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Our Vision
The Oregon Employment Department envisions an Oregon where meaningful work enables the state’s
diverse people and businesses to realize their full potential, creating prosperity in every community.

Our Mission
The mission of the Oregon Employment Department is to support business and promote employment.
We deliver our services in more than 40 locations in Oregon and we accomplish our mission by:
• Supporting economic stability for Oregonians and communities during times of unemployment
through the payment of unemployment benefits.
• Serving businesses by recruiting and referring the best-qualified applicants to jobs and providing
resources to diverse job seekers in support of their employment needs.
• Developing and distributing a quality workforce and economic information to promote informed
decision-making.

The Oregon Employment Department is an equal opportunity employer/program. Auxiliary aids and services are
available upon request to individuals with disabilities. Language assistance is available to persons with limited
English proficiency at no cost.
El Departamento de Empleo de Oregon es un empleador/programa que respeta la igualdad de oportunidades.
Disponemos de servicios o ayudas auxiliares, formatos alternos y asistencia de idiomas para personas
con discapacidades o conocimiento limitado del inglés, a pedido y sin costo.

Table of Contents
Director’s Letter.............................................................................................................. 1
Programs........................................................................................................................ 2
Values, Operation Principles, and Strategic Goals......................................................... 3
Key Affirmative Action Contacts...................................................................................... 3
Organizational Chart....................................................................................................... 4
Agency Diversity and Inclusion Statement..................................................................... 5
Affirmative Action Policy Statement................................................................................ 5
Roles for Implementation of Affirmative Action Plan....................................................... 6
Progress Report: July 1, 2019 – June 30, 2021 ............................................................ 7
Demographic Analysis.................................................................................................. 13
Goals, Strategies, and Implementation: July 1, 2021 – June 30, 2023........................ 18
Leadership Evaluation.................................................................................................. 25
Succession Plan........................................................................................................... 25
Appendix A: State Policy Documentation..................................................................... 27
Appendix B: Federal Documentation . ......................................................................... 27
Appendix C: Agency Documentation............................................................................ 28
Policy Links..................................................................................................................... 28
Recruitment Planning Procedure - PR-0209.A Links...................................................... 29
Diversity, Equity, and Inclusion Training Descriptions..................................................... 36
Oregon Employment Department Equity and Inclusion Council Charter........................ 37
Equity and Inclusion Council Membership Participation Agreement............................... 39
Equity and Inclusion Questions Used During Recruitments........................................... 40
Gendered Wording in Job Announcements.................................................................... 43
Samples of Director’s All-Staff Communications............................................................ 44
Samples of Equity and Inclusion Council’s All-Staff Communications............................ 46
Internship Proposal......................................................................................................... 49

Appendix D: Additional Federal Documentation........................................................... 79
Appendix E: Complaints Options.................................................................................. 80
Appendix F: Report Tables........................................................................................... 85

Director’s Letter

Oregon Employment Department | Affirmative Action Plan 2021-2023 | Support Business | Promote Employment

Page 1

Programs
We carry out our mission through our Unemployment Insurance, Workforce Operations, and Workforce and Economic Research
programs. Additionally, we are building a new Paid Family and Medical Leave Insurance program. Our agency programs are guided
and supported by the Director’s Office, Administrative Business Services, Communications, Human Resources, IT Services, and
Modernization Program.
Unemployment Insurance
We administer unemployment insurance programs that provide temporary, partial wage replacement for workers who are unemployed
through no fault of their own. The income provided to unemployed workers partially stabilizes the economy in local communities that
are experiencing high unemployment during economic downturns.
We also promote reemployment and the preservation of a trained, local workforce for businesses during economic downturns.
We partner with state and federal agencies, including the U.S. Department of Labor, to administer unemployment insurance benefit
programs, federal extensions when they are available, and other specialized programs.
Workforce Operations
Our Workforce Operations division employees primarily serve businesses and job seekers to help grow a robust Oregon economy by
supporting innovative local workforce delivery systems focused on serving communities. We customize services that solve challenges
such as recruitment and training, and identify, screen, and refer job applicants to employers. We also assist businesses in securing
federal tax credits and offsets training costs for hiring specific populations such as persons receiving public assistance, people with
disabilities, veterans, and those who have been unemployed longer than six months.
Through a collaborative, customer-centric service delivery model, we work with partner agencies and organizations to assess and
improve the job-readiness of candidates, including teaching them job search skills and coaching them on job search strategies, options,
and expectations. Our primary partners include: regional and local training providers (Workforce Innovation and Opportunity Act Title
I), Workforce and Talent Development Board, Local Workforce Development Boards, Office of Workforce Investments (an interagency partnership between the Higher Education Coordinating Commission and the Employment Department), Department of Human
Services’ Self-Sufficiency and Vocational Rehabilitation programs, Commission for the Blind, Oregon’s 17 independent community
colleges, and local economic development organizations.
Workforce and Economic Research
We collect, estimate, analyze, publish, and distribute employment-related economic information to a variety of customers to help them
in their decision-making. Oregon’s tribal governments are among our list of primary customers, as well as private businesses, people
who are unemployed or otherwise seeking jobs, state and local workforce boards, elected officials and other policymakers, education
and training entities, students, government agencies, and news media. Information from the agency helps customers understand
current and future workforce trends and economic conditions. We regularly post economic and workforce information on
www.QualityInfo.org and www.OregonEmployment.blogspot.com.
Paid Family and Medical Leave Insurance
A Paid Family and Medical Leave Insurance (PFMLI) program was enacted by Oregon Revised Statutes Chapter 657B in 2019 to be
administered by the Employment Department. The PFMLI program provides eligible individuals with compensated time off from work
to care for and bond with a child during the first year of the child’s birth or arrival through adoption or foster care; to provide care for a
family member who has a serious health condition; to recover from an individual’s serious health condition; and to take leave related to
domestic violence, stalking, sexual assault, or harassment (safe leave).
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Values, Operating Principles, and Strategic Goals
How we behave and conduct business is crucial to the success of our agency and the entire workforce system. In our work with
customers, partners, stakeholders, and tribal governments, the Oregon Employment Department commits to the following values:
Integrity
We are trusted to keep our word, always acting with honesty and courage.
Respect
We value diverse perspectives, assume good intent, and act with compassion.
Community
We foster a sense of belonging for our employees, partners, and customers, creating positive impacts where we live and work.
Our work is guided by the following operating principles:
➥ We are conscientious stewards of public resources.
➥ We are accountable for our actions and we admit when we are wrong.
➥ We are inclusive and transparent in our decision-making.
➥ We seek out and form effective alliances to address community needs.
➥ We promote a positive, safe, and learning environment.
➥ We work hard, and we’re not afraid to laugh.
Our strategic goals are to:
➥ Continually advance our partnerships and systems to provide innovative services to Oregon’s diverse people and businesses.
➥ Engage with communities across the state to maximize awareness and use of public workforce resources.
➥ Foster an inclusive and fair work environment where employees feel valued and supported in reaching their full potential.
➥ Invite and retain talented, diverse people to help us exceed our customers’ expectations.

Key Affirmative Action Contacts
David Gerstenfeld
Acting Director
875 Union Street N.E.
Salem, Oregon 97311
(503) 947- 1477

Teresa Rainey
Equity and Inclusion Officer and
Affirmative Action Representative
875 Union Street N.E.
Salem, Oregon 97311
(503) 947-1661

Eric Villegas
Universal Access Coordinator
875 Union Street N.E.
Salem, Oregon 97311
(503) 947-1794

Christian Gaston
Workforce and Labor Policy Advisor,
Office of Governor Kate Brown
900 Court Street N.E., 160
Salem, Oregon 97301
503-378-6829
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WorkSource
Oregon Centers

STRATTON, Sherri
Southern OR
Area Mgr
541-776-6294

SARGENT, Debbie
South Coast
Area Mgr
541-751-8501

HURLIMAN,
Stephanie
Northwest OR
Area Mgr
503-468-8840

GIBBS, Amy
Central OR
Area Mgr
541-388-6050

SUSMAN, Ed
Eastern OR
Interim Area Mgr
541-709-6048

CALDERON, Tracy
Clackamas
Area Mgr
971-673-6457

ERHARDT, Tom
Mid-Valley
Area Mgr
503-378-8575

DAVIDSON, Julie
Lane Area Mgr
541-686-7682

BUTLER, Danell
Portland Metro
Area Mgr
503-280-6002

Area Managers

Connectivity
Director
Kristin K. Jones
503-947-1299

Business
Analyst
Adalberto
Rubio
503-507-6964

Program
Manager
Aaron Harris
503-378-4838

Internal Auditor
Gina De Lira-Brown
503-947-3015

Deputy Director
Jeannine Beatrice
503-947-1476

Systems &
Economic Analysis
Group Manager
Nick Beleiciks
503-871-1358

UI Interim Deputy
Director, Tax
Jim Terrusa
503-947-1683
Unemployment
Insurance
Contact
Centers

Regional
Analysis Group
Manager
David Nelson
503-947-1208

UI Deputy
Director,
Operations &
Program Support
Lisa Schriever
503-947-1656

Surveys Group
Manager
David Yamaka
503-947-1209

Workforce and Economic
Research Director
Bob Uhlenkott
503-947-1212

UI Deputy
Director, Claims
Sara Cromwell
503-947-1388

Unemployment Insurance
Director
Lindsi Leahy
503-947-1388

Workforce
Operations
Interim
Deputy Director
Tara Morrell
541-523-6331
Ext. 229

Workforce Operations
Director
Jim Pfarrer
503-947-1655

Equity and Inclusion
Officer
Teresa Rainey
503-586-9240

Acting Director
David Gerstenfeld
503-947-1477
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Paid Family and Medical
Leave Insurance
Deputy Director
Ashley Carson Cottingham

Paid Family and Medical
Leave Insurance
Interim Director
Gerhard Taeubel
503-947-0585

April 1st, 2021

IT Services
Manager
Heath King
503-947-1607

Systems
Manager
Desi Villaescusa
503-947-1621

Security Analyst
Jeff Dreiling
503-947-1223

Applications
Development
Manager
Josh Williams
503-947-1620

Data
Management
Team Manager
Nancy Curtis
503-947-1816

Project
Management Office
Manager
Jan Kailuweit
503-947-1895

Deputy CIO/
Security Manager
Martin Hepp
503-947-1976

Chief Information
Officer
Bill Truex
503-947-1562

Executive
Assistant
Katherine Bartlett
503-947-1474

Property and Risk
Management
Manager
Tim Dunks
503-947-1706

Budget
Manager
Julie Boston
503-947-1796

Financial Services
Manager
Dean Criscola
503-947-1440

Employment
Appeals Board
Susana Alba
503-378-2086

ED PUB 11 (0421)

Human Resources
Deputy Director
Jess Ponaman
503-932-6932

Office of
Administrative
Hearings
Chief ALJ
John Mann
503-612-4311

Legislative Affairs
Operations and
Policy Analyst
Justin Freeman
503-947-1758

Human Resources
Director
Sharon Tietsort
503-947-1319

Legislative Affairs
Operations and
Policy Analyst
Laura Hanson
503-986-1708

Communications
Director
Melanni Rosales
503-949-1851

Legislative Affairs
Operations and
Policy Analyst
Rebecca Nance
503-947-3098

Modernization
Deputy Director
Keith Shribbs
971-304-4647

Modernization
Director
Renee Royston
971-304-5116

Legislative Affairs
Operations and
Policy Analyst
David Genz
503-947-1715

Procurement
Manager
Heather Wyland
503-947-1238

Chief Financial
Officer
Mike Smith
503-947-1213

Operations and
Policy Analyst
Anne Friend
503-947-1471
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Agency Diversity and Inclusion Statement
We foster fairness, equity, and inclusion to maintain a workplace environment where everyone is treated with respect and dignity
regardless of race, color, national origin, religion, sex, sexual orientation, gender identity, marital status, age, veteran status, disability,
or status as a victim of domestic violence, harassment, sexual assault, or stalking. This policy applies to every aspect of our
employment practices, including recruitment, hiring, retention, promotion, and training. Our goal is to be an employer of choice for
individuals of all backgrounds and to promote an inclusive workplace culture that encourages diversity and allows employees to excel.
Our diversity and inclusion statement is posted on our public website and in every posted recruitment. The statement also is included in
the all-staff emails sent by our Equity and Inclusion Council (Council) and is the first paragraph of the Council’s charter, which is posted
on the agency intranet.

Affirmative Action Policy Statement
We are committed to achieving a workforce that represents the diversity of the Oregon community and being a leader in providing our
employees and customers with fair and equal employment opportunities. Accordingly, equal employment opportunities are afforded to
all applicants and employees by making non-discriminatory employment-related decisions. Employment practices will comply with the
state’s Affirmative Action Guidelines and state and federal laws for all protected classes.
Protected classes under federal or state law include race; color; national origin; sex (includes pregnancy-related conditions); religion;
age (18 and older); physical or mental disability; marital status; family relationship; sexual orientation; gender identity; whistleblower;
expunged juvenile record; injured worker; a person who uses leave covered by the federal Family and Medical Leave Act or Oregon
Family Leave Act; a person who uses military leave; a person who associates with a protected class; a person who opposes unlawful
employment practices, files a complaint, or testifies about violations or possible violations; and any other protected class as defined by
federal or state law.
We will implement an affirmative action plan and make it widely known that equal employment opportunities are available based on
individual merit.
We will survey and analyze our workforce on an annual basis to determine what steps, if any, are needed to conform effectively with
this equal employment policy and to redress prior discrimination, if any, by programs against protected groups. This annual practice will
ensure nondiscrimination in prospective employment actions and create a supportive environment for qualified workers of all backgrounds.
The objectives of this policy are to:
➥ Include and recognize the uniqueness of qualified people of all abilities and all protected groups in Employment Department
workplaces throughout Oregon.
➥ Create an environment that allows for open communication about differences and empowers each individual to do their best work
in serving Oregonians and Oregon businesses.
➥ Endeavor to hire, promote, and retain qualified members of protected groups in all job categories at rates reflecting actual
workforce availability.
➥ Identify and remedy employment practices that treat employees differently or employment practices with adverse disparate
impacts upon members of protected groups.
➥ Engage in non-discriminatory outreach efforts to recruit and improve retention of qualified members of protected groups as
Employment Department employees.
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➥ Monitor progress in recruitment, hiring, promotion, transfer, and retention of qualified members of protected groups in all
job categories.
➥ Ensure that Employment Department employees are not discriminatory toward one another, customers, partners, or
stakeholders.
➥ Facilitate cultural intelligence of Employment Department employees to provide a supportive environment for qualified workers
of all backgrounds and to improve services to the diverse communities we serve.
Our affirmative action policy can be found in our most recent Affirmative Action Plan, which is posted on the agency’s public website,
intranet, and in high-traffic areas at every agency worksite.

Roles for Implementation of Affirmative Action Plan
Agency Director
We have had two directors throughout the 2019-2021 biennium, both of whom have been visible and vocal leaders of our equity and
inclusion work. The current director was appointed in June 2020, and one of his first communications to all employees was to support
racial justice in the wake of George Floyd’s killing (see Appendix C). The director also moved the Equity and Inclusion Officer to the
Director’s Office and added the Equity and Inclusion Officer to our Executive Team to reflect the importance of equity and inclusion to
our mission, vision, and values, and how vital it is that these considerations are at the forefront of our work. The director also attends
the monthly Equity and Inclusion Council meetings.
The director regularly shares the value of equity and inclusion during Executive Team meetings, stakeholder meetings, and in
communications to all employees. The director also sends the annual statewide diversity conference registration information to all
employees and invites them to attend (see Appendix C). The director continues to be a strong, visible presence in our equity and
inclusion work.
Managers
Managers are essential in implementing equity across all agency processes and have specific affirmative action responsibilities under
Executive Order 17-11. Many of our managers have been strong supporters of equity and inclusion initiatives. They encourage and
support their teams in engaging in dialogue, attending relevant training courses, and providing feedback and ideas to the Equity and
Inclusion Council.
Similarly, many agency managers have supported their employees in applying to serve on the Equity and Inclusion Council and allowed
them up to eight hours each month to complete Council workload, per the Council’s membership agreement (see Appendix C). Managers are also frequent attendees of optional training and seminars hosted by the Equity and Inclusion Council, as well as other relevant
events and training.
Affirmative Action Representative
In September 2017, we dedicated resources to the full-time position of an Equity and Inclusion Officer, who serves as the Affirmative
Action Representative. The Equity and Inclusion Officer chairs the Equity and Inclusion Council and develops and implements
programs designed to meet our goal of a diverse and inclusive workforce. This position reports to the Director’s Office and, as a
member of the Executive Team, provides vision, direction, counsel, and leadership to all employees in areas of equity, diversity,
and inclusion in their daily work and in the programs and activities of the agency.
Additional responsibilities include developing our long-range plans, goals, objectives, and milestones; evaluating program effectiveness; increasing the diversity of the Employment Department workforce; reducing barriers to employment faced by protected classes
and underrepresented groups; engaging the organization in dialogue that promotes understanding, respect, and inclusion in the work
Oregon Employment Department | Affirmative Action Plan 2021-2023 | Support Business | Promote Employment

Page 6

environment; and collecting data, conducting analyses, and providing reports on our progress related to equity, inclusion, affirmative
action, and diversity.
In addition to chairing and supporting the Equity and Inclusion Council, the Equity and Inclusion Officer has also served as one of
our representatives for the State of Oregon Diversity, Equity, and Inclusion Conference from 2017-2019 and co-chaired the
2019 conference.
Equity and Inclusion Council
During the past biennium, we have continued dedicating resources to maintaining an Equity and Inclusion Council comprised of 12-15
of our employees. The purpose of the Equity and Inclusion Council is to promote and support equity and inclusion by providing a wide
range of policy recommendations to the Executive Team and learning opportunities to the entire Employment Department. The Council
envisions the Employment Department as a workplace where individual strengths are recognized and appreciated and all employees
are encouraged to contribute. Our director sponsors the Council and attends its monthly meetings; the Council’s work is also authorized
and supported by the Employment Department’s Executive Team. The Council’s membership agreement provides for each member to
devote up to eight working hours each month in carrying out their council duties. The council’s charter and membership agreement can
be found in Appendix C .
The Equity and Inclusion Council has initiated several projects designed to attract and retain a diverse workforce, foster cultural
intelligence throughout the agency, and educate current employees, including managers, on the benefits of forming diverse teams and
promoting leaders who represent the diversity of Oregon. Training and seminars are discussed further in the 2019-2021 Affirmative
Action Plan Progress Report section. Each training has been made available on the statewide training system, iLearn, so that
employees can receive credit for attending. Employees can either attend in person, participate via livestream, or watch the recorded
session. In dedicating resources to hosting these sessions, our equity goal is to increase mutual understanding and respect and
decrease unconscious bias among the many diverse communities that make up our workforce and customers. These intentional
actions will likely lead to increased hiring, retention, and promotion of qualified, culturally diverse employees.
Regular communication to all employees on the importance of an inclusive workforce and practical tips for addressing inequitable
treatment in the workplace is a critical component of the Equity and Inclusion Council’s work. The Equity and Inclusion Council provides
articles for the monthly agency newsletter (InnerView) and has covered a wide array of diversity topics over the past biennium.
Samples of the Council’s communications can be found in Appendix C.

2019-2021 Affirmative Action Plan Progress Report
Affirmative Action Goals, Strategies and Status
for July 1, 2019 – June 30, 2021
Goals

Strategies

Status

Increase recruitment
outreach to traditionally
underrepresented
populations

The agency will finish updating its Criminal
Records Check policy and procedure and post
them on its public website to demonstrate the
agency’s longstanding commitment to reducing
barriers to employment for populations
disproportionately impacted by criminal
records checks.

Completed. The updates incorporated guidance
from the Equal Employment Opportunity Commission (EEOC) on mitigating disproportionate impacts
of criminal records checks on Black and Hispanic
applicants. The updated policy is explained and
linked to in every agency job announcement and is
available on the agency’s careers page at
Due date: July 31, 2019 https://www.oregon.gov/employ/Agency/Pages/Howto-Apply.aspx
Continues on next page
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The agency will finish updating its telecommuting
and telework policies and procedures.

