories: “quid pro quo” the request for sexual favors in exchange for some other
favorable employment action or in exchange for the promise to refrain from taking negative
employment action; “hostile environment” coworker to coworker behavior composed of abusive
and degrading conduct directed against a protected class member that is sufficient to interfere with
their work or create an offensive and hostile work environment, and finally, “respondeat superior”
which occurs whenever a Department/Division Head, manager or supervisor, engages in any act of
harassment. Harassment becomes a violation of this policy whenever an employee engages in any of
the activities described above or in any similar behavior based upon a person’s membership in a
protected class.
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“Protected Class” means a person’s race, sex (gender), religion, creed, color, age, disability/handicap,
marital status, HIV status, source of income, familial status, ancestry or national origin, sexual
orientation, arrest record, conviction record, current or past military service, less than honorable
discharge, use or non-use of lawful products off the employer’s premises during non-work hours
(notwithstanding the exceptions noted in Sec. 111.35, Wis. Stats.), physical appearance, political
beliefs, or the fact that a person is a student.
“Respondent” is any person alleged to have violated this policy.
“Retaliation” is any adverse employment action and/or any adverse action to include any act of
revenge, reprisal, intimidation or coercion directed at an employee and motivated by the belief that
the employee has either opposed a violation of this policy, has filed a complaint under this policy,
has participated in an investigation of a complaint filed under this policy, or has exercised any other
right under this policy.
“Sexual Harassment” is one type of harassment and includes unwelcome sexual advances,
unwelcome physical contact of a sexual nature or unwelcome verbal or physical conduct of a sexual
nature. Unwelcome verbal or physical conduct of a sexual nature includes, but is not limited to: the
repeated making of unsolicited, inappropriate gestures or comments; the display of sexually graphic
materials not necessary for work purposes; preferential treatment or the promise of preferential
treatment in return for submitting to or engaging in sexual conduct; or repeatedly asking someone for
a date after having been turned down. Such conduct is considered a violation of this policy when:
1.
2.
3.

Submission to such conduct is made openly or by implication a term or condition of an
individual’s employment; or
Submission to or the rejection of such conduct by an individual is used as a basis for
employment decisions affecting that person; or
Such conduct is patently offensive and unreasonably interferes with the individual’s work
performance or creates an intimidating, hostile or offensive work environment.

Reports and Investigations of Alleged Violations
1.

Confidentiality Protected: A high degree of confidentiality is necessary to foster effective
resolutions to complaints filed under this policy. Wherever possible, complaints are to be
maintained and processed in a manner that can protect confidentiality of all parties within the
boundaries of federal, state and local laws. These prohibitions shall not apply to
communications between a City employee and their chosen representative/personal attorney.
Investigators shall maintain their notes and reports in a confidential manner that restricts
access to individuals who have an official reason for accessing those materials. Upon
completion of an investigation, the Investigators will forward their records to the Affirmative
Action Department for storage in accordance with the City’s records retention policies;
unless the complaint is against the Affirmative Action Department, in which case the records
will be forwarded to the Human Resources Department.
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2.

Right to File a Complaint: All City employees are strongly encouraged to report any
violations of this policy. No employment or disciplinary action will be taken against any
employee who makes a good faith complaint even if the investigation fails to substantiate any
or all allegations of the complaint. Employees who are witness to a violation of this policy
have standing to file a complaint. At their option, employees may file their complaints with
any of the following:
a.
b.
c.
d.

Their supervisor;
Their Department/Division Head
The Affirmative Action Department
The Mayor’s Office, if the complaint relates to the conduct of a Department/Division
Head or a Mayoral Staff person.

No person may require the employee to file a complaint with him or her nor may they
prohibit an employee from filing their complaint with any other person. No employee shall
be discouraged from filing a complaint under this policy. A copy of each written complaint
must be forwarded to the Affirmative Action Department as soon as is reasonably practicable
after it has been made. No employee may file a complaint in bad faith and without a
reasonable basis to support the allegations contained in their complaint.
3.