In progress. In September 2020, the agency
adopted the DAS Working Remotely policy that
Due date: September 31, 2019 aligns with the State of Oregon Workday human
management system. As stated in the policy, “Use of
remote work options promote the health and safety
of Oregonians; ensures high-quality work and optimal use of resources for agencies; ensures cultural,
equity and accessibility issues are addressed in a
meaningful way; and supports flexibility and work-life
balance for employees.” The policy is available at
https://www.oregon.gov/das/Policies/50-050-01.pdf.
A group of union and management representatives
are working on how the agency can continue
expanding teleworking and presented draft guidelines to the Executive Team in September 2020.

Agency employees in WorkSource Oregon
centers will continue to work with Human
Resources to post competitive recruitments.
The Equity and Inclusion Officer will provide
job announcement flyers to employees who
participate in the agency’s extensive community
engagement activities to enhance recruitment
efforts. The agency will also institute closer
tracking of community engagement activities.

In progress. WorkSource centers assist with some
agency recruitments and continue tracking
community engagement activities. Work on job
announcement flyers was delayed by the
implementation of Workday. See the 2021-2023
Goals and Strategies table for more information.

Due Date: December 31, 2019
The Equity and Inclusion Council will develop a
resource list of community groups to assist hiring
managers in advertising their positions through
increased community engagement.

In progress. The Council has developed a resource
list that will be shared with hiring managers. In
addition, Human Resources partnered with the
Department of Consumer and Business Services
Due Date: December 31, 2019 to develop and use additional job boards resources
targeted to veterans, people of color, and people
with disabilities during the hiring surge related to the
COVID-19 pandemic.

The agency Recruitment Analyst will continue to Completed. The Recruitment Analyst has connected
source candidates through LinkedIn and connect with three LinkedIn groups for professionals with
with candidates via LinkedIn diversity groups. The disabilities.
Recruitment Analyst will also add two to three
LinkedIn groups for professionals with disabilities.
Due Date: December 31, 2019
Equity and Inclusion Council members will attend
at least 10 community events specifically to raise
awareness of open agency positions throughout
underrepresented communities.

Completed. Council members have attended at
least 10 events (both in person and online) and will
continue seeking opportunities.

Due Date: June 30, 2021
Continues on next page
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Human Resources will continue to work with
the Governor’s Office for Diversity, Equity, and
Inclusion to reach diverse populations. The
Equity and Inclusion Officer will continue posting
positions at secure online diversity sites and
increase the list of secure sites. The Equity and
Inclusion Officer will also continue emailing
postings to a diversity distribution list and
increase the number of contacts on the list.

Ongoing. Human Resources and the Equity and
Inclusion Officer partner on sharing job postings with
the Governor’s Officer for Diversity, Equity, and
Inclusion/Affirmative Action. The Equity and
Inclusion Officer posts positions on relevant online
diversity sites such as Partners in Diversity and PDX
Women in Tech, as well as emailing positions to
various contacts.

Due Date: ongoing
The Recruitment Analyst will ensure that all job
announcements include the Equal Employment
Opportunity (EEO) and diversity and inclusion
statement. The Recruitment Analyst will continue
to meet with every manager before their position
is posted to discuss recruitment strategies and
provide tools from the Equity and Inclusion
Council, such as supplemental hiring questions
and research-based guidance on gendered
language.

Ongoing. All job postings have the agency EEO
and diversity and inclusion statement, along with
information on the agency’s gender identity and
expression procedure, criminal records check policy,
and reasonable accommodations contacts.

Due Date: ongoing
Meet requirements of
Executive Order
17-11

The agency’s Classification and Compensation
Analyst will continue updating management and
non-management position descriptions to include
language around diversity, equity, and inclusion
as the positions come up for recruitments, with
a goal of all management positions descriptions
including this language.

Completed. All job postings have required language
in the “What we are looking for” section regarding
diversity and inclusion, and all management
positions include additional language in accordance
with EO17-11 that can be found in the agency’s
Recruitment Planning Procedure - PR-0209.A
(see Appendix C )

Due Date: July 31, 2019
In progress. The Equity and Inclusion Officer has
continued working with managers individually to
provide guidance and resources. Due to the
COVID-19 pandemic, the high workload related to
processing unemployment benefits has taken priority
over attendance at non-mandatory training for the
majority of 2020, and managers have not been
surveyed to assess this goal. However, all employees
are supported in attending at least one session of
the State of Oregon Diversity, Equity, and Inclusion
Conference in 2020 (see Appendix C), and more than
100 employees attended this conference in 2019
Due Date: December 31, 2019
and 2018. Due to limited seats available in 2018 and
2019, the first priority was given to employees who
had not attended in the year prior, and seats were
allocated proportionately to each division to promote
equitable access.
Continues on next page

The Equity and Inclusion Officer will record
baseline data from the manager survey, provide
guidance and resources to individual managers based on their survey results, and work to
increase the percentage of managers who are
taking specific steps to foster a diverse workforce
and a workplace free of discrimination. Specific
goals include 75% of managers taking specific
steps to provide equitable access to nonmandatory training, new projects, and attendance
at diversity-oriented training.
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The agency will continue providing respectful
In progress. The agency has continued providing
leadership training to new managers and working leadership training to managers. Due to the
toward performance management goals.
COVID-19 pandemic, a large number of new
Due Date: ongoing managers have been hired and a leadership training
plan is being developed for this cohort.
The Equity and Inclusion Officer will continue to
pull demographic statistics twice a year; review
for disparate impact; share with the Human
Resources Director, Equity and Inclusion Council,
Executive Team, and all managers; and provide
recommendations as needed.

Ongoing. The Equity and Inclusion Officer has also
created a “Demographics Snapshot” page on the
employee intranet, to be updated quarterly in order
to provide current demographics.

Due Date: ongoing
Human Resources will continue sending a link to
the Statewide Exit Interview Survey via email to
exiting employees either before or after separation. The Equity and Inclusion Officer will request
the Statewide Exit Interview Survey results from
the Department of Administrative Services twice
per year and share results and trends with the
Human Resources Director, Human Resources
Business Partners, Executive Team, and all
managers within the agency as appropriate.

Ongoing. Due to the adoption of Workday, exiting
employees automatically receive an exit survey.

Due Date: ongoing
Provide diversity training
and information to all
employees and enhanced
training for all managers

The majority of employees in the Workforce
Operations and Unemployment Insurance
divisions will complete the three diversity trainings
obtained through the U.S. Department of Labor.
In the fall of 2018, all managers will receive
additional training from Human Resources and
the Equity and Inclusion Officer.

Completed. The majority of employees in the
Workforce Operations and Unemployment Insurance
divisions completed the “Diversity Works,” “Culture
Matters: Managing Unconscious Bias,” and
“Disability Awareness” training in the fall of 2018.
New employees were assigned this training during
the onset of the COVID-19 pandemic in March 2020.
Due Date: July 31, 2019 See Appendix C for training descriptions. Both the
high workload and social distancing restrictions
within the agency curtailed two in-person training
sessions in this series (“Diversity Works” and
“Culture Matters: Managing Unconscious Bias”).
Planning is underway to replace “Diversity Works,”
as the supplier has also discontinued support, and
“Culture Matters: Managing Unconscious Bias” has
been adapted to a virtual environment and is now
being offered again. “Disability Awareness” has
always been provided online, so it has not been
affected.
Continues on next page
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In progress. The agency began using an online
assessment from SHL in early 2020 for its highestvolume positions to reduce conscious or
unconscious bias in the applicant review and scoring
Due Date: June 30, 2020 process. Equity and Inclusion Council members are
invited to participate in the majority of interviews to
provide feedback and gather additional information
to assist with developing resources. The agency has
recently purchased additional assessments,
including a general managerial and two different
professional assessments.

The Equity and Inclusion Council will provide
equity lens-based tools for hiring panels and
managers to assist with reviewing and scoring
applicants and conducting reference checks.

The agency will provide the three diversity
training obtained under the U.S. Department
of Labor on an ongoing basis, particularly for
new employees. The agency will also develop a
bystander intervention training to provide tools
to help employees actively assist in creating and
maintaining a respectful and inclusive workplace.

Completed. The majority of agency employees
completed three diversity training courses (“Diversity
Works,” “Culture Matters: Managing Unconscious
Bias,” and “Disability Awareness”) in the fall of 2018.
New employees were assigned their training until
the onset of the COVID-19 pandemic in March 2020.
Both the high agency workload and social distancing
Due date: June 30, 2021 restrictions curtailed the two in-person courses in
this series. Planning is underway to replace
“Diversity Works,” as the supplier has also
discontinued support, and the unconscious bias
training has begun being offered online. “Disability
Awareness” has always been offered online, so it
has not been affected. In August 2020, the agency
began providing a seven-hour, highly interactive
bystander intervention training through a virtual
platform. The training is called “Culture Matters:
Bystander Intervention Skillbuilding.” This training is
also available at no cost to our workforce partners.

Completed. The agency has hosted seven
diversity-based Lunch and Learns and seminars
since July 1, 2019. The topics were reasonable
accommodations related to disability, pregnancy,
domestic violence, and religion; trauma-informed
Due Date: June 30, 2021
customer service; mental health and wellness in the
workplace (for two separate seminars); poverty in
Oregon; veteran experiences; and Hispanic
Americans.

The Equity and Inclusion Council will host an
additional six to nine diversity-based Lunch and
Learns or other agency-wide educational
opportunities for staff.

Continues on next page
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The Council will continue to submit monthly
newsletter articles for the agency-wide
newsletter and develop further communication
tools for demonstrating the agency’s value of a
diverse workforce to our employees.

Ongoing. Although the agency newsletter was
paused due to the COVID-19 pandemic response,
the Council has shifted to sending agency-wide
emails to continue providing information related
to diversity, equity, and inclusion to all employees.
Due Date: ongoing Topics have included Black History Month, service
animals in the workplace, LGBTQ+ Pride, language
access, and veterans. The agency director has
sent two all-staff emails regarding racial justice
(see Appendix C for one email), and the Equity and
Inclusion Council has also emailed a series of racial
equity exercises to all employees, designed with
consideration to social distancing guidelines and
extremely high agency workload (see Appendix C
for examples).

Develop annual action
plan or strategic plan for
equity and
inclusion

Using its updated charter and current Affirmative
Action Plan as a guiding document, the Equity
and Inclusion Council will submit a strategic plan
and/or annual action plan and budget request to
the Executive Team.

Partially completed. The Council incorporated
strategic equity goals into the agency’s overall
strategic plan. Procurement requests for equity and
inclusion projects are submitted to the Executive
Team or appropriate division director as needed.

Due Date: December 31, 2019
Evaluate programs,
policies, and
procedures using
an equity lens

The Equity and Inclusion Council will draft a
procedural document regarding transgender
employees and customers to further the
agency’s implementation of the statewide policy
on Discrimination and Harassment Free
Workplace (50-010-01).

Completed. This procedure is linked in every
agency job announcement and is available on the
agency’s careers page at https://www.oregon.gov/
employ/Agency/Pages/How-to-Apply.aspx

Due Date: July 31, 2019
The agency will establish a schedule for the
Equity and Inclusion Council to evaluate
programs, policies, and procedures using an
equity lens. The Council will provide findings and
recommendations to the Executive Team.

In progress. An assessment of unemployment
benefits from an equity perspective is in progress.
A schedule of future assessments has not yet been
developed.

Due Date: June 30, 2020
Increase internship
opportunities for
traditionally
underrepresented
groups

The agency will continue hosting interns through
the Department of Human Services’ Vocational
Rehabilitation program, with a goal of hosting
five interns in the next biennium. The agency will
also host six interns from other underrepresented
groups and include mentorship as a key
component of each internship.

In progress. The agency hosted a Hatfield Fellow
from Portland State University in 2019 to develop
a more detailed internship plan (see Appendix C).
However, implementing this plan has been delayed
due to the agency’s COVID-19 pandemic response,
including an unprecedented workload for unemployment insurance benefits and the implementation of
Due Date: June 30, 2021 social distancing requirements.
Continues on next page
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In 2019 through 2020, the agency awarded more
than 100 Qualified Rehabilitation Facilities (QRF)
Work Order Contracts for temporary administrative
services. A QRF must employ individuals with
qualifying disabilities for at least 75% of the hours of
direct labor across the entire company and provide
vocational services that enable employment
opportunities for individuals with disabilities.
Approximately 83 of the Contracts awarded were in
response to COVID-19. The agency is in the process
of converting many of the employees hired on
contract to OED limited duration employees.
Enhance existing
mentorship program
for traditionally
underrepresented
groups

In progress. The Equity and Inclusion Council has
The Equity and Inclusion Council will further
develop the existing mentorship program to assist successfully completed a mentorship pilot project to
assist with achieving this goal.
with retention and development of new hires
and current employees from underrepresented
groups, with a goal of 75% of managers assisting
their employees in connecting to mentors.
Due Date: June 30, 2021

Demographic Analysis
Our goal is to create a workplace where all employees thrive, succeed, and look forward to coming to work each day. As one of the
primary state agencies focused on serving job seekers and businesses, we also recognize our potential to serve as a model employer
for implementing equity and inclusion initiatives, including in hiring, retention, promotion, and succession planning. Accordingly, our
Equity and Inclusion Officer regularly collects, analyzes, and reports demographic data for the agency’s applicants and workforce to
determine if there are underrepresented groups in specific areas.
Oregon Employment Department workforce data are gleaned from Workday and give us a snapshot of our agency as of June 30,
2020. Oregon labor force statistics for comparison, which encompass the state’s employed and unemployed population, are from the
U.S. Census Bureau’s 2014-2018 American Community Survey, the most recent data available. Table 1 shows the percentage of the
Employment Department’s overall workforce by disability, gender, race or ethnicity, and veteran status. Table 2 through Table 7 show
breakdowns of the agency’s workforce across job categories by age, disability status, gender, race or ethnicity, and veteran status.
Table 8 and Table 9 show promotions by disability status, gender, race or ethnicity, and veteran status. Table 10 shows the time spent
in current job positions and salaries, by gender, and race or ethnicity.
Current Workforce, Applicants, and Hires
An analysis of our workforce as of June 30, 2020, shows that the agency’s demographic makeup is comparable to the state’s overall
labor force in terms of race, ethnicity, and veteran status but looks quite different in terms of gender and disability status. Men make up
just 36% of the Employment Department’s workforce despite making up 53% of Oregon’s labor force. Nearly 5% of department staff
reported having a disability. This compares to roughly 8% of the labor force with a disability. While it is uncertain why a disproportionate
share of men and people with a disability work at the agency, one possibility is that a smaller share of those applicants is applying to
work at the department. Those with a disability may also feel uncomfortable disclosing that information to their employer.
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A look at applicant data fails to shed light on several
questions. Asking about the disability status of
applicants is prohibited by law and gender
information was only disclosed by 13% (3,400) of
the agency’s 25,200 applicants from July 1, 2019
to June 30, 2020. A much larger share of those who
were subsequently offered a position at the agency
chose to disclose their gender. Of the 1,300 offered
positions, 45% chose to disclose their gender. Of
those, roughly 66% were women, 33% were men,
and 1% identified as some other gender.
Supervisors
The racial and gender makeup of the Employment
Department’s supervisors shows that while people
of color overall have proportionate representation
compared to each racial and ethnic categories’
share of the labor force, there is a slightly
disproportionate share of Asian women in
supervisory roles at the agency. In fact, women
overall have a disproportionate share
of supervisor roles compared to their share of the
agency’s workforce, making up 55% of supervisors
despite making up 63% of agency personnel.

Table 1: Oregon Employment Department and Statewide Labor Force
Comparison
Oregon
Employment
Department
Category
#
%
American Indian/Alaska Native
20
1.3%
Asian
81
5.2%
Black/African American
42
2.7%
Hispanic or Latino
211
13.4%
Native Hawaiian/Other Pacific Islander
8
0.5%
Two Or More Races
52
3.3%
White
1,103
70.8%
Race Not Disclosed
42
2.9%

Oregon Labor
Force
%
1.1%
4.6%
1.9%
12.4%
0.4%
3.8%
76.9%
-

Female
Male
Other or Not Disclosed

985
562
12

63.2%
36.1%
0.8%

47.1%
52.9%
-

With a Disability
Veteran Status

73
132

4.7%
8.5%

7.5%
7.9%

Total

1,559

100%

100%

Source: Oregon Employment Department, Work day and U.S. Census Bureau, ACS
2014-2018 5-Year Estimates
Note: OED employee data consists of those employed on June 30, 2020

Table 2: Oregon Employment Department Supervisors by Race and Gender as of June 30, 2020
Male
Race/Ethnicity
American Indian or Alaska Native
Asian
Black or African American
Hispanic or Latino
I do not wish to answer
Native Hawaiian or Other Pacific Islander
Two or More Races
White
All Supervisors

#
2
4
2
3
4
0
0
39
54

%
3.3%
4.2%
2.5%
13.3%
3.3%
0.8%
0.8%
71.7%
100%

Female
#
2
1
1
13
0
1
1
47
66

%
3.0%
1.5%
1.5%
19.7%
0.0%
1.5%
1.5%
71.2%
100%

All Supervisors
#
4
5
3
16
4
1
1
86
120

%
3.3%
4.2%
2.5%
13.3%
3.3%
0.8%
0.8%
71.7%
100%

Oregon Labor
Force
%
1.1%
4.6%
1.9%
12.4%
0.4%
3.8%
76.9%
-

Source: Oregon Employment Department, Work day and U.S. Census Bureau, ACS 2014-2018 5-Year Estimates

Analysis of those in the principal executive/manager job series, which encompasses nearly all supervisor roles in the agency, reveals
that women and people of color are underrepresented in higher-level decision-making roles compared to their white and male peers.
Nearly half of women in principal executive/manager positions (49% or 31 out of 63 women) are in the lowest level – and lowest paying
role – the Employment Department offers as principal executive/manager B, compared to just 26% of men in principal
executive/manager roles.
Likewise, half of the agency’s managers of color (15 out of 30) are in the principal executive B classification compared to only 34% of
white managers (28 out of 82).
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Table 3: Principal Executive/Managers by Gender as of June 30, 2020
Male
Salary
Job Title
Schedule
Principal Executive/Manager B Exempt
26
Principal Executive/Manager C Exempt
28
Principal Executive/Manager D Exempt
31
Principal Executive/Manager D Non Exempt
31
Principal Executive/Manager E Exempt
33
Principal Executive/Manager F Exempt
35
Principal Executive/Manager G Exempt
38
Principal Executive/Manager H Exempt
40
All Princial Executive Managers
-

#
14
11
4
1
14
2
7
0
53

%
30.4%
64.7%
25.0%
100.0%
63.6%
33.3%
87.5%
0.0%
45.3%

Female
#
31
6
12
0
8
4
1
1
63

%
67.4%
35.3%
75.0%
0.0%
36.4%
66.7%
12.5%
100.0%
53.8%

Other or Not
Disclosed
#
1
0
0
0
0
0
0
0
1

Total

%
#
2.2% 46
0.0% 17
0.0% 16
0.0% 1
0.0% 22
0.0% 6
0.0% 8
0.0% 1
0.9% 117

Source: Oregon Employment Department, Workday

Equal Employment Opportunity Demographics
The following tables show the Oregon Employment Department’s demographics in terms of age, disability, gender, race, and veteran
status, and across Equal Employment Opportunity (EEO) job categories as of June 30, 2020, and as provided by the Workday system.
This data will be reviewed with future data to assess for any trends going forward. Regular review of data on workforce representation
is a vital component in evaluating equity and inclusion initiatives and planning new, targeted strategies.

Table 4: Employee Representation by Race and Ethnicity as of June 30, 2020
American
Total
Indian or
Employment Alaska
Native
Equal Opportunity Job Categories
Administrative Support
Officials and Administrators
Paraprofessionals
Professionals
Service
Skilled Craft Workers
Technicians
Employment Department Total
Oregon Labor Force Total

#
120
117
0
1,307
0
0
15
1,559
2,060,919

%
1.7%
3.4%
0.0%
1.1%
0.0%
0.0%
0.0%
1.3%
1.1%

Asian

%
0.8%
4.3%
0.0%
5.7%
0.0%
0.0%
0.0%
5.2%
4.6%

Black or
Hispanic
African
or Latino
American
%
3.3%
2.6%
0.0%
2.7%
0.0%
0.0%
0.0%
2.7%
1.9%

%
13.3%
14.5%
0.0%
13.5%
0.0%
0.0%
13.3%
13.5%
12.4%

Native
Hawaiian
or Other
Pacific
Islanders
%
1.7%
0.9%
0.0%
0.4%
0.0%
0.0%
0.0%
0.5%
0.4%

Two or
More
Races

White

Do Not
Wish to
Answer

%
3.3%
0.9%
0.0%
3.5%
0.0%
0.0%
6.7%
3.3%
3.8%

%
73.3%
70.1%
0.0%
70.5%
0.0%
0.0%
73.3%
70.8%
76.9%

%
2.5%
3.4%
0.0%
2.6%
0.0%
0.0%
6.7%
2.7%
-

Source: Oregon Employment Department, Work day and U.S. Census Bureau 2014-2018 5-Year ACS Estimates
*Affirmative Action Statistics are voluntary and may not accurately reflect the actual diversity of the agency.