Form of Complaint: Complaints may be made orally or in writing. The recipient of an oral
complaint shall reduce the allegations to writing. The Affirmative Action Department shall
create and distribute a complaint form to facilitate the recording of complaints and to
promote the uniformity of information gathered in response to such reports. The form shall
also capture the resolution to the matter which the complaining employee requests. If the
complaint implicates both this policy and other City policies/procedures, the relevant
agencies will work together to investigate and resolve the matter. A copy of the complaint
shall be forwarded to the appropriate Department/Division Head, the City Attorney, the
Affirmative Action Director and, if the complaint relates to the conduct of a
Department/Division Head or a Mayoral Staff person, the Mayor. A copy of the complaint
form is attached to this policy (see Attachment 1).

4.

Employee Safety Assessment: If a complaint raises serious questions regarding the safety of
any employee, the Department/Division Head shall assess the need to relocate the alleged
offender or to take other measures to provide for a safe and secure workplace environment.
The complainant should be reassigned only as a last resort temporary measure that should be
undertaken only after consultation with the City Attorney, the Human Resources Director and
the Affirmative Action Department.

5.

Offer of EAP: Any employee involved in an investigation should be notified of the
availability of confidential assistance, counseling and referral through the City’s Employee
Assistance Program.

6.

Investigation of Complaints: Department/Division Heads shall appoint a competent neutral
member of their management team to conduct an immediate investigation into alleged
violations of this policy. The Affirmative Action Director shall appoint a member of his/her
staff to coordinate the investigation. Investigations of complaints filed under this policy must
be given the highest priority. Such investigations should be promptly initiated and swiftly
completed.
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If, assuming all the allegations in a complaint are true, the complaint fails to state a basis
upon which to believe a violation of this policy has occurred, the Affirmative Action
Director, at his/her discretion, may refer the complaint to such other agency as he/she deems
appropriate.
7.

Mayor to Appoint Investigator for Complaints Against Department/Division
Heads/Mayoral Staff: The Mayor shall be responsible for appointing an investigator for any
complaint made that a Department/Division Head or mayoral staff member has violated the
provisions of this policy. The Mayor may even contract with a non-city employee to conduct
the investigation. The Mayor shall be responsible for developing any corrective action plan
and may consult with whomever (s)he desires in that process.

8.

Complaints Regarding the Conduct of Elected Officials: Elected officials of the City of
Madison are obligated to abide by the requirements of this policy. City government has
limited or no effective means of disciplining its elected officials for violations of this policy.
The most effective remedies for such violations are those belonging to the electorate - i.e. the
power of the ballot box. However, the City has a legal obligation to investigate any
allegations of such violations by its elected officials. Persons having such complaints should
file them using the procedures set forth in this policy. Any person receiving a report or a
complaint alleging a violation of this policy by an elected official shall forward such
information to the Director of the Affirmative Action Department, the Human Resources
Director and the City Attorney who shall then jointly conduct a prompt, thorough and fair
investigation into such allegations. The elected official being investigated shall receive the
Notice of Investigation as set forth below. The Director of the Affirmative Action
Department, the Human Resources Director and the City Attorney shall, upon completion of
their investigation, issue a public report in compliance with sec. 19.356, Wis. Stats., redacting
such information as necessary to protect the identity of the complainant and the cooperating
witnesses.

9.

Notice of Investigation: The Department/Division Head (or the Mayor under Para. 7) shall
provide each respondent with notification that a complaint has been filed. Such person shall
be provided a copy of the complaint unless doing so would present a danger of physical harm
to the complainant or would present a substantial risk of impeding the investigation. The
respondent shall also be reminded that such investigations are confidential and that retaliation
is prohibited. The respondent shall be further advised that the complaint contains only
allegations and that an investigation is being commenced to determine whether any violations
occurred. A copy of the Notice of Investigation is attached to this policy (see Attachment 2).

10.

Withdrawal of a Complaint: A complainant may withdraw their complaint at any time.
However, before the City will allow such a person to withdraw their complaint, the
investigators must first determine that there is no probable cause to believe that a violation of
this policy has occurred and that the complainant’s desire to withdraw the complaint is not
motivated by a fear of retaliation or is the result of actual retaliation. The appropriate
Department Head and the Director of Affirmative Action shall jointly determine whether to
discontinue the investigation. In the case of a complaint against a Department/Division
Head/Mayoral Staff Member, such determination shall be made by the Mayor.
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11.