Race
Based on data from June 30, 2020, the Oregon Employment Department employs a similar share of people in each racial category
compared to their respective shares of Oregon’s labor force and the department’s workforce. However, less than 1% (0.9%) of
Employment Department employees who identify as two or more races work in officials and administrators jobs despite making up
more than 3% of the department’s workforce.
Gender, Disability, and Veteran Status
The Oregon Employment Department’s staff is nearly two-thirds (64%) women. However, the occupational distribution of women in
the department is uneven, as women make up 80% of administrative support staff (lower-paying jobs) and roughly 55% of officials and
administrators (higher-paying jobs).
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Workers with disabilities are slightly underrepresented
in the officials and administrators and technicians
categories compared to the overall makeup of
Employment Department staff. However, as both of
these categories have a small number of workers, the
addition of a single worker with a disability would bring
the distribution of workers with disabilities closer to
parity (4.3% for officials and administrators and 6.7%
for technicians).
Veterans have a strong agency presence in the officials
and administrators category but are underrepresented
in the administrative support and technicians
categories.
Age

Table 5: Employee Representation by Gender as of June 30, 2020
Total
Employment
Equal Opportunity Job Categories

Male

Female

#

%

%

Administrative Support

120

20.0%

80.0%

Officials and Administrators

117

45.3%

54.7%

0

0.0%

0.0%

1,304

36.9%

63.1%

Service

0

0.0%

0.0%

Skilled Craft Workers

0

0.0%

0.0%

15

33.3%

66.7%

1,556

36.2%

63.8%

52.9%

47.1%

Paraprofessionals
Professionals

Technicians
Employment Department Total
Oregon Labor Force Total

2,060,919

Source: Oregon Employment Department, Work day and U.S. Census Bureau 20142018 5-Year ACS Estimates
*Affirmative Action Statistics are voluntary and may not accurately reflect the actual
diversity of the agency.

Generation X – those born between 1965 and 1980 –
make up the largest share of the Employment
Department’s employees at 41%, followed by the
Baby Boomer generation (30%), and Millennials (26%).
Generation Z (born 1997 – current) makes up less
than 2% of the agency’s workforce. With the oldest
of Generation Z being 23 years of age, most of this
generation has not yet entered the workforce. Most age
groups, with a few exceptions, are represented in each
job category compared to their presence in the agency’s
workforce. Generation X makes up only 41% of agency
staff yet makes up 53% of officials and administrations
and technicians, respectively. This is likely because
Generation X has had more time to gain job experience
and education compared to younger generations.

Table 6: Employee Representation by Disbility and Veteran
Status as of June 30, 2020
Total
With a
Veteran
Employment Disability
Equal Opportunity Job Categories

#

%

%

Administrative Support

120

9.2%

2.5%

Officials and Administrators

117

3.4%

12.0%

0

0.0%

0.0%

1,304

4.5%

8.8%

Service

0

0.0%

0.0%

Skilled Craft Workers

0

0.0%

0.0%

15

0.0%

6.7%

1,556

4.8%

8.5%

7.5%

7.9%

Paraprofessionals
Professionals

Technicians
Employment Department Total
Oregon Labor Force Total

2,060,919

Source: Oregon Employment Department, Work day and U.S. Census Bureau
2014-2018 5-Year ACS Estimates
*Affirmative Action Statistics are voluntary and may not accurately reflect the
actual diversity of the agency.

Table 7: Employee Representation by Generation as of June 30, 2020

#

%

Baby
Boomers
(1947 - 1964)
%

%

%

%

Administrative Support

120

0.8%

35.0%

30.8%

31.7%

1.7%

Officials and Administrators

117

0.0%

32.5%

53.0%

14.5%

0.0%

0

0.0%

0.0%

0.0%

0.0%

0.0%

1,304

0.5%

29.5%

41.0%

27.1%

1.8%

Service

0

0.0%

0.0%

0.0%

0.0%

0.0%

Skilled Craft Workers

0

0.0%

0.0%

0.0%

0.0%

0.0%

15

0.0%

40.0%

53.3%

6.7%

0.0%

1,556

0.5%

30.3%

41.3%

26.3%

1.7%

Total
Employment
Equal Opportunity Job Categories

Paraprofessionals
Professionals

Technicians
Employment Department Total

Traditionalists
(1917 - 1946)

Generation X
(1965 - 1980)

Millennials
(1981 - 1996)

Generation Z
(1997 - Current)

Source: Oregon Employment Department, Work day
*Affirmative Action Statistics are voluntary and may not accurately reflect the actual diversity of the agency.
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Table 8: Agency Supervisor Promotions by Racial Categories & Gender

Racial Categories
American Indian/Alaska Native
Asian
Black/African American
Hispanic or Latino
Native Hawaiian/Other Pacific Islander
Two Or More Races
White
I Do Not Wish to Answer
Employment Department Total

Female
Reported
Agency
Disability Veterans Workforce
0
0
0
0
0
1
0
0
0
0
0
3
0
0
1
0
0
0
1
0
14
0
0
0
1
0
19

Male
All Supervisors All Agency
Reported
Agency
Disability Veterans Workforce
#
%
%
0
1
1
1
3.1%
1.3%
0
2
2
3
9.4%
5.2%
0
0
0
0
0.0%
2.7%
0
0
1
4
12.5%
13.4%
0
0
0
1
3.1%
0.5%
0
0
0
0
0.0%
3.3%
0
1
9
23
71.9%
70.8%
0
0
0
0
0.0%
2.9%
0
4
13
32
100.0% 100.0%

Source: Oregon Employment Department, Work day

Promotions
Supervisor Promotions by Race and Gender
More than one in ten (163 employees) of the Employment Department’s 1,558 employees were promoted during the 2018-2020 biennium. Of these, 32 were promoted within or into supervisor roles. While most supervisor promotions were proportionate to their share
of the Employment Department’s workforce, several categories leave room for improvement. No Black or African American workers or
those who identify as two or more races were promoted into or within the supervisory category.
Non-Supervisor Promotions by Race and Gender
Non-supervisor promotions within the Employment Department were mostly proportional to the agency’s current workforce, with a few
exceptions. A smaller share of Hispanic or Latino workers were promoted compared to their share of the agency’s workforce, making
up 13% of workers but 8% of promoted employees.
Table 9: Agency Non-Supervisor Promotions by Racial Categories & Gender
Female

Racial Categories
American Indian/Alaska Native
Asian
Black/African American
Hispanic
Native Hawaiian/Other Pacific Islander
Two Or More Races
White
I Do Not Wish To Answer
Employment Department Total

Male

Reported
Agency Reported
Agency
Disability Veterans Workforce Disability Veterans Workforce
1
0
0
2
0
0
1
0
0
7
1
1
0
0
0
2
0
0
5
0
1
6
0
1
0
1
0
0
0
0
1
0
0
1
0
0
29
3
4
75
1
3
0
0
0
0
0
0
3
5
93
2
5
38

All Promotions

#
3
8
2
11
1
2
104
0
131

%
2.3%
6.1%
1.5%
8.4%
0.8%
1.5%
79.4%
0.0%
100.0%

All Agency

%
1.3%
5.2%
2.7%
13.4%
0.5%
3.3%
70.8%
2.9%
100.0%

Source: Oregon Employment Department, Work day

Time in Position
The Employment Department’s
1,118 permanent employees have
spent a median of seven years in
their current positions and earn
a median monthly base salary of
$5,056. Looking at this by race,
ethnicity, and gender, groups that
have spent longer in their current
positions generally earn higher
salaries than those who have been
in their current roles for shorter

Table 10: Median Years in Current Position and Median Salary of Permanent Employees
as of June 30, 2020
Race/Ethnicity
American Indian or Alaska Native
Asian
Black or African American
Hispanic or Latino
Native Hawaiian or Other Pacific Islander
Two or More Races
White
Race Not Disclosed
All

Female
Years
Salary
6
$4,943
9
$5,056
10
$4,286
6
$5,056
6
$4,689
6
$4,611
7
$5,056
2
$6,732
7
$5,056

Years
6
8
10
7
3
5
6
2
6

Male
Salary
$4,829
$5,559
$5,056
$5,056
$4,002
$4,943
$5,559
$5,725
$5,056

Source: Oregon Employment Department, Work day
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periods. Black women, however, have spent a longer time in their positions, yet earn less money than any other group of workers—
working a median of 3 years longer but earning median monthly wages $770 lower ($9,240 annually) than all workers in the agency.
Black women are earning less due to a higher concentration in lower-paying positions compared to their peers. Eighty-one percent of
Black women work in positions with a salary range of 21 or lower compared to just 49% of all employees.
One reason Black women are spending more time in lower-paying positions compared to their peers may be due to being more
concentrated in positions without a clear path to promotion compared to other workers. Black women are more than twice as likely to
work as Business and Employment Specialists, the largest occupation at the agency, compared to all permanent employees, as more
than half (56%) of Black women work in the series compared to 26% of all permanent employees. Increasing and improving staff
development opportunities may help Black women achieve higher-level employment opportunities within the agency.

Targeted Affirmative Action Goals for July 1, 2021 – June 30, 2023
Based on Demographics Analysis
Goals

Strategies

Implementation

Increase proportion
of employees with
disabilities from 5%
to 8% to achieve
proportionate
representation.

The Equity and Inclusion Council
and Human Resources will
collaborate with agency leadership
to set target goals to hire QRF
temporary staff upon the contract
end date.

This strategy will focus on QRF contracted staff who have
successfully completed 1040 hours of contract services. Managers
will initiate development conversations with QRF staff to identify
their employment goals and link them to opportunities to assist in
reaching their goals, such as training and mentorship. Managers will
encourage QRF staff to apply for positions that are in recruitment
status for temporary, limited duration, and permanent employment.
Managers also will partner with agency ADA Coordinators to ensure
that QRF staff are aware of and receive reasonable accommodations
as needed. Agency leadership and the Equity and Inclusion Council
will recognize managers who assisted in developing QRF staff for
them to obtain the essential job skills and training needed to become
an agency employee.

Develop and share “day in the life”
videos or other promotional
materials of agency positions,
including information on the
inclusion of people with disabilities,
to increase recruitment of people
with disabilities.

Communications will collaborate with the Equity and Inclusion
Council and Workforce Operations to develop and share videos and
promotional material, including community organizations that assist
people with disabilities to aid in recruitment, such as The Arc, Autism
Society of Oregon, FACT Oregon, and Bybee Lakes Hope Center.
Managers of all divisions, including managers of other managers, will
assist their employees in participating to showcase their positions.

Continue including the Reasonable
Accommodations link in all job
postings and responding promptly to all applicants who request
accommodations.

Recruitment Analysts ensure that the Reasonable Accommodations
link is included in postings and that applicants requesting accommodations are forwarded to the ADA Coordinators. The ADA Coordinators will develop a tracking mechanism for these requests and
respond promptly to requests. Human Resources and the Equity and
Inclusion Officer will keep the reasonable accommodations information updated.

Continues on next page
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Continue promoting workplace
inclusion of employees with
disabilities and valuing the strengths
of employees with
disabilities through agency-wide
emails, training, and other channels.

The Equity and Inclusion Officer and Council will distribute at least
five agency-wide communications and schedule at least two speakers on this topic. The agency’s Talent and Development teams will
continue including the online training regarding disability awareness
as a required training in the new employee curriculum.

Increase proportion of
employees of color in
management positions
higher than a Principal
Executive/Manager
(PEM) B from 50%
to 61% to achieve
proportionate
representation.

Directly request input from
managers of color in PEM B
positions to identify any barriers to
advancement and provide
requested supports such as
mentorship, training, job
shadowing, etc.

The Equity and Inclusion Officer and Human Resources will
collaborate on targeted outreach and providing the requested
supports.

Increase proportion of
women in
management positions
higher than a PEM B
from 51% to 61% to
achieve proportionate
representation.

Ensure that the applicants for
positions higher than a PEM B are
|a representative share of the
appropriate labor market.

Before a management position higher than a PEM B is posted, the
hiring manager will work with the Recruitment Analysts or the Equity
and Inclusion Officer to develop an outreach strategy specific to the
position and appropriate labor market. The Recruitment Analysts
will check the demographic breakdown of the applicant pool halfway
through the application timeline to check for proportionate
representation. If the representation of female applicants does not
meet or exceed the appropriate labor market representation, next
steps may include extending the recruitment period, increasing
advertising, or increasing targeted sourcing.

Increase proportion
of male applicants to
achieve more
proportionate
representation.

Increase recruitment of veterans.

Human Resources, IT, and Workforce Operations will partner with
DAS Workday to integrate the Workday system with WorkSource
Oregon’s iMatchSkills platform so that WorkSource centers can more
easily match qualified candidates, including veterans, to agency job
postings.

Before a management position higher than a PEM B is posted, the
hiring manager will work with the Recruitment Analysts or the Equity
and Inclusion Officer to develop an outreach strategy specific to the
position and appropriate labor market. The Recruitment Analysts
will check the demographic breakdown of the applicant pool halfway
through the application timeline to check for proportionate
representation. If the representation of people of color does not meet
or exceed the appropriate labor market representation, next steps
may include extending the recruitment period, increasing advertising,
or increasing targeted sourcing.

Include information about the Employment Department’s open
positions at veterans’ outreach events.
The Equity and Inclusion Council will either host a speaker or provide
a guide for managers and employees on how veterans’ experiences
translate to minimum qualifications for agency positions.
Continues on next page
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Grow the agency’s presence as
a second chance employer and
increase recruitment of people with
records.

As stated above, Human Resources, IT, and Workforce Operations
will partner with DAS Workday to integrate the Workday system with
WorkSource Oregon’s iMatchSkills platform so that WorkSource
centers can more easily match qualified candidates, including people
with records, to agency job postings. WorkSource center employees
will use the agency’s Criminal Records Check Policy and Procedure
as a resource to share with interested applicants with records or
employers interested in developing second chance policies.
The Equity and Inclusion Council will collaborate with agency
divisions such as Workforce Operations, Communications, and
Human Resources on a strategy to grow the agency’s presence as
a second chance employer, through partnerships with relevant
organizations, an awareness campaign, or other methods.
Continue agency membership on the Governor’s Reentry Council.
Continue including a written referral to WorkSource and Work
Opportunity Tax Credit (WOTC) for people with records upon
release from custody.
Continue placing WorkSource staff at state prisons to assist with the
pathway to employment upon release.
Reengage with the Oregon Youth Authority on expanding workforce
services statewide for their participants, as this was put on hold due
to COVID-19 pandemic.

Increase proportion of
Black supervisor
promotions from 0%
to at least 2.7% to
achieve more
proportionate
representation.

Directly request input from Black
The Equity and Inclusion Officer, Human Resources, and agency
supervisors to identify any barriers leadership will collaborate on targeted outreach and providing the
to promotion and provide requested requested supports.
supports such as mentorship,
training, budget training, job
shadowing, etc.
Host an external speaker who
provides tangible strategies for
Black supervisors to advance in
organizations and to increase
understanding of specific
experiences and barriers that Black
supervisors face in the workplace.

The Equity and Inclusion Council will coordinate this speaker session
and follow up with participants to assess outcomes from the speaker
session.

Continues on next page
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Increase opportunities
for Black female
employees in response
to their disproportionate concentration in
lower-paying positions.

Directly request input from Black
female employees to identify any
barriers to development and
advancement and provide
requested supports such as
|mentorship, skills training, job
shadowing, etc.

The Equity and Inclusion Officer, Human Resources, and agency
leadership will collaborate on targeted outreach and providing the
requested supports.

Host an external speaker to
increase understanding of specific
experiences and barriers that Black
women face in the workplace, as
well as the strengths and value that
Black women bring to the
workplace.

The Equity and Inclusion Council will coordinate this speaker session
and follow up with participants to assess outcomes from the speaker
session.

Broad Affirmative Action Goals for July 1, 2021 – June 30, 2023
Goals

Strategies

Implementation

Hiring
Maintain current
successful strategies
to promote diversity
and inclusion in the
hiring stage.

Continue using required equity
The Recruitment Analysts will review the required equity and
and inclusion hiring questions in all inclusion questions with hiring managers during recruitment
interviews and essay questions sent planning meetings. The Equity and Inclusion Officer will ensure the
by email.
list of required questions is kept updated and that all updates are
communicated to HR and hiring managers. All employees may
provide feedback on the hiring questions to the Equity and Inclusion
Council or Equity and Inclusion Officer whenever opportunities for
improvement are identified.
Continue using SHL assessment
and SkillSurvey reference check
tool (see Succession Planning
section for more information) to
mitigate the potential for human
bias to influence hiring.

Human Resources will primarily manage the SHL process, including
reviews shared regularly with the Equity and Inclusion Council to
ensure the SHL assessment is not having a disproportionate impact
toward any protected classes. Human Resources will periodically
reach out to applicants to determine if any barriers in the assessment
process exist and can be mitigated. Human Resources will monitor
for trends in reference checks that are not approved to identify any
disproportionate impacts toward any protected classes.

Whenever allowed under COVID-19 social distancing requirements
and CDC guidelines for state agencies, Human Resources will offer
in-person appointments in Central Office and collaborate with WorkSource centers to offer in-person appointments or walk-in services for
any applicants who need access to a desktop computer to complete
the assessments. Human Resources will provide guidelines for WorkSource staff to assist applicants who have questions about the SHL
assessment, SkillSurvey, or the overall recruitment process.
Continues on next page
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Create new initiatives
to expand awareness
of agency mission,
vision, values, job
postings, and
application process
in underrepresented
communities.

Assess opportunities
to remove barriers to
employment with the
agency, particularly
with management
positions.

Provide SHL assessments for
high-volume positions in most
common languages other than
English.

Human Resources has worked with the SHL vendor to develop a
selection of assessments available in multiple languages and will
continue assessing language needs. Human Resources will promptly
respond to any applicants requesting language assistance when
translated assessments are available or a reasonable
accommodation to complete the assessment.

Implement internship plan
developed by the agency’s Hatfield
Fellow in 2019-2020 (see
Appendix C).

Human Resources and agency leadership will collaborate on implementing the internship plan.

Create and provide public
workshops to explain the agency’s
application process and assist
potential applicants.

Workforce Operations and Human Resources will collaborate to develop workshops and request feedback from the Equity and Inclusion
Council to assist in meeting the needs of underrepresented
communities.

Share and expand on the “day in
the life” and “how to apply” videos
developed by Communications,
Workforce Operations, and the
Equity and Inclusion Council
through social media channels and
targeted notices to advocacy groups
for underrepresented communities.

Communications will collaborate with the Equity and Inclusion
Council and Workforce Operations on a public distribution plan.
Human Resources will include links to any relevant videos (including
DAS training videos) in job announcements and on the agency’s
main careers page.

Develop an interview procedure to
ensure a diverse interview panel
participants, standard time for all
applicants to review interview
questions, and role of a bias
interrupter during debriefs.

The Equity and Inclusion Council will partner with Human Resources
and other agency divisions to develop and implement the interview
procedure.

Continue expanding telework
opportunities, particularly in terms
of providing high-level opportunities
across the state.

A group of union and management representatives are working on
how the agency can continue expanding teleworking and presented
draft guidelines to the Executive Team in September 2020. The
Executive Team will provide feedback and develop next steps.

Continues on next page
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Training &
Development
Standardize and
increase development
opportunities for all
employees.

Develop and implement a training
Human Resources will collaborate with agency leadership and the
and development policy to ensure
Equity and Inclusion Council to develop this policy in the context of
training opportunities are provided
performance management processes and expectations
equitably to all agency employees,
with a minimum number of allotted
training (excluding required training)
and development hours each year.
Within that required number of
training hours, a specific minimum
number of hours will be allocated
toward diversity, equity, and
inclusion training. The policy will
also include tools for making
training inclusive of different
learning styles and include an
accommodations process. A goal
of the policy will be developing
employees for additional state
opportunities and promotions.
Put into place a coaching program
that builds on the strengths of each
individual in the agency.

Human Resources will collaborate with agency leadership to develop
this coaching program.

Develop the agency’s management
team so that they are better
equipped to build a learning
organization that engages and
retains a diverse workforce.

Human Resources will collaborate with agency leadership to create a
management development plan.

Develop an agency-wide standard
Human Resources and agency leadership will collaborate on
practice or policy for assigning lead developing this standard practice and updating it as needed. Human
work, underfilled positions,
Resources and the Equity and Inclusion Officer will regularly check
transfers, and job rotations to
demographics reports for lead workers to assess any
ensure all employees have the
disproportionate representation.
opportunity to compete for these
roles and are encouraged to
express interest. Ensure these
opportunities have a standard end
date and are not automatically
extended, and continue to be offered as a competitive process.
Continues on next page
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Retention and
Engagement
Promote an inclusive
work environment to
support employee
engagement and
retention.

Continue providing the required
Culture Matters: Managing
Unconscious Bias and Disability
Awareness training.

The Talent and Development team and Equity and Inclusion Officer
will provide “Culture Matters: Managing Unconscious Bias” training.
The “Disability Awareness” training is offered online. Managers
will assist their teams in completing these training as part of their
required training.

Continue providing the Bystander
Intervention training.

The Talent and Development team and Equity and Inclusion Officer
will provide the “Bystander Intervention training.” Agency leadership
will champion this strategy by periodically inviting employees to
attend and requiring that it be included as a mandatory training in all
development plans.

Provide Lunch and Learns, training
and seminars, as well as sharing
outside opportunities, on topics of
interest to employees, including
trauma and trauma-informed
practices, anti-racism, bystander
intervention, micro-aggressions,
racial equity, mental health, disability awareness (for both visible
and hidden disabilities), veterans,
restorative justice, history of race in
Oregon, gender and gender identity.

Using employee input and collaborating with divisions and local
offices whenever possible, the Equity and Inclusion Council will
coordinate the remaining sessions. Agency leadership will champion
this strategy by inviting employees to attend these sessions and
working with their direct reports to identify which opportunities they
will engage in to meet their minimum number of required hours of
diversity, equity, and inclusion development activities.

Promptly and fairly investigate
complaints of harassment and discrimination and identify appropriate
resolutions.

Human Resources is primarily responsible for investigating complaints, sharing findings with the Equity and Inclusion Officer, and
partnering with managers on resolutions. At times, the agency may
request assistance from external investigators. Human Resources
will also assess options for mediation and other restorative justice
practices to assist in complaints resolution.

Conduct employee surveys to
The Equity and Inclusion Officer, Equity and Inclusion Council, and
identify trends, barriers, and sucHuman Resources will collaborate on an employee survey and share
cesses, including for populations
aggregated results with the Executive Team.
not currently tracked in Workday
such as LGBTQ, English Language
Learners, etc.
Continues on next page
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Invite employees to form affinity
groups for support and
development. An example could
include a group focused on
Hispanic employees to assist with
addressing promotional disparities.
Additional examples could include
bilingual employee groups and
language learners to practice and
develop bilingual skills related to
agency work.

The Equity and Inclusion Council will assist interested employees in
forming affinity groups.

Leadership Evaluation
We continue making strides in embedding and standardizing evaluation of managers in achieving affirmative action goals. Due to the
onset of the COVID-19 pandemic in March 2020, we experienced an unprecedented workload in terms of unemployment insurance
benefits, and many plans were delayed to address this emergency and deliver critical benefits to Oregonians. One plan that was
delayed was to engage in the Department of Administrative Services Performance Accountability and Feedback project. This project
provides tools for the agency to set standard goals and expectations tied to statewide management competencies, which include
diversity and inclusion. We now are re-engaging in this project, beginning with managers of managers, and have the first check-in
on the project scheduled for December 2020. We also are taking steps to require the Workday Performance Review Tool, which will
include diversity, equity, inclusion, and affirmative action (for managers) components.

Succession Plan
As one of the many state agencies with a large proportion of employees who are or will soon become eligible for retirement (see the
state of Oregon’s Office of Diversity, Equity and Inclusion/Affirmative Action 2017-2019 report for more information), the Employment
Department is aware of the need for proactive succession planning. Beginning in January 2020, the agency contracted with SHL to pilot
pre-hire assessments for high-volume positions such as Business and Employment Specialist, Office, Administrative Support, and
Executive Support Specialists 1 and 2. These custom assessments helped hiring managers quickly identify the candidates who are
most likely to be successful in the role upon hire. In April, the agency purchased a series of three additional pre-hire assessments:
professional, managerial/supervisory, and general. These assessments can also help reduce the effects of any unconscious biases
during the recruitment process and have been tracked to ensure that no disparate impacts are occurring in terms of race and gender.
Due to the early success of this pilot, the SHL assessment was rapidly deployed for the massive hiring surge necessitated by the
unprecedented workload brought on by the COVID-19 pandemic emergency that began in March 2020. Over the course of the first six
months of the pandemic emergency in Oregon, the agency hired an average of 138 new employees each month. While the SHL
assessment is still in its first year of implementation with the agency and will continue to be evaluated for short- and long-term
outcomes, initial results are promising and will inform current and future succession planning.
A second new strategy to rapidly hire new employees is the agency’s adoption of SkillSurvey, which the agency began using in June
2020. SkillSurvey is a web-based reference check tool that asks a variety of questions based on the type of position. Answers are
compiled into a report format that ranks the candidate on skills such as professionalism, interpersonal skills, problem-solving, adaptOregon Employment Department | Affirmative Action Plan 2021-2023 | Support Business | Promote Employment
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ability, and personal value commitment. Using SkillSurvey eliminates the manual process of hiring managers calling each reference
individually and waiting for a return call. The average SkillSurvey report can be generated within two and a half days, which greatly
reduced hiring time for the agency.
Our talent and development teams also rapidly adapted to training high volumes of new employees, primarily in the virtual environment
due to COVID-19 social distancing guidelines, resulting in significantly reduced training periods for high-demand positions related to
the pandemic workload. The training teams worked diligently to compile necessary information to deliver it virtually and provide written
training materials and resources for common questions. The teams and are now well-positioned to onboard new hires in the future,
while also remaining committed to continuous improvement.
These new strategies and lessons learned during their implementation are important assets that the agency must rapidly replace outgoing employees. Additionally, the hundreds of limited duration employees hired during the pandemic are a strong source of longer-term
talent. Many of these newer employees are already promoting into longer-term and higher-level positions, thus mitigating the potential
for widespread employee retirement to impact operations.
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Appendix A - State Policy Documentation
The following links lead to a pdf with all of the state policy documents. Employees, partners, and members of the public may access
this information through the posted Affirmative Action Plan, which is available at https://www.oregon.gov/employ/Agency/Pages/
Equity-and-Inclusion.aspx. Employees may also access the Affirmative Action Plan on the agency’s intranet (EDweb) under Human
Resources, and a printout is physically posted at all worksites.
➥ ADA and Reasonable Accommodation Policy (Statewide Policy 50.020.10)
➥ Discrimination and Harassment Free Workplace - (Statewide Policy No. 50.010.01)
➥ Employee Development and Implementation of Oregon Benchmarks for Workforce Development ( Statewide Policy 50.045.01)
➥ Veterans Preference in Employment (40-055-03)
➥ Equal Opportunity and Affirmative Action Rule (105-040-0001)
➥ Executive Order 17-11: Relating to Affirmative Action and Diversity and Inclusion

Appendix B – Federal Documentation
The following link leads to a pdf with all of the documents listed below: http://www.oregon.gov/gov/policy/Documents/Federal_Affirmative_Action_TitleVII.pdf. Employees, partners, and members of the public may access this information through the posted Affirmative
Action Plan, which is available at https://www.oregon.gov/employ/Agency/Pages/Equity-and-Inclusion.aspx. Employees may also
access the Affirmative Action Plan on the agency’s intranet (EDweb) under Human Resources, and a printout is physically posted at
all worksites.
➥ Age Discrimination in Employment Act of 1967 (ADEA)
➥ Disability Discrimination Title I of the Americans with Disability Act of 1990
➥ Equal Pay and Compensation Discrimination Equal Pay Act of 1963, and Title VII of the Civil Rights Act of 1964
➥ Genetic Information Discrimination Title II of the Genetic Information Nondiscrimination Act of 2008 (GINA)
➥ National Origin Discrimination Title VII of the Civil Rights Act of 1964
➥ Pregnancy Discrimination Title VII of the Civil Rights Act of 1964
➥ Race/Color Discrimination Title VII of the Civil Rights Act of 1964
➥ Religious Discrimination Title VII of the Civil Rights Act of 1964
➥ Retaliation Title VII of the Civil Agency Affirmative Action Policy
➥ Sex-Based Discrimination Title VII of the Civil Rights Act of 1964
➥ Sexual Harassment Title VII of the Civil Rights Act of 1964
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Appendix C – Agency Documentation
Policy Links
The following links lead to agency policies and guidance. Employees, partners, and members of the public may access this information
through the posted Affirmative Action Plan, which is available at https://www.oregon.gov/employ/Agency/Pages/Equity-and-Inclusion.
aspx. Employees may also access the Affirmative Action Plan on the agency’s intranet (EDweb) under Human Resources, and a printout is physically posted at all worksites.
➥ Veteran resources and Veteran Preference information
➥ Reasonable Accommodation
➥ Gender Identity and Expression Procedure
➥ Criminal Record Check Policy
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TEMPORARY - Recruitment Planning Procedure PR-0209.A
1. Purpose
To provide guidance and direction for management when completing the Pre-Recruitment Planning
Process.

COPY

2. Application

This procedure applies to all managers when conducting a recruitment.

3. Definitions

A. Budgeted Position. These are positions that have been legislatively authorized during the biennial budget
process.
B. Job Requisition. Create job requisition is the business process that initiates a recruitment to fill a vacant
position.
C. Non-Budgeted Position. These are positions that may be established to provide an alternative means to
fill positions in situations such as employee development, job sharing, short term transitioning of
employees, work out of class assignments, and temporary appointments. This was previously known as
double-fill, and this method of filling positions shall not be used to permanently increase legislatively
authorized staffing levels.

4. Roles and Responsibilities
A. Hiring manager: The hiring manager is responsible for assessing the position that needs to be filled,
preparing the required recruitment documents and determining their Interview/selection plan.
B. Human Resources: The Recruitment Partner, Compensation Partner and HR Business Partner are
responsible for providing consultation to the hiring manager when requested during this phase of the
process.

5. Procedures
The following steps and actions must be reviewed and completed by the hiring manager prior to submitting a
requisition. The Recruitment Partner will schedule a pre-recruitment meeting once the requisition is received in
TEMPORARY - Recruitment Planning Procedure - PR-0209.A. Retrieved 10/19/2020. Official copy at http://oregonemployment.policystat.com/policy/7267745/. Copyright © 2020 Oregon Employment Department
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Workday.
A. Assess the the position that needs to be filled
1. Budgeted or Non-Budgeted Position: Determine if the position to be filled is a budgeted or nonbudgeted position.
a. Budgeted positions, proceed with reviewing the position description,
b. Non-Budgeted positions are established to address double-fill, work out of class, agency
temporary position needs. When needing to utilize a non-budgeted position, proceed with
completing the Non-Budgeted Position Request form. This initiates the process to establish a
non-budgeted position in Workday to fill positions.
c. To determine if a position in Workday is budgeted or non-budgeted utilize the following job aid.
i. Position Funding Details for Budget Execution can be accessed by viewing the Position,
then Position Restrictions, and then Additional Data.
ii. If the position is budgeted, you will find data in the top three fields: Budgeted Step,
Budgeted Rate, and Funding Source. If there are zeros in these fields then the position is
non-budgeted. In reports, budgeted positions will have a Budget Authorization Number
where non-budgeted positions will not.

COPY

2. Existing or New Position Description: Determine if the position to be filled has an existing position
description or if a new position description needs to be written.
a. If a position description does not exist and a new position description is needed, contact your
Budget Analyst and HR Business Partner.
b. If using an existing position description, review the contents and determine if revisions are
required.
i. If no revisions or minimal edits (with no substantive changes) are needed, proceed with
creating a job requisition.

ii. If revisions are needed to job duties or other substantive changes are made that you do not
think are likely to impact the classification, proceed with updating the position description
and submit to the Compensation Partner for review.
a. Use track changes when revising the position description.

iii. If revisions are needed to job duties or other substantive changes that will likely produce a
classification change, proceed with initiating a job classification review.
a. Request to Initiate Job Classification Review Memo can be accessed here: Initiate Job
Classification Review Memo
b. Job Classification Review Process Map can be accessed here: Job Classification
Review Process Map
c. Job Classification Review Process Steps can be accessed here: Job Classification
Review Process Steps
d. A requisition can be initiated for recruitment once the Compensation Partner and
Department of Administrative Services Classification and Compensation Analyst have
reviewed the Position Description and determined the appropriate classification.
iv. For management position descriptions, ensure that the Affirmative Action responsibilities
TEMPORARY - Recruitment Planning Procedure - PR-0209.A. Retrieved 10/19/2020. Official copy at http://oregonemployment.policystat.com/policy/7267745/. Copyright © 2020 Oregon Employment Department
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are included in the Duties and Guidelines sections, as outlined in the Affirmative Action
Responsibilities for Managers document.
B. Prepare Recruitment Decisions and Documents:
1. Determine the recruitment type - You will enter the type into the requisition
a. Post Internally and Externally - most diverse applicant pool; inviting broad skills and
perspectives
b. Post Internally-Agency Only - strong internal prospects; agency experience strongly desired
c. Post Internally-Statewide - statewide experience strongly desired
d. Direct Appointment- hard to fill, immediate need, critical position, unique qualifications
e. Posting Not Required - used when filling a vacancy from a prior requisition
2.

Selection Criteria/Desired Attributes - Will be used in the posting and scoring forms
a. Select or develop Selection Criteria/Desired Attributes- these will need to be included in your
Scoring Method Applicant Screening Form
i. Describe the key qualifications and competencies required for the position (technical and
soft skills). Limit selection criteria to the top 5-7 key desired attributes.

COPY

ii. One of the desired attributes must include the Equity and Inclusion desired attribute and
can be accessed here: Equity and Inclusion Questions for Recruitment

iii. Review desired attributes to minimize use of gendered words. Job Announcements
Gendered Wording document can be accessed here: Gendered Wording in Job
Announcements

iv. For guidelines on determining and developing the desired attributes, refer to the following
‘Developing and Scoring Desired Attributes’ training documents.
a. Desired Attributes Exercise Guide

b. Desired Attributes and Response Options Guide

c. Desired Attributes and Screening Questions Examples

3. Pre-screening Supplemental Questions
a. Select or develop Pre-screening Supplemental Questions tied to your Selection Criteria/Desired
Attributes
i. Pre-screening questions are used by the Recruitment Partner to screen applicants for the
most critical desired attributes and provide you with a "short list". The Recruitment
Partner's screen for a short list does not necessarily screen for minimum qualifications.
ii. Pre-screening is only as good as the questions. Hiring managers must determine what
attributes drive job success so that pre-screening supplemental questions can be created
to aid in determining if applicants should move forward in the selection process.
iii. They are particularly beneficial for large applicant pools. However, if you have a hard-to-fill
position where you anticipate receiving 10 or less applications, you may choose not to
include any pre-screening questions since the number of applications is manageable. For
hard-to-fill positions, you will want to review all applicants with an eye to potentially move
forward.
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iv. If you anticipate a large pool (50 or more applications), then questions will be helpful in prescreening. Also, consider if there are specific licenses or technical knowledge that without,
prevents the applicant from moving forward. Those questions can be created fairly quickly
to help identify who does and doesn’t have the desired attributes. Finally, when soft skills
are the deal breaker and they often are, adding a couple of questions on the essential soft
skills can help you determine which applications you’ll focus your time on screening more
closely for other desired attributes and minimum qualifications.
v. Agency question: The Equity and Inclusion supplemental question will be included on all
postings.
vi. It is recommended that you include no more than 3 additional pre-screening supplemental
questions to assist the Recruitment Partner in providing you with a short list of candidates,
who best match the position and the desired attributes listed in the job posting.
vii. For guidelines on determining and developing the supplemental screening questions, refer
to the following ‘Developing and Scoring Desired Attributes’ training documents.
a. Writing Pre-Screening Questions Guide

COPY
b. Writing Pre-Screening Questions Worksheet
c. Screening Question Response Examples

4. Scoring Method Applicant Screening form

a. All managers must follow a consistent practice using standard approved forms to ensure that we
are treating all applicants fairly and equitably. Below are the standard approved forms:
i. Scoring Method Applicant Screening Form

ii. Scoring Method Applicant Screening Form - Large Applicant Pool

iii. Demo video can be accessed here: Demo of Scoring Method Applicant Screening Form

b. Complete the Requested Skills & Attributes tab with the 5-7 desired attributes and Additional
Scoring Criteria. The Additional Scoring Criteria should help you determine how you will rate
application materials based on the desired attributes.
c. Complete the Candidates-Page 1 tab with your initial selection criteria and assign weight
factors. This can include your desired attributes, supplemental screening questions, application
materials (cover letter/resume), minimum qualifications, and bilingual requirements.

5. Interview/Selection Plan
a. Prior to submitting the requisition, you should be able to answer the following questions during
your pre-recruitment meeting:
i. What is your plan for screening applications (screen applicants against selection criteria;
resume; cover letter, etc.)? The hiring manager is responsible for screening and scoring
applications.
ii. What will your selection process look like?
a. 1st stage - Screen “short list” for selection criteria using the Scoring Method Applicant
Screening Form
b. 2nd stage - Phone Interview or Essay-style Questions (use this stage as tool to narrow
your pool down to your top 5-6 candidates)
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i. DAS Phone Interview Template
ii. Scoring Method Interview Form
c.

3rd

stage - In-person interview

d. 4th stage - 2nd interview
iii. How many applicants do you plan to bring on site for in-person interview? (6 or fewer
applicants per position are recommended for in-person interviews.)
iv. Have you developed interview questions? Do your interview questions include one Equity
and Inclusion Question?
a. Reminder - an Equity and Inclusion question must be included in each stage of the
process.
v. Have you planned your interview questions and scoring?
a. The Scoring Method Interview Form with your interview questions and list of interview
panel members must be attached to the electronic recruitment file before the
Recruitment Partner can refer the list of candidates.

COPY
vi. Have the interview panel members been notified of the possible interview dates?

b. Veteran Points need to be applied at each stage of the process. Have you taken the iLearn
training within the last 12 months?

C. Complete the Recruitment Planner. This will become your recruitment plan from job posting to onboarding. The Recruitment Planner will be reviewed by the Recruiter and discussed during your prerecruitment meeting.

6. Review Schedule

This procedure will be reviewed every three years.

7. Exceptions

Exceptions may be made to Direct Appointments, Job Rotations/Developmentals, or Temporary Assignments.