Final Investigative Report: The Investigator(s) shall prepare a final report which details the
allegations made, the investigative measures undertaken, a summary of witness statements
and the investigators’ findings and conclusions. The investigators may consult with the City
Attorney and the Affirmative Action Director in preparing this report. The emphasis of this
report shall be upon determining what actually happened and whether any allegations of the
complaint are sustained. This report shall not make any recommendations for discipline nor
for corrective action. This report is due to the Department/Division Head within 15 days of
the close of the investigation. The Department/Division Head shall determine whether to
accept the report or to order additional investigation. A copy of this report shall be forwarded
to the City Attorney and the Director of Affirmative Action who may have 15 days to provide
comment and review.
If the investigation involves allegations against a Department/Division Head, or a mayoral
staff member, the report will be forwarded to the Mayor. A copy of this report shall be
forwarded to the City Attorney and the Director of Affirmative Action who has 15 days to
provide comment and review.

12.

Corrective Action Plan: Within 10 days of the receipt of the Final Investigative Report the
Department/Division Head shall develop a Corrective Action Plan, in consultation with the
Affirmative Action Department, the Human Resources Department and the City Attorney’s
Office, that addresses the proper courses of action to be undertaken for any sustained
allegations of a complaint. The Corrective Action Plan shall encompass steps the
Department/Division Head feels are necessary to correct and/or prevent future violations of
this policy. These plans may include a requirement of mediation between the Complainant
and the Respondent or any other individual(s). Copies of the final plan should be provided to
the Affirmative Action Director, the Human Resources Director and the City Attorney. Final
responsibility for disciplinary action resides with the Department or Division Head. If the
investigation involves allegations against a Department/Division Head or Mayoral Staff
Member the Mayor will prepare a Corrective Action Plan.

13.

Follow Up Contact: The Complainant and the Respondent shall be notified of the results of
the investigation by the Affirmative Action Department employee responsible for
coordinating the investigation. Such notification shall be made as soon as practical after the
final investigative report has been approved or as soon as practical after the Corrective
Action Plan has been implemented, whichever event occurs last. If any allegations of a
complaint are sustained, the employee’s Department/Division Head should periodically make
contact with the Complainant and affected employees to determine whether any employee
has been the subject of any retaliation and whether the prohibited conduct has ceased.
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Training Responsibilities
1.

2.

Obligations of Department/Division Heads: Department/Division Heads must take
affirmative steps to ensure equal employment opportunities for all City employees. While
such affirmative management will take many forms, the following steps are required:
A.

Accept and announce responsibility for equal employment opportunities for
employees of her/his department, division or work unit. Announce that all reported
incidents of discrimination will be fully investigated and that proven violations will
be met with appropriate sanctions, including, if indicated, disciplinary actions up to
and including discharge.

B.

Circulate this memorandum to all employees, at least once a year and review this
policy with all lead-workers, supervisors and managers at least once each year.
Ensure that, at the earliest date that training is available, arrangements are made for
current, newly appointed or temporary supervisory personnel to attend City of
Madison training on Conducting Employee Misconduct Investigations.

C.

Cooperate with the Affirmative Action Department, the City Attorney’s Office and
the Human Resources Department in the development and implementation of
necessary orientation, training and education programs aimed at defining and
preventing violations of this policy. Ensure that all employees receive this training as
part of their new employee orientation training and at reasonable intervals throughout
their careers with the City.

Obligations of the Affirmative Action Department: the Affirmative Action Department is
the lead administrative unit for promoting the protections guaranteed under this policy. Its
representatives function as a resource tool for all City employees, including managers and
supervisors. The Department shall develop and provide training and education programs for
all employees, including specialized training for supervisors, to help promote this policy and
the goals embodied therein.

David J. Cieslewicz
Mayor
APM No. 3-5
September 26, 2005
Original APM dated 8/30/1996
(Revised 10/17/2000)
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