8. Compliance
Non-compliance with this procedure could result in delays in posting or filling positions.

9. References
Adoption of DAS Policy- Filling Positions-PO-0209
TEMPORARY - Creating a Requisition Procedure - PR-0209.B
TEMPORARY - Candidate Review and Selection Procedure - PR-0209.C
TEMPORARY - Reference Check Procedure - PR-0209.E
TEMPORARY - Employment Offer Procedure - PR-0209.F
TEMPORARY - Electronic Recruitment File Procedure - PR-0209.G
TEMPORARY - Onboarding and Separation Procedure - PR-0209.H
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TEMPORARY - General Workday Navigation Procedures - PR-0210.A

10. Attachments and Links
Forms: Items that will be filled in and submitted in some way
• Scoring Method Applicant Screening Form
• Scoring Method Applicant Screening Form - Large Applicant Pool
• Scoring Method Interview Form
Information Documents: Documents providing information related to this policy or procedure (glossaries,
guides, examples, memos, etc.)
•
•
•
•
•
•
•

Affirmative Action Responsibilities for Managers
Desired Attributes and Response Options Guide
Desired Attributes and Screening Questions Examples
Equity and Inclusion Questions for Recruitments
Gendered Wording in Job Announcements
Screening Question Response Examples
Writing Pre-Screening Questions Guide

COPY

Job Aids: How-to, step by step documentation for a process or task
• Workday Job Aid - Is a Position Budgeted

Job Tools: Interactive tools used to complete a task or process (checklists, worksheets, templates,
calculators, etc.)
•
•
•
•

DAS Phone Interview Template
Desired Attributes Exercise Guide
Recruitment Planner
Writing Pre-Screening Questions Worksheet

Training: Links to various training resources (classroom, webinars, videos, eLearning courses, etc.)
• Demo of Scoring Method Applicant Screening Form (Adobe Connect Video)
• DAS - CHRO - Veterans Preference in Employment (iLearn eLearning Course)
Job Classification Review Process Map
Job Classification Review Process Steps
Request to Initiate Job Classification Review Memo

11. Questions or Training
Recruitment process: initiating a requisition, job rotations, screening, assessments,
interviews, reference checks, criminal records check, and the offer process.

Your
Recruitment
Partner –
Cyndi Walling:
503-947-3006
Kristin Lamb:
503-947-1293
Or Your HR

TEMPORARY - Recruitment Planning Procedure - PR-0209.A. Retrieved 10/19/2020. Official copy at http://oregonemployment.policystat.com/policy/7267745/. Copyright © 2020 Oregon Employment Department
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Business
Partner –
Shauneen
Scott:
503-947-1469
Brandon
Linville:
503-947-1292
Tori Wilson:
503-947-1660
Renee Wakeen:
503-428-1553

12. Approved
This is a draft procedure and will be updated based on employee comment once Workday has been fully
implemented.

COPY

Attachments

Affirmative Action Responsibilities for Managers.docx
Job Classification Review Process Map.pdf
Job Classification Review Process Steps.docx
Request to Initiate Job Classification Review Memo.docx

Approval Signatures
Approver

Date

Cristina Koreski: Policy Coordinator [LS]

11/2019

TEMPORARY - Recruitment Planning Procedure - PR-0209.A. Retrieved 10/19/2020. Official copy at http://oregonemployment.policystat.com/policy/7267745/. Copyright © 2020 Oregon Employment Department
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Diversity, Equity, and Inclusion Training Descriptions
Diversity Works
➥ An interactive, half-day workshop that brings awareness of diversity and inclusion to the workplace.
➥ At the end of this workshop, participants are able to:
– Describe what makes them unique individuals.
– Recognize what makes others the unique individuals they are.
– Consider differences and act respectfully.
➥ Discontinued beginning March 2020 due to COVID-19 social distancing requirements and vendor no longer producing
required supplies.
Disability Awareness, Accessibility, Communication, and Customer Service
➥ Five online modules.
➥ Takes approximately 45-60 minutes to complete .
➥ At the end of the modules, participants are able to:
– Demonstrate increased disability awareness.
– Understand the difference between equity vs. equality.
– Develop strategies to communicate with and provide services to customers with a wide range of disabilities.
Culture Matters: Managing Unconscious Bias
➥ A highly interactive, half-day workshop designed to help employees enhance their cultural awareness and understand the effect
of unconscious bias on workplace performance.
➥ Includes practical strategies for improving performance when working across cultures.
➥ Participants draw upon research-based findings to improve their self-awareness and to develop the first steps to relating and
working with cultural intelligence.
➥ At the end of this workshop, participants are able to:
– Demonstrate increased awareness of their own cultural identities.
– Understand the source of unconscious bias and its role on how they interact and work with others.
– Develop strategies to combat bias and to use differences to improve intercultural performance.
Culture Matters: Bystander Intervention Skillbuilding
➥ A highly interactive, 7-hour workshop designed to help employees take action to promote a positive, safe, and learning
environment; foster a sense of belonging for employees and customers; and, be accountable for their actions.
➥ Includes multiple scenarios and tools for practicing how to take action in response to bias.
➥ Because unconscious bias can be found in everyone, employees also learn strategies for receiving feedback on their own
biases and finding restorative approaches to improving workplace interactions.
➥ At the end of this workshop, participants are able to:
– Use different options for responding when bias emerges in the workplace.
– Take accountability for actions or statements that may have harmed others.
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Oregon Employment Department Equity and Inclusion Council Charter
Overview
Purpose
➥ The Oregon Employment Department fosters fairness, equity, and inclusion to maintain a workplace environment where
everyone is treated with respect and dignity regardless of race, color, national origin, religion, sex, sexual orientation, gender
identity, marital status, age, veteran status, disability, or status as a victim of domestic violence, harassment, sexual assault, or
stalking. This applies to every aspect of our employment practices, including recruitment, hiring, retention, promotion, and training. A goal of the Oregon Employment Department is to become an employer of choice for individuals of all backgrounds
and promote an inclusive workplace culture that encourages diversity and allows employees to excel.
➥ The purpose of the Equity and Inclusion Council (“the Council”) is to promote and support equity and inclusion by providing a
wide range of policy recommendations to the Executive Team and learning opportunities to the entire Employment Department.
The Council envisions the Employment Department as a workplace where individual strengths are recognized and appreciated
and all employees are encouraged to contribute.
Scope and Charter
➥ The scope of the Council is broad and includes, but is not limited to, projects, training, consulting, and other activities that support
or encourage equity and inclusion.
➥ The Council’s work is authorized and supported by the Employment Department’s Executive Team.
➥ The Charter will be reviewed and updated yearly.
Goals
➥ To lead, develop, and support the Employment Department’s strategies that promote equity and inclusion.
➥ To continually educate ourselves and all employees on topics related to equity and inclusion.
➥ To broadly communicate the strategies, goals, and activities of the Council.
Operating Principles
Meetings
➥ The Council will generally meet once per month, with each meeting lasting no longer than two hours. Meetings can be called
more frequently in the interest of meeting project deadlines or for other urgent business.
➥ Council minutes will be posted on the Council’s intranet page.
➥ Meeting locations and any special accommodations necessary to facilitate productive meetings will be determined upon
formation of the Council and reviewed upon request by any employee.
Agendas
➥ Agendas will be prepared by the Chair, with input from Council members, in advance of each Council meeting.
➥ Agendas should be specific and able to be completed within the meeting time.
Action Plan
➥ An annual action plan (and corresponding budget) will be reviewed and approved by the Executive Team in the beginning of
each fiscal year. This action plan will assist the Department in the delivery of its mission, goals, and values and will consist of
activities, recommendations, and tasks approved by the Council for Executive Team review and approval. The action plan will
draw its content from issues raised by the Council, executive management, employees, or identified through affirmative action
policies or other policies.
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Sub‐Committees
➥ As issues are brought before the Council, sub‐committees may be formed to assist with the additional workload.
➥ Subcommittees may consist primarily of Council members; however, participation may be solicited from experts inside and
outside of the Employment Department as warranted. Any participation outside the agency is on a volunteer basis or paid for
by the home agency.
Decision‐Making
➥ When possible, all decisions will be made by consensus of Committee members in attendance. When consensus is not possible,
the decision‐making process will be achieved by a two thirds (2/3) majority vote of voting members in attendance. A quorum of
one half (1/2) of the entire Committee (both voting and nonvoting) must be present for a vote to occur.
➥ Decisions that impact agency budget, staffing, policy, or organizational change will be made in the form of recommendations to
the Executive Team. The Council will keep open lines of communication to the Executive Team to ensure activities are closely
aligned with the goals and objectives of the Department.
Information Location
➥ Equity and inclusion information will be stored primarily on the Council’s intranet page.
Membership
➥ Membership will consist of up to twelve rotating members and five standing members:
– Employment Department Director (Executive Sponsor)
– Equity and Inclusion Officer (Chair)
– Universal Access Coordinator
– Human Resources Director or Designee
– Administrative Support
➥ Membership of the Committee will represent a variety of business areas, roles and responsibilities, and geographic locations
across the organization.
➥ Membership of the Committee will reflect the demographic and other diversity of Employment Department employees.
➥ Rotating members will serve a 24-month term on the Council.
– The Chair and Executive Sponsor may ask members to serve an additional 3-6 months to assist with continuity and
knowledge transfer on an as-needed basis.
➥ Members who have already served a term may apply for additional terms. Such requests will be considered in the light of the
members’ expertise and commitment, and with consideration to the benefit of providing the opportunity to serve on this Council
to other employees.
➥ Employees who are interested in participating will seek and obtain their manager’s approval, complete an application, and
submit the application for review and approval by the current Council. The Council will review and recommend applicants to
the Executive Team for final approval.
Functional Roles
Executive Sponsor
➥ Is a member of the Executive Team
➥ Provides guidance to the Council
➥ Coordinates communications with the Executive Team
➥ Is a a nonvoting member
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Administrative Support
➥ Records meeting minutes
➥ Schedules monthly meeting dates/times
➥ Arranges a meeting room for the monthly meetings
➥ Sends meeting reminders to Council members
➥ Sends approved meeting minutes to Council members
➥ Posts minutes on the Equity and Inclusion Council intranet page within two weeks of each meeting
Chair
➥ Creates the agenda for the Council
➥ Sends out reminders of projects to be completed
➥ Reviews and maintains the Equity and Inclusion Council webpage
➥ Facilitates meetings
➥ Tracks action items from meetings and follow up with any unanswered questions
➥ Supports and encourages activity among Council members
➥ Presents ideas to the Executive Team
Vice Chair
➥ Takes on duties delegated from Chair
➥ Facilitates meetings in absence of Chair
➥ Tracks membership dates or Council members
➥ Presents ideas to the Executive Team with Council Chair
➥ The Vice Chair application process will occur every 12 months
➥ The Vice Chair will apply to and be selected by the Executive Sponsor and Chair
Rotating Member
➥ Actively participates in all meetings
➥ Gives prior notice to the Chair and Vice Chair when they are unable to attend
➥ The Chair and/or Human Resources Manager may reach out to any members who have missed three or more meetings in a
12-month period to discuss options for continued membership

Equity and Inclusion Council Membership Participation Agreement
The purpose of the Equity and Inclusion Council (“the Council”) is to promote and support equity and inclusion by providing a wide
range of policy recommendations to the Executive Team and learning opportunities to the entire Employment Department. The Council
envisions the Employment Department as a workplace where individual strengths are recognized and appreciated and all employees
are encouraged to contribute. Membership on the Council is optional and governed by the charter. Membership does come with the
following responsibilities:
1. Actively engage and participate in discussions and decisions at the regular monthly meeting. Respond to Council emails in a
timely fashion.
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2. Devote up to (8) working hours per month (outside of travel time) to attend the Council meetings, work on projects, and/or attend
community events.
a. Members are expected to review agendas, minutes, draft policies, and other documents outside of the regular monthly
meetings and work with their managers to appropriately schedule this time.
b. While most meetings can be attended virtually when travel time is prohibitive or councilmembers are otherwise unable
to attend in person every month, attendance in person may be required on an occasional basis.
c. Attendance at community events may be requested for education, outreach, or recruitment purposes. This is considered work
time and requires manager approval.
d. Expenses related to travel or event attendance will generally be assumed by each councilmember’s division. Requests for
funding assistance from Human Resources or the Director’s Office may be directed to the Equity and Inclusion Officer.
3. Model the agency’s values and operating principles.
4. Serve as a champion and advocate for equity and inclusion in the agency.
Please note, pursuant to the Charter, membership may not last longer than a 24 month term,
although outgoing or former members may apply for additional terms. However, if the terms of
participation are not met for any reason, membership may be discontinued at any time.
Councilmembers must also remain in good standing in their regular work duties as a condition
of serving on the council. Managers should address concerns regarding a councilmembers’
standing in their regular work duties to the appropriate Human Resources Business Partner.
By signing below, I affirm that I have read and understand the expectations of Council membership.
_____________________________________		
Member Name (Printed)				

_________________________________
Member’s Supervisor (Printed)

_____________________________________
Member’s Signature & Date				

________________________________
Member’s Supervisor’s Signature & Date

Equity and Inclusion Questions Used During Recruitments
Multiple choice question for job postings (required)
If hired for this position, will you work to carry out our vision of enabling the state’s diverse people and businesses to realize their full
potential, creating prosperity in every community? (Yes/No)
Guidance
By answering Yes, applicants both affirm their willingness to carry out the agency’s vision statement and see the agency’s commitment
to this vision.
Essay or interview questions (one required for each interview/essay question screening stage after the job posting)
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1. What are your definitions for diversity and inclusion? Why would diversity and inclusion be important to this position and the
Employment Department?
Guidance
➥ Specific awareness of diversity, especially in terms of Oregon’s protected classes (race, color, national origin, religion, sex,
sexual orientation, gender identity, marital status, age, veteran status, disability, or status as a victim of domestic violence,
harassment, sexual assault, or stalking)
➥ Positive attitude regarding diversity, recognizes the value of individual and cultural differences and how they contribute to
a successful workplace, recognizes that services should be provided in a culturally competent way (such as through disability
accommodations, language assistance, etc.), recognizes that services should be provided by a diverse staff that represents
the population being served in Oregon, recognizes that inclusion leads to better decision-making, better teams, etc.
➥ Specific examples of how a customer or coworker might experience discrimination such as harassment or denial or service
if diversity and inclusion are not valued or specific example of how someone they know experienced discrimination or lack of
inclusion due to their protected trait and how that affected productivity and/or workplace environment
➥ Awareness that discrimination and harassment based on protected classes are illegal
2. If you were selected for this position, what specific things would you do within the first 6-12 months to value diversity and
|promote inclusion at the Oregon Employment Department?
*Note: while every employee has a role in valuing diversity and promoting inclusion, this question is particularly relevant for
managers, who have additional responsibilities under Executive Order 17-11.
Guidance
➥ Specific action plan or openness to taking specific steps to value diversity and promote inclusion, with an emphasis on
protected classes (race, color, national origin, religion, sex, sexual orientation, gender identity, marital status, age, veteran
status, disability, or status as a victim of domestic violence, harassment, sexual assault, or stalking)
		– Action plan could include researching and attending diversity and inclusion training, doing own research, standing up for
employees or customers who are discriminated against or harassed, using personal experiences of being discriminated
against to advocate for policy changes or programs, learning about and appreciating the unique contributions and
experiences of coworkers, etc.
3. How have you promoted inclusion of diverse communities, either in the workplace or in other areas such as school or volunteer
experience?
Guidance
➥ Specific examples of promoting inclusion, with an emphasis on protected classes (race, color, national origin, religion,
sex, sexual orientation, gender identity, marital status, age, veteran status, disability, or status as a victim of domestic violence,
harassment, sexual assault, or stalking)
– Could be in the workplace, volunteer work, school, family, place of worship, etc.
– Could be based on helping others or standing up for themselves
– Could be based around how they valued or welcomed diverse perspectives and experiences
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4. This question relates to equity and inclusion. At the Oregon Employment Department, we foster a workplace environment where
everyone is treated with respect and dignity, and sometimes that means taking accountability when we make a mistake. Please
tell us about a time you took responsibility or accountability for an action that may have offended someone else and how you did
that. This could be around issues of race, gender, age, disability, or other protected classes in Oregon.
Guidance
➥ Self-awareness of how their everyday conduct can be viewed differently by different people, with an emphasis on
protected classes (race, color, national origin, religion, sex, sexual orientation, gender identity, marital status, age, veteran
status, disability, or status as a victim of domestic violence, harassment, sexual assault, or stalking)
		– For example, could share how they learned that the impact of their behavior matters more than the intent of their behavior
➥ Ability and/or willingness to engage in difficult conversations in order to move forward
➥ Willingness to listen and learn from others, do own research, attend training sessions, etc. in order to learn about different
communities
➥ Ability to change behavior in order to treat others with respect
➥ Awareness that not everyone is the same, and that respectful treatment can look and sound differently for different people
		– Awareness of Platinum Rule: “Treat others the way they want to be treated”
➥ Awareness that different people have different needs in terms of apologies
		– Ability and willingness to ask someone how they can apologize to them, or what they can do to make up for causing
the offense
5. A goal of the Oregon Employment Department is to become an employer of choice for individuals of all backgrounds and promote an inclusive workplace culture that encourages diversity and allows all employees to excel. Please tell us about a time you
interacted with someone who had a different background from you in terms of a protected class. What did you do to communicate successfully with that person? What was the outcome? What did you learn from the experience?
Guidance
➥ Openness to working with people who have different perspectives, with an emphasis on protected classes (race, color,
national origin, religion, sex, sexual orientation, gender identity, marital status, age, veteran status, disability, or status as a
victim of domestic violence, harassment, sexual assault, or stalking)
– Ability to learn from the experience
– Valuing the differences each person brings to the table
➥ Willingness to listen to others
➥ Does it seem based on the answers that they might be able to work through issues with someone different in the future?
➥ Also may disclose being discriminated against and/or offended by someone and how they responded
➥ Responses could include trying to educate or otherwise engage with the other person, reporting the conduct, using it as motivation to suggest policy changes, etc.
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Gendered Wording in Job Announcements
The Oregon Employment Department fosters fairness, equity, and inclusion to maintain a workplace environment where everyone is
treated with respect and dignity regardless of race, color, national origin, religion, sex, sexual orientation, gender identity, marital status,
age, veteran status, disability, or status as a victim of domestic violence, harassment, sexual assault, or stalking. This policy applies to
every aspect of our employment practices, including recruitment, hiring, retention, promotion, and training. A goal of the Oregon
Employment Department is to become an employer of choice for individuals of all backgrounds and promote an inclusive workplace
culture that encourages diversity and allows employees to excel.
Our commitment to these values should be reflected in every aspect of our hiring process, starting with the position description and
job announcement. Research suggests that using gendered words (stereotypically masculine vs stereotypically feminine words) in job
announcements may affect applicants’ perceptions of who is welcome in which jobs. For example, words often perceived as feminine
are related to support, collaboration, and compassion. Words often perceived as masculine are related to leadership, independence,
and strength. Although these assumptions are based on stereotypes and do not apply to every person, it is important to be aware of
the impact that using gendered words can have on potential job applicants. In particular, a 2011 study found that the presence of more
masculine words than feminine words in job announcements resulted in female applicants being deterred from applying because the
words signaled that women did not belong or would not be welcome in that particular job. The presence of more feminine words did not
deter male applicants or affect their feelings of belonging in the job.
In order for candidates of all genders to feel that their applications belong at the Oregon Employment Department, it is recommended
that managers carefully review all position descriptions and job announcements and minimize use of gendered words. If gendered
words must be used, managers should ensure that an even number of stereotypically masculine words and feminine words are used,
and that they are used evenly in terms of location. For example, if there is a masculine word near the top of the position description,
there should also be a feminine word near the top of the position description.
Please use the following chart to check the wording in your position description and job announcement and reword as appropriate.
Thank you for using this resource to advance the agency’s commitment to fairness, equity, and inclusion.

Masculine Words
Active
Adventurous
Aggress*
Ambitio*
Analy*
Assert*
Autonom*
Challeng*
Confident
Decide
Decisi*
Determin*
Domina*
Hierarch*

Feminine Words
Independen*
Individual*
Intellect*
Lead*
Logic
Objective
Opinion
Outspoken
Persist
Principle*
Superior
Self-confiden*
Self-relian*
Strong

Cheer*
Commit
Communal
Compassion*
Connect*
Considerate
Cooperat*
Depend
Emotiona*
Empath*
Honest
Interdependen*
Interpersonal
Kind

Loyal*
Nurtur*
Pleasant*
Polite
Quiet*
Respon*
Sensitiv*
Support*
Sympath*
Together*
Trust*
Understand*
Warm*

Note. The asterisk denotes the acceptance of all letters, hyphens, or numbers following its appearance.
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Samples of
Director’s All-Staff Communications
RAINEY Teresa L * OED
From:
Sent:
To:
Subject:

GERSTENFELD David K * OED
Friday, June 5, 2020 10:51 AM
OED_DL_ALL_STAFF
Message on recent events and the importance of racial justice

Dear Employment Department colleagues,
Together with our Executive Team, I want to take this time to acknowledge the traumatic events of this past
couple of weeks. The brutal killing of George Floyd at the hands of members of the Minneapolis police force
has yet again turned a spotlight on the continuing racial injustice that permeates our society. In the aftermath,
we are witnessing a national outcry against racism, including through important protests showing the breadth
and depth of despair and frustration over the lack of change.
Like many of you, I am heartened by the thousands of people coming together to demand an end to the
systemic racism that makes it impossible for Black communities in particular and many other communities of
color to be safe in our nation. The Employment Department’s vision also calls for all of us to be part of the
solution to eradicating the discrimination and racism that keep Black jobseekers and Black-owned businesses
from realizing their full potential. While we have taken some initial steps for change, there is so much more
work to do to recognize and respond to the impacts of racism on these communities.
I want to make it clear that this work is part of our core responsibility as public servants, and I want your help
in making us part of the solution and not part of the problem. That means taking accountability for our actions
when we make mistakes, and acting with honesty and courage to create lasting change. And, it means that
each of us demonstrates our core values of integrity, respect, and community everyday by ensuring that no
forms of racism or discrimination are tolerated in our agency and communities.
I want to acknowledge all of our employees who are struggling with the weight and trauma of this moment,
which for many employees of color is coming on top of the disproportionately negative impact of the
pandemic in their communities. I hope that each of you is able to connect with the support that is best for
you. Below, are a few self-care resources compiled by our Equity and Inclusion Council:
-

Free, culturally competent virtual therapy services Free, confidential referrals from the Black Mental
Health Alliance.
Free support from our agency’s Employee Assistance Program

Before I close, I encourage those taking this opportunity to listen, learn, and grow to engage with some of
these additional resources compiled by our Council:
-

Read this guide for speaking up against everyday bigotry
Learn how the past shapes our present through a timeline of Black history in Oregon
Listen to the Council’s first Lunch and Learn on racial equity
View one or more of these documentaries on being Black in the United Stated

As we work through these incredibly challenging times, I want you to know that the Executive Team will do all
we can to support you and the important work you are all doing. And, we ask that you support each other
with empathy and respect.
-

David

__________________________________________________
David Gerstenfeld | Acting Director | Oregon Employment Department
503-947-1477 | david.k.gerstenfeld@oregon.gov
Pronouns: he, his
We envision an Oregon where meaningful work enables the state’s diverse people and businesses to realize their full
potential, creating prosperity in every community

1
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RAINEY Teresa L * OED
From:
Sent:
Subject:
Attachments:

GERSTENFELD David K * OED
Tuesday, October 6, 2020 3:25 PM
Announcement: Registration Now Open for Statewide DEI Conference
Employee Registration Guide.pdf

Greetings Employment Department colleagues,
Registration is now OPEN for this year’s Statewide Diversity, Equity, & Inclusion Conference. This annual conference
offers state employees a selection of engaging educational sessions, and I am proud that the Employment Department is
once again a key sponsor of this event. This year’s theme is “Amplifying the Voices of Equity,” and the entire conference
will be held online with no limit on the number of attendees per agency. The 2020 conference offers shorter session
blocks with varying start times each day of the conference to accommodate employees’ varying work schedules. Visit
the Conference Webpage to review this year’s session descriptions and speaker bios.
My expectation is that all interested employees be approved to attend at least one session so we are balancing our
priorities of working towards equity and serving customers who are dealing with unprecedented crises. If you are
interested in attending, please work with your manager to identify the session(s) you will be attending and register
through iLearn here. Remember to share what you learn with your teams!
A registration guide is attached, and the session blocks are as follows:
Tuesday, Oct. 27
 Morning Block: 8 a.m. – Noon
 Afternoon Block: 4 p.m. – 6:30 p.m.
Wednesday, Oct. 28
 Afternoon Block: Noon – 6 p.m.
Thursday, Oct. 29
 Morning Block: 9 a.m. – 11:30 a.m.
 Afternoon Block: Noon – 3:30 p.m.
Information on requesting accommodations is at the conference’s event page: Statewide Diversity, Equity, & Inclusion
Conference. Once again, I would like to thank this year’s Employment Department representatives on the planning
committee, Olivia Huynh and Oni Marchbanks, for all of their work to help plan this event in partnership with over 30
other state agencies.
Thank you!
__________________________________________________
David Gerstenfeld | Acting Director | Oregon Employment Department
503-947-1477 | david.k.gerstenfeld@oregon.gov
Pronouns: he, him
We envision an Oregon where meaningful work enables the state’s diverse people and businesses to realize their full
potential, creating prosperity in every community

Oregon Employment Department | Affirmative Action Plan 2021-2023 | Support Business | Promote Employment

Page 45

Samples of Equity and Inclusion Council’s All-Staff Communications
Samples of Equity and Inclusion Council’s All-Staff Communications

Council tip: If thinking or talking about race feels uncomfortable, get inspired by our
Councilmembers Oni and J as they talk about discomfort in this short video. Go ahead and
challenge yourself to work through the discomfort, and keep us posted on how it goes!

Equity and Inclusion Council
June 19, 2020

This Friday June 19, celebrate freedom by celebrating Juneteenth! Short for “June Nineteenth,”
Juneteenth commemorates the 1865 arrival of federal troops in Galveston, Texas, to ensure that
all enslaved people be freed. Their arrival was over two years after the signing of the
Emancipation Proclamation. Juneteenth is considered the longest-running African-American
holiday (read more at History.com).

For those who need mental or emotional support now or in the future, please remember that
our Employee Assistance Program has many resources for those experiencing violence and
racism. We encourage you to reach out for any support you need.
___
Sponsored by the Director, the Employment Department’s Equity and Inclusion Council is an
employee group that provides a wide range of policy recommendations to the Executive Team
and learning opportunities to the entire Employment Department. It envisions the Employment
Department as a workplace where individual strengths are recognized and appreciated and all
employees are encouraged to contribute. Please send your questions, feedback, and ideas for the
Council to Teresa.L.Rainey@oregon.gov.

The Oregon Employment Department fosters fairness, equity, and inclusion to maintain a
workplace environment where everyone is treated with respect and dignity regardless of race,
color, national origin, religion, sex, sexual orientation, gender identity, marital status, age,
veteran status, disability, or status as a victim of domestic violence, harassment, sexual assault,
or stalking. This policy applies to every aspect of our employment practices, including
recruitment, hiring, retention, promotion, and training. A goal of the Oregon Employment
Department is to become an employer of choice for individuals of all backgrounds and promote
an inclusive workplace culture that encourages diversity and allows employees to excel.

In Oregon, Juneteenth Oregon Celebration was founded 45 years ago by the late and beloved
community leader Clara Peoples. Upon moving from Muskogee, Oklahoma, to Portland in 1945,
Clara Peoples was surprised to learn that the Juneteenth holiday was unknown in this part of the
country. She introduced the holiday to her co-workers at the Kaiser Shipyards during their break,
bringing the first Juneteenth Celebration to Oregon.
Clara later helped to initiate Portland’s annual citywide Juneteenth celebration in 1972.
Juneteenth Oregon’s traditional celebration starts with a parade, which is followed by festivities
including live music and entertainment, art, food, educational booths, cultural booths,
community resources and a children’s play area.
Here are a couple ideas and opportunities for commemorating this important day in Oregon
while following social distancing guidelines:

On Saturday June 20, Juneteenth Oregon and PDX Jazz will
livestream a free concert, featuring an 11-artist-deep
Support Business | Promote Employment
lineup of local jazz, hip-hop and soul legends. The concert
starts at 1 pm via Juneteenth Oregon's and PDX Jazz's
Instagram and Facebook pages.
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Also on
Saturday at 1 pm, the event Together We Rise will
take place at the Oregon State Capitol. This is an
event celebrating solidarity and coming together to
end racism, police brutality, and systems of
oppression and give rise to just, equitable and lifegiving new ways of being together. Sponsors include
Equity by Design, the NAACP, City of Salem Human
Rights Commission, and the Coalition of Churches.
Start our new racial equity exercises:
Over the next several weeks, we’ll share short
videos and activities to support learning and
growth on racial equity. Understanding how
race impacts everyone’s daily lives is essential
in carrying out our vision of an Oregon where
meaningful work enables the state’s diverse
people and businesses to realize their full
potential, creating prosperity in every
community. We invite you to join us in these exercises!
Exercise Round 1
Step 1: Over the next week, watch at least two of the following short introductory videos:
• A Conversation With My Black Son (5 min.)
• A Conversation With Black Women on Race (6 min.)
• A Conversation With White People on Race (5 min.)
• A Conversation With Police on Race (7 min.)
Step 2: Take 5-10 minutes to reflect on these videos, either through writing or debriefing with a
friend or colleague. Just like a physical exercise plan, having a buddy or keeping a journal can
help you track progress and maintain accountability during these racial equity exercises.
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May 6, 2020
Greetings from your Equity and Inclusion Council! As we all continue our work to provide
critical services to Oregonians, we have some tips and reminders to share:
“Social distancing, please!”
Please follow workplace social distancing guidelines, as they are particularly important for your
coworkers who may be more vulnerable to COVID-19 due to age, health condition, economic or
social conditions, or other factors. If a coworker asks you to please step back a few feet and it
makes you feel uncomfortable or defensive, remind yourself that we are all responsible for
maintaining a safe and healthy workplace. Requests to respect social distancing aren’t personal;
they’re professional.
A few more tips:
 Count your carpet squares! 4 carpet squares = 6 feet in most offices, which is the
recommended social distance
 You can share resources in American Sign Language with this ASL video series or in
Spanish with this Spanish video series.
 If you can wear a mask, we highly encourage you to do so. Wearing a mask or cloth face
covering is an optional, recommended tool for protecting others from infection.
 Keep in mind that some employees may not be able to wear a mask due to respiratory or
other conditions. Each person’s medical decisions are private and confidential.
Mental Health Awareness Month
It’s always a good time to take care of your mental and emotional wellbeing, and every May we
have an extra reminder! Here are some great resources:
 Watch the short video “Five Things About Staying Mentally Healthy during the COVID-19
Outbreak”
 Browse resources at the National Institute of Mental Health or contact our agency’s
Employee Assistance Program for free support.
 Register for free, culturally competent virtual therapy services through the The Boris
Lawrence Henson Foundation, which was formed to eradicate the stigma around mental
health issues in the African-American community (and thank you to the Black Parent
Initiative for sharing this resource!).
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Asian/Pacific Islander Heritage Month
Did you know that about 25% of the world’s >6,000 languages are spoken in the Pacific Islands?
Asian/Pacific Islander Heritage Month is a great opportunity to refresh yourself on language
access for our customers! The agency is continuing to add translated resources to our COVID-19
response site, so keep checking the site for resources to share.
Here are a few more language access reminders:
 If a customer requests services in a language other than English and a qualified bilingual
employee is not immediately available, please use our phone or video interpreters to
assist the customer right away (video interpreters can also provide ASL interpretation).
 Many employees have been moved to new assignments to help respond to the
pandemic. If a qualified bilingual employee is unfamiliar with certain terms or documents
in a new area of work, please immediately contact our phone or video interpreters for
help so that our customers are fully assisted in their preferred language.
 Questions? Contact our Universal Access Coordinator Eric.L.Villegas@oregon.gov for
more information.

Many of us are familiar with service animals who assist people who are blind or low vision.
Service animals have also greatly expanded their tasks beyond assisting those with seeing and
hearing impairments to include:
 Medical response, such as alerting someone to low blood sugar
 Mobility and task assistance for a person using a wheelchair
 Emotional wellness support for a person with a mental health disability such as anxiety
disorder or Post-Traumatic Stress Disorder (PTSD)
Many of these functions may be for an individual with a hidden disability.
 You can review our disability awareness training here for more information on hidden
disabilities.
How do I bring my service animal to work?
Any employee who wishes to bring a service animal to work as an accommodation can use the
agency’s reasonable accommodation request process and resources on EDweb. Every request for
a reasonable accommodation will be addressed fairly and respectfully and through an
individualized assessment and interactive process.

Here are a few more ways to honor this month:
 Since the onset of COVID-19, many people of Asian descent – or who are perceived to be
of Asian descent – have been the target of increased hostility, harassment, and hate
crimes. If you see someone being targeted in public, here’s a short video from 2017 of
bystander intervention strategies you can use to help (please note that examples of
public harassment are included at the start of the video).
 Chinese restaurants have been particularly impacted by the pandemic. If you can,
consider ordering some takeout to support your local businesses, and check out this
great video on the origins of familiar Chinese-American dishes to whet your appetite!
By supporting and uplifting each other, we will all be better able to get
through this challenging time. Thank you for all you do!
__
Sponsored by the Director, the Employment Department’s Equity and Inclusion Council is an
employee group that provides a wide range of policy recommendations to the Executive Team
and learning opportunities to the entire Employment Department. It envisions the Employment
Department as a workplace where individual strengths are recognized and appreciated and all
employees are encouraged to contribute. Please send your questions, feedback, and ideas for the
Council to Teresa.L.Rainey@oregon.gov.

The Oregon Employment Department fosters fairness, equity, and inclusion to maintain a
workplace environment where everyone is treated with respect and dignity regardless of race,
color, national origin, religion, sex, sexual orientation, gender identity, marital status, age,
veteran status, disability, or status as a victim of domestic violence, harassment, sexual assault,
or stalking. This policy applies to every aspect of our employment practices, including
recruitment, hiring, retention, promotion, and training. A goal of the Oregon Employment
is to become an employer of choice for
individuals
of all backgrounds
promote
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an inclusive workplace culture that encourages diversity and allows employees to excel.

Photo credit @ProfSharona
How will I know if a coworker has a service animal in our office?
At some point in your career, you may receive notice from your manager that a dog or other
animal will be in the office in the near future, but the phrase “service animal” may or may not be
used. This is because employers may not disclose that an employee has a disability or uses a
service animal without the employee’s permission. Here are some more tips:
 If you have questions about whether a coworker bringing an animal into your office is
permitted, you may reach out to your manager or Human Resource Business Partner for
clarification.
o Remember that just as they will not share your personal information with other
employees, they will also not share your coworker’s personal information with
you. They will simply confirm whether or not the animal is permitted in your
office.
o You can read more on this topic at the Job Accommodation Network (JAN) site.
 Similar to assistive devices such as a cane, walker, or wheelchair, a service animal may or
may not be needed everyday. Needs vary by the individual employee.
 Service animals may or may not be wearing a vest or other equipment.
 Service animals can be a variety of breeds and sizes and may require special carriers for
transport.
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Equity and Inclusion Council

February 6, 2020
“She says unequivocally that having her first assistance dog changed her life completely – both in
terms of daily life and in her career progression. She said that once partnered, with the
independence it afforded her, career opportunities began to open up in a way they hadn’t
before.” (full article here)

Photo credit: Assistance Dogs of the West
How should I interact with an animal in the workplace?
 Please ask the handler for permission before trying to speak to or pet an animal in the
workplace. In many cases, handlers will not give permission because this can interfere
with the animal’s training or ability to carry out their tasks.
 It’s also best to avoid staring at animals in the workplace, as many animals are sensitive
to body language and prolonged eye contact.
 Watch this short video for a quick example of why these tips are important (and if you
have time, let the video keep playing to go through a series of short disability etiquette
videos):

Photo credit: Assistance Dogs of the West
With the recent publication of our agency’s Reasonable Accommodations page, this is a great
time for us to share information on service animals as a workplace accommodation. The agency
is committed to providing reasonable accommodations in the workplace, which embodies our
value of community and operating principle of promoting a positive, safe, and learning
environment. Below are answers to some Frequently Asked Questions and suggested resources
regarding service animals.
What is the definition of a service animal when it comes to employment?
The Americans with Disabilities Act (ADA) does not define service animals in the section that
deals with employment. An employee’s request to bring a service animal to work can be
processed like any other request for a reasonable accommodation.
54 | P a What
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Handlers should remain in control of their service animals, but remember that service
animals - much like people - are still living beings and not always perfectly behaved. As
one person explained, “My service animal may sniff the pepperoni aisle at the grocery
store if she thinks I am not looking.”
o Minor incidents like sniffing the pepperoni aisle, or the occasional bark in the
workplace, would not pose an undue hardship or direct threat.
If an animal in the workplace is behaving in a way that may pose a direct threat to the
health and safety of others, employees may contact their manager or Human Resources
Business partner for assistance.
Employees who have an allergy or fear of a specific type of animal in the workplace may
also contact their manager or Human Resources Business Partner to discuss their needs.
o JAN’s Service Animals and Allergies in the Workplace page provides several
accommodation ideas that may meet the needs of both employees.

What about customers who use service animals?
There are some differences between using a service animal as an employee versus using a
service animal as a customer. You can find information on this topic at the Universal Access
Tools/Equal Opportunity Resources page on EDweb.
Here are a few more tips and resources:
 Read about the first tribal courthouse dog in the US and other workplace stories at the
Working Like Dogs blog.
 Watch a 10-minute webinar from JAN here.
 Watch two 90-minute training sessions from the 2019 State of Oregon Diversity and Inclusion
Conference here and here. Please coordinate your training time with your manager.
Thank you for reading these tips on promoting equity and inclusion in the workplace!

If you’re not sure about wearing a button, you can still
participate in these ways:
1. Read extra flashcards left in break areas.
2. Like and share the agency’s social media posts about
the event.
3. Participate in the end-of-month trivia game held by
your manager or event coordinator. Winners of the
game will be entered in the trivia winners’ drawing.

Remember, sign up starts today and continues through February, and
you can sign up through your manager or their designated event
coordinator. Participation is optional, and supplies are limited. Any
employee who needs a reasonable accommodation to participate in
this event may contact their manager, Human Resources Business
Partner, or the Equity and Inclusion Officer.

Image Description: Black History
Month Flashcard #6, Vol.1 with
photograph of Bass Reeves and
the following text: “The First
Black Cowboys.
UrbanIntellectuals.com,”

Thank you, and enjoy the event!
___
Sponsored by the Director, the Employment Department’s Equity and Inclusion Council is an employee
group that provides a wide range of policy recommendations to the Executive Team and learning
opportunities to the entire Employment Department. It envisions the Employment Department as a
workplace where individual strengths are recognized and appreciated and all employees are encouraged
to contribute. Please send your questions, feedback, and ideas for the Council to
Teresa.L.Rainey@oregon.gov.
The Oregon Employment Department fosters fairness, equity, and inclusion to maintain a workplace
environment where everyone is treated with respect and dignity regardless of race, color, national origin,
religion, sex, sexual orientation, gender identity, marital status, age, veteran status, disability, or status as
a victim of domestic violence, harassment, sexual assault, or stalking. This policy applies to every aspect
of our employment practices, including recruitment, hiring, retention, promotion, and training. A goal of
the Oregon Employment Department is to become an employer of choice for individuals of all
backgrounds and promote an inclusive workplace culture that encourages diversity and allows employees
to excel.

___
Sponsored by the Director, the Employment Department’s Equity and Inclusion Council is an employee
group that provides a wide range of policy recommendations to the Executive Team and learning
opportunities to the entire Employment Department. It envisions the Employment Department as a
workplace where individual strengths are recognized and appreciated and all employees are encouraged
to contribute. Please send your questions, feedback, and ideas for the Council to
Teresa.L.Rainey@oregon.gov.
The Oregon Employment Department fosters fairness, equity, and inclusion to maintain a workplace environment
where everyone is treated with respect and dignity regardless of race, color, national origin, religion, sex, sexual
orientation, gender identity, marital status, age, veteran status, disability, or status as a victim of domestic
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violence, harassment, sexual assault, or stalking. This policy applies to Support
every aspectBusiness
of our employment
practices,
including recruitment, hiring, retention, promotion, and training. A goal of the Oregon Employment Department is
to become an employer of choice for individuals of all backgrounds and promote an inclusive workplace culture
that encourages diversity and allows employees to excel.
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Equity and Inclusion Council
January 29, 2019
How much Black history do you know? This February, we’ll all have the opportunity to learn
more as we join in the national celebration of Black History Month. Begun in 1925 by Dr. Carter
G. Woodson as a weeklong event to correspond with the birthdays of Frederick Douglass and
Abraham Lincoln, this event was expanded by President Gerald Ford into a monthlong
celebration starting in 1976.
Our agency’s Equity and Inclusion Council is building on the success of its
2018 Lunch and Learn series by sponsoring a fun (and optional), agencywide Black History Month event to learn more about the rich history of
Black and African American people around the world. At the end of
February, we’ll review what we learned with trivia games, hold a drawing
of participants and trivia winners, and award two $20 gift cards, courtesy of
the Council’s Executive Sponsors.

Image Description: Button with
black background, red, green, and
yellow stripes, and the following
text: "Ask me about Black History
Month"
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Here’s how you can participate:
1. Sign up starting today with your manager or their designated
event coordinator to receive supplies and be entered in the
participants’ drawing. Supplies include a button (pictured to the
left), Black History Month Flashcard(s), and the attached talking
points.
2. Wear your button during work hours starting Monday February
4 through Thursday February 28.
3. Use the attached talking points to answer questions you
receive about the button.
4. Share your flashcard(s) with coworkers or customers who ask
about the button.
5. Trade flashcards with other participating employees
throughout the month to increase your knowledge.
6. Take group or individual photos for posting on the agency’s
Support
Business
social media sites. Check with
your manager
or event | Promote
coordinator regarding how to submit the photos for posting.

Employment
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Internship Proposal

Oregon Employment Department
Internship Program
Business Proposal (Draft)

Updated: January, 2020
HyeSu Han
Brandon Linville
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Brief-Note
Please note that this proposal is a working document. If you have any ideas, comments or suggestions,
please let us know. If you also find any errors, please do not hesitate to contact us as well. Your input
will be highly appreciated!
HyeSu Han
Hatfield Resident Fellow
HyeSu.HAN@oregon.gov
971-283-6012
Brandon Linville
Senior HR Business Partner
Brandon.J.LINVILLE@oregon.gov
503-947-1292
Sharon Tietsort
Human Resources Director
Sharon.M.TIETSORT@oregon.gov
503-947-1319
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Background
Internship programs have been increasingly popular among employers and students. Such opportunities
help young professionals acquire necessary job skills and help them realize their interest and potentials.
And employers can identify, hire and retain talented students through internships at a low cost. And
interns bring fresh perspectives and are skilled in the latest technology, and diversify the workforce.
Despite many benefits of hiring interns, Oregon Employment Department has been reactive to
internship requests. We would like to shift this culture and encourage departments to proactively seek
and hire interns. Therefore, this document identifies the need of hiring interns and provide a general
roll-out plan for starting the internship program from summer 2020. In addition, in align with OED’s
goals of fostering an inclusive and fair work employment, we advocate that these opportunities be
available (and targeted for, in some cases) to groups of disadvantaged people in order to help remove
the employment barriers.

Benefits of Internship Programs

State of Oregon Internship Program Toolkit, created by the Department of Administrative Services
(2017) have listed a number of potential benefits of having internship programs for both the employer
and the intern, as well as the school and the local community as below.

For OED










Gain short term talent to assist current employees and increase your team’s productivity.
Attract enthusiastic workers who can contribute new ideas and bring fresh, innovative
perspectives.
Evaluate a potential future employee and create a pipeline for candidates.
Increase diversity at the agency and access students with special skills and/or knowledge.
Offer management experience to employees working as intern supervisors and mentors.
Provide full-time employees more time to focus on other essential tasks.
Strengthen relationships with local universities and colleges, and enhance visibility of OED on
college campuses.
Build local community capacities by building local workforce and helping people develop their
career path goals.

For Interns









Gain a full and realistic view of the workplace and hands-on work experience.
Become able to integrate academic coursework with practical application and skill development.
Network with professionals in intern’s field of interest.
Explore career interests, uncover talents and develop transferable skills.
Earn college credit and/or fulfill degree requirements.
Explore state government and different organizational departments.
Gain possible full-time employment at internship site.
Gain job skills that may help them obtain employment in the near future.
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Internship Programs in the State Agencies
Number of Interns by Agencies
According to Workday, 16 state agencies have hired 182 paid interns in 2019 (See table 1). Agencies that
have hired the most number of interns are: Oregon Department of Transportation, Oregon Department
of Fish and Wildlife and Legislative Assembly, respectively. Please note that there may be more paid
interns that are not recorded within the Workday system if interns were hired through an intermediary
organization. For instance, an intern hired through the Portland State University’s Oregon summer
fellowship gets paid through Portland State University instead of host agency may have not been
recorded within the Workday system.
Table 1. Number of Paid Interns Hired in State Agencies (2019)
Agency
Department of Transportation
Department of Fish and Wildlife
Legislative Assembly
Department of Consumer & Business Services
Oregon Health Authority
Department of Administrative Services
Parks and Recreation Department
Secretary of State
Department of Environmental Quality
Department of Human Services
Oregon Department of Education
Department of State Lands
Employment Department
Higher Education Coordinating Commission
Land Conservation and Development Department
Oregon State Treasury
Total

Number
71
40
32
8
7
5
5
3
2
2
2
1
1
1
1
1
182

Percentage
39%
22%
17.6%
4.4%
3.9%
2.8%
2.8%
1.7%
1.1%
1.1%
1.1%
0.6%
0.6%
0.6%
0.6%
0.6%
100%

Demographics
Unfortunately, the racial/ethnic demographics of paid interns hired in the stage agencies were not
representative. Particularly, interns identified as African American, Native Hawaiian (or other Pacific
Islander) and American Indian were underrepresented (See table 2).
Table 2. Racial demographics of Paid Interns (2019)
Race/Ethnicity
White
Two or More Races
I do not wish to answer.
Hispanic or Latino
Asian
Black or African American
Native Hawaiian or Other Pacific Islander
American Indian
Total

Number
128
16
14
12
10
1
1
0
182

Percent
70.30%
8.80%
7.70%
6.60%
5.50%
0.60%
0.60%
0%
100%
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Retention
Currently, there is no retention data that can help us analyze how many interns have applied for state
agencies jobs or have been converted to regular jobs are not available at this time. The data may
become available in the future as the state continue to track data through Workday system. As for the
OED intern (Ms. Amelia Dinh) who was hired within the IT department in 2019 have secured a
permanent position and have continued to work within the IT department at OED.

Representation and Inclusion Goals at OED

Oregon Employment Department seeks to foster an inclusive and fair work environment. To ensure that,
we aim to have representation of our employees as much as possible. However, our recent internal data
demonstrates that we currently do not have representation of certain populations such as the American
Indian, Alaska Native and people with disabilities. In addition, we currently do not have representation
of young professionals under the age of 35. Please see below tables 3-4 for more information.

Hispanic

Native Hawaiian/
Pacific Islander

Two or More
Races

White

Race not
disclosed

With a Disability

4.8

1.1

3

10

0.7

5.2

66

9.3

n/a

4.3

2.2

3.2

8.6

0

4.3

66

11.8

5.9
4.4
2

0.7
0
3

2.3
1.5
3

15
12
13

0.4
0
0

3.3
4.4
1

72
75
77

1
1.5
1

Exiting Employees (N=105)

4.8

0

4.8

5.7

0

1

81

2.9

Oregon census data (2018)

4.6

1.2

2

13

0.4

4.7

75

n/a

No
data
5.4
1.5
6.1
No
data
14

Veteran

Black/African
American

New Hires
(N=93 per quarterly report)
Current Employees (N=1,176)
Internal Promotions (N=68)
In Management (N=99)

American Indian/
Alaska Native

Applicants (N=5,686)

Asian

Table 3. Applicant and Employee Percentages by Race and Disability Status
(January 2019 – October 2019)

No
data
No
data
8.9
14
14
No
data
8.4

40-45

45-50

7.6
18
2

11
18
10

11
16
14

15
13
17

Census data for Oregon (2018)

>6.3

14.1

13.3

65 and over

35-40

3.8
10
2

60-65

30-35

0.7
4.4
0

55-60

25-30

Current Employees (N=1,176)
Internal Promotions (N=68)
In Management (N=99)

50-55

25 and under

Table 4. Employee Percentages by Age Group and Veteran Status
(January 2019 – October 2019)

15
13
17

16
2.9
24

12
4.4
13

8.6
0
0

6.4

6.6

18

12.4
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Program Goals

According to the data shown above, we have identified the need to diversify our workforce. We believe
that the internship would help bring some of the underrepresented groups to our office and help create
a diverse and inclusive work environment. In addition, the OED is strategically positioned to lead Oregon
in addressing barriers to employment faced by both protected classes and underrepresented
populations in Oregon’s workforce. With our resources and expertise in connecting job seekers with
employers, we can take further actions towards reducing workforce inequality. Through the
implementation of an internship program targeting specific populations facing above average barriers to
employment, OED will conceivably be able to provide hands-on training and basic skill development to
assist interns in building confidence and assisting them in overcoming their barriers to employment.

Priority Target Populations

While it would be ideal to serve as many groups of populations who have faced employment barriers,
we also need to be strategic given our limited time and resources. Therefore, it is important to identify
our top priority groups that we would like to focus our recruiting efforts in the next few years.
Based on our OED employee demographics data (Table 3, 4) and the statewide internship demographics
data (Table 2), we have identified the followings groups as our top priority groups:
-

Ethnic and racial minorities (particularly, African American, American Indian and Alaska Native)
People with disabilities

And as we continue to develop our program, we will further expand the program and/or increase our
recruiting efforts to other priority groups such as:
-

At-risk youth
Formerly or currently incarcerated community
First generation college students
LGBTQ community
Veterans
Any disadvantaged groups such as single head of the household, married women with work
interruption, etc.

6
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Program Structure
Internship programs proposed here includes two components. Traditional College Internship Program is
designed mainly for college students and recent graduates who are interested in the work opportunities
in the government setting. On the other hand, Transitional Employment Internship Program is mainly
designed for certain vulnerable populations that may require job readiness and specific workplace
trainings to help them transition and secure successful employment in the future.

A. Traditional College Internship Program
Types of work to be assigned
Interns should be assigned meaningful work that supports agencies’ needs and intern’s academic fields
of study or career interests. They should not be assigned, as their primary duties, simple administrative
or clerical tasks. It is highly recommended to assign work that is short-term, of a project-oriented nature
or of similarly limited duration for interns. Interns should not be considered as consultants or be
expected to provide a function that the professional staff does not have the skills to perform.
Eligibility
- Be enrolled and seeking a degree or certificate in a postsecondary educational institution on a halfto full-time basis, or
- Have completed, within the previous two years, a qualifying associate’s, bachelors, masters,
professional, doctorate, vocational or technical degree or certificate from a postsecondary
educational institution.
Program types and duration
1. Summer internship
- Mostly full-time, about 400-480 hours (10-12 weeks, 32-40 hours/week)
- Cohort model that starts and end at the similar time (Exact time may vary a little depending on
the availability of the intern and the need of the supervising department).
- A cohort of summer interns will go through trainings together. This would help create a strong
support network for interns and improve their overall internship experience.
2. Academic term internship
- Full-time and part-time depending on the needs of each division (8-40 hours/week)
- Some departments may have additional seasonal needs at this time. For instance, Legislative
Affairs and/or Unemployment Insurance units may be interested in hiring interns during
winter/spring terms.
- If we choose to collaborate with the Multiple Engineering Cooperative Program (MECOP), these
interns are required to work full-time for 6 months during the academic term. More information
about the program is available in the following page.
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Potential Partner Organizations/Programs
While the agency does not necessarily need partner organizations to recruit college and recent graduate
interns, we can still consider utilizing some of the existing internship programs such as the followings:
Program

Participants

Main Disciplines

Location

Timeline

Cost

(1) Multiple
Engineering
Cooperative
Program
(MECOP)

Undergraduate
students in the
field of
engineering
and business

 Engineering

Portland,
Willamette
valley area

6 months:
(1) April –
September
(2) June –
December

Intern wages
+ $3,000
annual
contribution,
$600 program
fee per intern

(2) Emerging
Leadership
Internships
(ELI)

Undergraduate
students of
color

(3) Portland
State University
- Oregon
Summer
Internship

Current
Graduate or
PhD students
from any
university
nationwide

Anywhere
in Oregon
(typically
in
Portland,
Salem)

10 weeks
during
summer

(4) Portland
State University
- Hatfield
Resident
Fellowship

Recent
Masters or
PhD graduates
(within 1 year
of graduation)
from any
university
nationwide
Willamette
University
undergraduate
students
Willamette
University
undergraduate
students

Anywhere
in Oregon
(typically
in
Portland,
Salem)
Salem

(5) Willamette
University
Government
Internship
(6) Willamette
University
Legislative
Internship

(including
Computer
Engineering,
Computer Science,
Information
Systems)
 Business
(including
Accounting,
Finance, Marketing,
Project
Management)
Open for all majors
(science,
engineering,
humanities, social
science)

Open for all majors,
but candidates
typically study:
 Public policy
 Public
management
 Community and
Regional Planning
 Nonprofit
management
related majors
 Public policy
 Public
management
 Community and
Regional Planning
 Nonprofit
management
related majors
 Public
Administration
 Public Policy
 Political Science
 Public Policy
 Public
Administration
 Political Science

Hrs/
wk
40

Note

Intern wages
+ $200
transportation
stipend per
intern +
$1,500
program fee
per intern
$10,500 (incl.
$6,000
stipend)

35+

Guaranteed
hiring
students of
color

40

Suitable for
short-term
project work
at the
graduate
level

32 weeks
(Routinely
offered
from JulFeb or
Sep-Apr)

$43,000 (incl.
$25,000
stipend)

32

Suitable for
long-term
project work
at the
graduate
level

Spring
semester
(even
years only)
Spring
semester
(odd years
only)

Unpaid

8-10

Unpaid

10

Students
receive
course
credits.
Students
receive
course
credits;

Portland

Salem

Provides
access to
highly skilled
students for
IT or business
positions
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(7) TechRise
PDX program
(Northwest IT
Apprenticeship)

18-29 years
who are
interested in
an entry level
IT; diverse
applicant pool

This program
develop IT support
professionals (i.e.
Computer Support
Specialist, Network
Admin, Software
Developer,
Computer &
Information
Analyst)

Portland

1 year

$15-$17; rate
progresses as
apprentice
gets IT related
certification

40

Internship at
the
Legislative
Affairs Team
Suitable for
IT Help desk
position;
currently in
discussion
with Bill
Truex (CIO)

9
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B. Transitional Employment Program
As discussed, transition employment program focuses providing job trainings and work opportunities for
certain disadvantaged populations such as the people of disabilities and those who have been
incarcerated. Due to the limited expertise and network OED has with such groups, it would be ideal to
collaborate with existing programs and some organizations that deal with these populations. In other
words, OED would either host interns that are tailored to the needs of the individuals and the
requirement of our partner programs, or ask for a referral from our partner organizations to fill an
intern role that is specifically designed for certain groups of population.

Vocational Rehabilitation Program

Some of the potential partner organizations we have identified are as follows.
Program
1) Adult
Training
Program
or
High School
Transition
Program

Partner
organiza
tion
Project
SEARCH

Group
Disabled Develop
mental
disability;
High
school
seniors or
graduates

Participant
Age
22-35
or
18-21

Placement
location

Program
Timeline

Major Cost

Note

Salem
Central
office

9 months
from
September;
students
rotate
positions
every 12
weeks

Monthly
stipends for
interns,
$16,000
one-time
fee (may be
covered by
DHS grant)

Highly structured
training program;
designated on-site staff
dispatched;

2) Summer
Work
Experience
Program
(SWEP)

Oregon
Commis
sion for
the
Blind

Disabled (Nearly)
blind

16-20

Portland

7 weeks in
summer

None (Paid
by OCFB)

3) Summer
Work
Internship For
Transition
(SWIFT)
4) Non-paid
Work
Experience
(NPWE)
Program

Oregon
Departm
ent of
Human
Services
U.S.
Departm
ent of
Veteran
s Affairs

Disabled
– General
(except
the blind)

16-20

5-6 weeks
in summer

None (Paid
by DHS)

Disabled
veterans

Any

Work
Source
office in
rural
Oregon
Salem
Central
office

Typically 36 months
anytime

None (Paid
by VA)

City of Salem, and State
of Oregon, Image and
Records Management
Services have been
participating in this
program.
75% find employment
upon completion (33%
at the host agency);
compare with 20% hire
rate for nonparticipants.
There is a possibility that
an intern won’t be
matched if none of the
participant is interested
in working at OED.
There is a possibility that
an intern won’t be
matched if none of the
participant is interested
in working at OED.
In progress of finding
more details
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5)
Occupational
Skills Training
Program

U.S.
Departm
ent of
Veteran
s Affairs

Disabled
veterans

Any

Salem
Central
office

Typically 36 months
anytime

None (Paid
by VA)

In progress of finding
more details; Dept. of
Veterans Affairs
recommend this over #4
NPWE Program

11
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Second Chance Program

Some of the potential partner organizations we have identified are as follows.
Program
6) N/A

7) OYA Youth
Transitioning
Program

Partner
organization
De Muniz
Resource
Center

Oregon Youth
Authority,
Dept. of
Administrative
Services

Group
Incarcerated
or formerly
incarcerated
adult in the
transitional
center
Youth in
transition

Participant
Age
Adult

Location

Timeline

Salem

Depends
on OED

Youth and
young
adult

Salem
Central
office

6
months;
Rolling

Major
Cost
Depends
on OED

Note

Wage:
$14.32/hr

DAS will contact
state agencies
when there is a
demand from
OYA

We can get a
referral from this
center to fill our
specifically
designed position

Potential matching positions
Traditional College Internship Program
For Traditional College Internship Program, we can work with each OED divisions and units to develop
positions and projects suitable for their needs. Depending on the nature of the project and tasks interns
will be working on, we can consider partnering with external internship program to source our interns
from or directly hire in the same way we hire any other regular positions. If we choose to source interns
from external programs, we can choose where to source our interns from among several external
programs. Followings are some of our suggestions for matching interns:







MECOP for IT and accounting and finance positions
TechRise PDX for IT service desk position
PSU Oregon Summer Internship for short-term project work at the graduate level
Hatfield Resident fellowships for mid-term project work at the graduate level
Emerging Leaders Internship program for Portland based work
Willamette Legislative/Government Internship program for Legislative related work

Transitional Employment Internship Program
For Transitional Employment Internship Program, we can place interns with entry-level clerical and
administrative positions. However, we should keep in mind that we may need to adjust the nature of
project and tasks depending on each intern’s ability, skills and needs.
Given the characteristics and locations of targeted internship programs, following units may have some
suitable positions available for the transition employment program participants:
1) Project SEARCH
Participants are the young adult with developmental disabilities. Generally, participants work in
positions that require heavy clerical work (filing, scanning, etc.).
- Administrative Business Services
- Property & Risk Management
- UI Benefits – Records and Redeterminations
12

Oregon Employment Department | Affirmative Action Plan 2021-2023 | Support Business | Promote Employment

Page 61

-

IT Service Desk/Equipment
Human Resources
Cleaning, organizing work (e.g. custodian, organizing meeting room, etc.)
Reception (e.g. greeter)
Mail room
Salem Work Source Center

2) SWEP
Participants will be staying at a dorm in Portland State University, thus the work site should be
about within 45 minutes of commutes via public transportation.
- Beaverton Contact Center
- Portland Work Source Office
3) SWIFT
OCFB has SWIFT programs both in Salem and Portland. However, they also have a program that is
tailored to individual’s need and would love to work with us in providing internship opportunities in
the rural area where they have difficulty finding internship sites.
- Work Source Office in Eastern or Southern Oregon
4) OYA
- Salem Central Office
5) NPWE or Occupational Skills Training
- Salem Central Office
- WorkSource Center
6) De Muniz Resource Center
Participants would be incarcerated (formally or currently) with some kind of criminal record. Their
background and skill set varies widely by individuals. So they may be able to fit in different
departments as long as the nature of the position does not require passing high level of security
check. Some examples are followings, but not limited to:
- Property & Risk Management
- IT Service Desk
For placing transitional employment interns, the agency (particularly Human Resources) should
proactively reach out to managers in a proactively manner to create positions suitable for interns with
special needs and attention. Some hiring managers may have negative perceptions of certain
populations and/or may not have high interests in hiring and supervising interns with untraditional
background.

13
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C. Career Explorations Program
Typically, interns commit few months to a year to participate in an internship program. However, not
everyone is available to commit to a relatively long-term appointment. Therefore, OED can also consider
offering a job shadowing program in the future to introduce our agency and work to our community and
promote public service jobs. The program can be designed to last for few hours to a full day, depending
on the structure of the program.

Option 1) Career Explorations Shadowing Program

Those who are interested in this program will fill out an online interest form, and will be matched to one
of our employees who work in the area of the participants’ interest. Participants should sign the
confidentiality form prior to starting the program, and will only be eligible to participate once due to the
limited time and resources we have.

Option 2) Career Explorations Day

We can also designate a special day in a given year and have an open house for any students and
community members who are interested in learning more about our work. Individuals or groups who
are interested in attending the event will fill out an online interest form, and the seat will be limited to
certain numbers. This would be a full-day structured event.
We can consider collaborating with few other government agencies and make this a joint-event. This
would allow participants to visit several government agencies in different fields, learn more about the
public service work in the state government and attend a panel discussions/Q&A session.

14
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Estimated Hiring Plan
Below is the estimated hiring plan we would like to recommend. For 2020-2021, most of internships will
take place in the Salem Central office. We estimate to hire a total of 7 to 14 interns in 2020. In the
following year, we estimate to hire additional 10 to 17 interns.

15
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Mid/long-term Plan
We continue and expand the existing internship partnerships plan to gradually increase the number of
hires. As our program stabilizes within 2-3 years, we plan to expand target groups to include other
underrepresented populations. We will also continue to work with more OED departments to develop
more internship positions across the state.

General Timeline for 2020
Upon receiving an approval from the agency, the preparation and implementation of the 2020-2021
internship program will follow this schedule approximately:
Summer 2020 Program Milestone
Internship proposal approved by the agency
Sign MOU with MECOP program
Apply for DHS grant for Project SEARCH
Discussion with managers on internship
demands; send intern request forms
Sign MOU with PSU Fellowship program
Create job descriptions
Hiring process

Timeline
Early-February
Early-February
Mid-February
February
Mid-February
February – March
February – June
(Depends on programs)
April

Create onboarding and training materials,
internship toolkit
Develop metrics to measure success and
effectiveness of internship program
MECOP Engineering Internship Period
MECOP Business Internship Period
Summer Traditional Internship Period
Project SEARCH 1st rotation
MECOP, Sumer internship evaluation and debrief
Preparation for MECOP Engineering Internship,
Winter/spring term internship for 2021
Develop and prepare for direct hiring of summer
2021 interns

May
April – September
June – December
June – September
September – December
October
October – November
From November
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Marketing & Recruitment Strategies
Below are the initial concepts for marketing and recruitment strategies for 2021 internship program. In
addition to continue partnering with some of the existing internship programs as discussed previously,
OED will increase its capacity to hire interns directly through job postings, social media and e-mail
marketing, visiting university and community career fairs, etc. Please feel free to share your comments
and suggestions.
Marketing and recruitment strategies will be in conjunction with our regular recruitment strategies that
will be developed by the HR recruitment team and the Equity and Inclusion Council.

1. Professional and Appealing Marketing Materials
-

Create or follow agencies’ existing branding strategies.
Create well-designed promotional materials by early February for an effective marketing and
outreach campaign.
Tasks
Create marketing materials (Email template, flyers,
brochure, etc.)

Timeline
May 2020

Collaborators
Communications,
Recruitment Team

Note

Design an internship logo

May 2020

Communications

Update branding on
Handshake
Order promotional items

September 2020

Communications

Encouraged, but not
required

September 2020

Communications

2. Strong Online Sourcing Presence
-

Regularly update our website, social media pages and other online platforms.
Implement social media campaign, if feasible.
Reach out to various network for advertising postings.
Tasks
Upload
postings
Upload
postings

Communication

Advertise
postings

Website, E-mail
(Start with OHA
recruitment list)

Platform
Workday

Target
General

Collaborators
Recruitment Team

Handshake

University
students –
general (700
universities
nationwide)
Diverse
groups

Recruitment Team,
College Career Centers

community
organizations –
people of color,
disability, LGBTQ,
Veterans

Recruitment Team,
Equity Inclusion
Council
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Advertise
postings
Advertise
postings

Social media – OED
accounts, various
groups/pages

LinkedIn, Facebook,
Twitter, Instagram
iMatchSkills

Communications,
Recruitment Team
General,
diverse
groups

WorkSource

3. Build Relations with Universities and Student Clubs & Sourcing
-

-

Introduce our internship offerings and build relations with career centers, related academic
departments (department chairs, professors, student advisors, etc.)
Build relations with vocational rehabilitation, cultural centers and Veteran’s affairs related
offices in colleges.
Build relations with student clubs to increase our network in our priority groups.
Attend career fairs and outreach events.
Prioritize building relationships with local colleges/universities and those that have higher
percentage of ethnic/racial minorities (See below table 6, 7). A geographical proximity between
OED offices and the location of the colleges/universities will also be considered.
Tasks
Tabling at
college
career fairs

Communication
In-person

Build
relations,
advertise
postings

In-person
meeting, Phone
call, E-mail

Build
relations,
advertise
postings
Advertise
postings

In-person
meeting, Phone
call, E-mail

Advertise
postings

E-mail

E-mail

Strategies
Start with 3-4 career fairs

 OSU (Feb, Non-profit & Public
Service Fair)
 UO (Feb, Career Fair)
 WOU (Jan, Non-profit &
Government Services Career Fair)
 PSU (Mar, Social Impact Fair)

 Willamette U
 Chemeketa CC (Apr)
 Linn-Benton CC (Apr)
Universities – career center,
cultural centers, veterans
affairs, vocational
rehabilitation related staff,
student campus advisors
Community College Career
Center
College departments
Ex) Public Policy/Political
Science/Social Science
Ex) College of Liberal Arts
Ex) College of Business
Ex) Computer Science,
Information Systems
Student clubs –
multicultural, racial/ethnic
based groups, LGBTQ

Target
College
students

Collaborators
Recruitment Team,
Hiring Managers

College staff
and faculty

Local
community
college
students
College
students –
target
marketing
for students
in relevant
majors
College
students of
color

Recruitment Team

Recruitment Team

Recruitment Team
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Table 6. Public Universities - Student Demographics by Race (2018)1

Public
Universities
Eastern Oregon
University
Oregon Institute
of Technology
Oregon State
University
Portland State
University
Southern Oregon
University
University of
Oregon
Western Oregon
University
Total
OR Census

American
Indian,
Alaska
Native

Hispanic,
Any Race

Native
Hawaiian
or Pacific
Islander

Two
or
More
Races

White

Unknown

Noncitizens

Total(N)

1.9%

10.5%

2.9%

4.6%

72.4%

2.5%

1.5%

2,978

6.9%

1.7%

10.8%

0.6%

5.7%

65.6%

5.7%

2.2%

5,341

0.5%

7.0%

1.4%

9.3%

0.2%

6.6%

61.5%

2.6%

10.9%

32,245

1.1%

8.0%

3.4%

13.4%

0.6%

6.1%

54.9%

5.1%

7.3%

26,379

1.6%

2.2%

2.0%

10.6%

0.9%

5.3%

59.3%

16.1%

1.9%

6,119

0.7%

5.9%

2.3%

11.9%

0.4%

7.3%

59.0%

1.8%

10.6%

22,760

1.4%
0.9%
1.8%

4.0%
6.4%
4.5%

3.4%
2.3%
2.1%

15.5%
11.5%
12.8%

2.3%
0.6%
0.4%

2.4%
6.2%
3.8%

61.5%
59.7%
76.4%

3.7%
4.1%

5.8%
8.3%

5,185
101,007

Asian
American

Black or
African
American

1.8%

1.8%

0.9%

* Top 3 institutions with the highest percentage of the ethnic minority groups are highlighted in green.

Table 7. Community Colleges - Student Demographics by Race (2017-2018)2
Community
Colleges
Blue Mountain
Central Oregon
Chemeketa
Clackamas
Clatsop
Columbia Gorge
Klamath
Lane
Linn Benton
Mt Hood
Oregon Coast
Portland
Rogue
Southwestern
Tillamook Bay

American
Indian,
Alaskan
Native
2.0%
1.5%
1.2%
0.9%
0.9%
0.8%
3.9%
1.1%
1.0%
0.9%
1.9%
0.7%
1.2%
2.2%
1.2%

Asian
0.8%
1.0%
2.0%
3.0%
0.7%
1.4%
1.0%
2.1%
2.4%
6.8%
0.8%
7.8%
1.4%
1.3%
1.1%

Black
1.5%
0.5%
1.0%
1.3%
0.9%
0.2%
1.0%
1.4%
0.7%
4.0%
No data

4.2%
0.8%
0.7%
0.5%

Hispanic
Or
Latino
28.0%
8.6%
26.4%
10.0%
7.3%
22.7%
15.3%
10.8%
8.7%
14.7%
11.8%
11.4%
14.6%
7.0%
9.3%

Pacific
Islander
No data

0.2%
0.7%
0.2%
0.5%
0.4%
0.4%
0.4%
0.3%
0.5%

No data

0.5%

No data

0.6%
0.5%

MultiRacial/
Ethnic
2.5%
2.4%
3.0%
3.2%
2.4%
1.4%
3.5%
4.3%
3.0%
2.8%
3.3%
5.5%
3.4%
2.7%
0.6%

White
57.9%
56.9%
49.4%
54.6%
50.2%
61.4%
65.5%
52.4%
59.2%
48.8%
76.7%
55.0%
61.5%
56.5%
75.1%

Not
Reported
6.9%
28.8%
15.9%
26.7%
37.1%
11.6%
7.9%
25.0%
23.1%
21.3%
4.8%
13.6%
16.7%
28.4%
10.5%

Noncitizen

No data

0.1%
0.4%
0.3%
0.0%
0.0%
1.4%
2.6%
1.6%
0.3%
0.0%
1.4%

No data

0.5%
1.2%

Total
N
7,205
15,770
27,214
25,463
5,413
4,013
6,229
25,528
18,220
25,623
2,023
71,177
14,884
7,392
2,035

Adapted from HECC Research and Data, Fall 2018 Fourth Week Enrollment Reports
(https://www.oregon.gov/highered/research/Pages/student-data-univ.aspx).
2 Adapted from Headcount Enrollment by Race/Ethnicity, Oregon Community Colleges, 2017-2018
(https://www.oregon.gov/highered/research/Pages/student-data-cc.aspx)
1
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Treasure Valley
Umpqua
US Census

0.9%
1.4%
1.8%

0.7%
0.9%
4.5%

1.0%
0.5%
2.1%

20.5%
5.0%
12.8%

0.2%
No data

2.6%
0.3%
3.8%

57.0%
41.2%
76.4%

16.7%
50.5%

0.3%
No data

0.4%
* Top 2 institutions with the highest percentage of the ethnic minority groups are highlighted in green.

6,150
13,521

4. Community Engagement
-

-

Develop relations with student clubs and community organizations to increase our network with
underrepresented groups.
Utilize our personal and professional networks for engagement opportunities.
Tasks
Attend and/or
sponsor
community
events

Communication
In-person, virtual

Attend career
fairs
organized by
WorkSource
office

In-person

Strategies
Shortlist few events
to attend or
sponsor, or simply
connect to spread
the word out –
preferably local
events within 50
miles of Salem
Attend fairs that are
organized by
WorkSource office in
Salem (and maybe
Portland or other
areas)

Target
Local, diverse
groups

Collaborators
Recruitment Team

Local,
unemployed
(likely people
with some
employment
barriers)

WorkSource offices
personnel

5. Utilize Internal and Existing Network
-

Build more relations with WorkSource offices and identify ways to collaborate.
Utilize the personal and professional networks of OED and OED employees.
Tasks
Advertise
postings

Communication
E-mail, Word of
mouth

Build
relations with
WorkSource
offices

In-person meeting,
Phone call, E-mail

Advertise
postings

E-mail

Strategies
Identify
opportunities and
utilize personal
network of OED
employees
Identify
collaboration
opportunities with
several
WorkSource offices
Advertise postings
through
WorkSource
system

Target
College students,
young
professionals

Collaborators

Underrepresented
or marginalized
populations
Underrepresented
or marginalized
populations
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Internship Pay Model
Paid vs Unpaid

One of goals of OED is to promote employment and create fair work environment. In align with our goal,
all OED interns should be paid fair wages. However, some programs and organizations that we may
partner with do not require interns to be paid. This would depends on their nature of their program
structure and their funding model. This is due to the fact that some programs pay interns through their
own funding (i.e. DHS pays SWIFT interns). Some other program prohibit employers from paying interns
due to the equity concerns (i.e. Willamette University internship program), as some employers they
work with may not pay interns. Therefore, OED would offer unpaid internships in such circumstances.
Also, note that some students may be eligible to receive academic credits for their internships in
addition to or instead of receiving the monetary compensation for their work.

SEIU

In accordance with Article 2, section 1 of SEIU agreement: “Interns from bona fide educational programs
who are fulfilling academic requirements of that program and are completing their degree; and JOBS
Plus program participants.”

Who is responsible for paying interns?

The cost of hiring interns will be covered by the centralized budget at the agency level. Some costs such
as orientations and trainings may be covered by the Human Resources. Hiring departments are
responsible to cover costs that may occur related to travel reimbursement, specific job-related trainings,
team meetings, etc.

Payroll and Workday

Most interns will be paid through OED payroll system. Some interns may be paid by partner
organizations we source interns from. In this case, interns will still be given limited access to Workday as
a contingent worker. This allows OED to track all interns through Workday.

Pay rate in other agencies

According to the Indeed.com, the average intern salaries in Oregon for 2019 was $14.89/hour (N=89; all
industries). Also, compare the intern pay rate the government setting:
-

Oregon Department of Transportation: $18.75/hr - $23.64/hr (SP/TW for high school
students/graduates; Administrative Specialist 2 for college+ levels)

-

Department of Consumer and Business Services : $14.78/hr (SP/TW step 5)

-

Oregon Department of Education: $14.77/hr (Student Worker); SP/TW for IT positions

-

Oregon Department of Fish and Wildlife: $14.44/hr + free housings in remote areas

-

City of Salem: average $16.71/hr

-

City of Hillsboro: average $15.41/hr

-

City of Portland: $14.56/hr - $17.66/hr (In case of Environmental Services intern)
21
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Classification & Compensation Options
Currently, there is no specific “intern” classification available in the state system. Oregon Department of
Transportation has been working with Department of Administrative Services to create the “intern”
classification, but this process may take at least a year.
In the meantime, we will need to find a suitable classifications and pay rate for OED interns.
Benchmarking ODOT’s model that uses “Student Professional and Technical Worker (SP/TW)” and
“Administrative Specialist (AS2)” classifications, we have come up with three options that we would like
to propose. There is a possibility that we may use “Informational Systems Specialist” for IT related
positions, but more discussions is needed to finalize this.
* We recommend option 1 and 2 to stay competitive. Please let us know your thoughts and preference.
Table 7. Classification and Pay Model Proposed for OED
High school students who have completed their junior
year
High school graduates who have not yet entered
college
Within or have completed their freshman year in
college
Within or have completed their sophomore year in
college, or have associate’s degree
Within or have completed their junior year in college
Within their senior year or have graduated with a
bachelor’s degree
Within or have completed their 1st year of grad
school
Within or have graduated with any kind of advanced
degree
Note

1
High-standard
SP/TW
step 5
($14.78)
SP/TW
step 6
($15.24)
AS2
step 2
($18.78)
AS2
step 3
($19.65)
AS2
step 4
($20.59)
AS2
step 5
($21.59)
AS2
step 6
($22.58)
AS2
step 7
($23.67)
This option
benchmarks the
ODOT

2
Competitive
SP/TW
step 5
($14.78)
SP/TW
step 6
($15.24)
AS2
step 1
($17.98)
AS2
step 2
($18.78)
AS2
step 3
($19.65)
AS2
step 4
($20.59)
AS2
step 5
($21.59)
AS2
step 6
($22.58)
This option is 1
pay scale
lower from
option 1

3
Moderate
SP/TW
step 5
($14.78)
SP/TW
step 6
($15.24)
AS2
step 1
($17.98)
AS2
step 1
($17.98)
AS2
step 2
($18.78)
AS2
step 2
($18.78)
AS2
step 3
($19.65)
AS2
step 3
($19.65)

MECOP*, ELI**
eligible

MECOP, ELI
eligible

ELI eligible

* Multiple Engineering Cooperative Program (MECOP) has a minimum pay rate set as: $18/hr for Business, $20/hr for Engineering students; **
Emerging Leaders Internship (ELI) has a minimum pay rate set as $15/hr
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Program Cost Estimates
This is a VERY rough estimates of hiring costs for the internships that starts for summer 2020 – spring
2021. Please note that the costs may vary greatly depending on our final decisions on the number of
hires, their wage rates and associated fees charged by external organizations we partner with for
sourcing interns. Numbers reflect the high end of potential costs (based off of hiring 17 interns with
average $22/hr wage). We expect the actual costs would be less than below. We will continue to work
on estimating the costs and plan to run it by the Budget office.

Category Sub-category

Labor

Sponsor fee

Labor

Sponsor fee

Labor

Labor
Labor
Labor

Labor

Labor

Labor

Labor

Items

Cost
(est)

#
Units/Person Duration
(est)

Project
Agency or
SEARCH
$16,000
DHS
franchise fees

MECOP
sponsor fee
MECOP
Sponsor fee
intern
recruiting fee
Wages

Dept.
responsible

Traditional
intern wages

Agency

$3,000

Agency

$600

Agency

$880

Unpaid
N/A
$
interns
TechRise PDX Agency or IT
Wages
Apprentice department $680
wage
?
Project
SEARCH
Wages
Agency
$300
intern
stipends
MECOP
Wages
Agency
$22
intern wages
Oregon
Wages,
summer
Agency
$10,500
Sponsor fee internship
fees
Hatfield
resident
Wages,
Agency
$43,000
Sponsor fee fellowship
fees
Wages

5 interns

Sub-total

Note

$16,000

One-time fee to
start Project
SEARCH; OED may
be able to apply for
DHS funding to
cover this.

$3,000

Annual fee

$3,000

$600/intern

3 interns

12wks

$31,680

1 intern

12wks

0

1

26wks

$17,680

40 hrs * 12 weeks
*$22/hr; For
summer+academic
terms
E.g. SWIFT, SWEP,
WU intern
$17/hr*40hrs*26
weeks

Covers
transportation, food
$16,200
for 9-month
internships
40 hours*24 wks*
$103,632
$22*4 people

6 interns

9 mos

5 interns

960hrs

1 intern

1

$10,500

Including intern's
wages

2 interns

1

$86,000

Including intern's
wages
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Training

Training

Orientation

Hiring
Orientation department
Meals
or agency

Professional
Professional
Development
development
opportunity

Professional Networking
Training
development
event

HR or
Agency

$15

17 interns

N/A

$255

Depending on
whether to organize
a formal orientation
event for a cohort
of interns or an
individual-based
orientation carried
out by each hiring
division

$30

17 interns

N/A

$510

Clifton Strengths
assessment?
Agency wide
networking event
for interns (such as
ice cream social)

Agency

$10

40 people

$400

Overhead Equipment

ID badges

Agency

$23

17 interns

$391

Overhead Equipment

Overheads
(equipment,
printings,
office
supplies)

Agency

?

17 interns

?

Recruitm Background
ent
check

Applicant
background
check

HR

$30

17 interns

$510

In process of
checking with the
Budget office

$289,758

Total

The following year will require additional budgets for hiring additional number of interns, marketing
materials and campaign for the direct-recruitment.
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Trainings for Supervisors
There will be structured trainings for supervisors who have hired interns and/or who are interested in
hiring interns in the future. Some may be mandatory and others will be a recommended training. Some
topics may include, but are not limited to:
Internship process overview
This session will explain the guidelines and policies around hiring interns and go over the process of
requesting and hiring interns. This session will be open to everyone who are interested in hiring interns
in their division and will be held twice a year around November and May.
Internship process feedback
This session will provide chance to managers who plan to hire or have previously hired interns an
opportunity to provide feedback and suggestions around the on-going internship program, process and
policy. This will be held once a year.
Creating an inclusive and accessible workplace
All hiring managers should have demonstrated that they have completed the following agency-required
trainings: 1) Diversity Works Trainings and 2) Managing Unconscious Bias I. In addition, they are also
required to attend 3) Managing Unconscious Bias II session.
In addition, there will be additional training that will go over specific ways to work effectively with
certain populations. For instance, additional training on working with interns with disabilities will be
organized by Oregon Department of Human Services, Oregon Commission for the Blind or other
organizations. There may also be trainings relate to working with Veterans by the Veterans Affairs. Some
other trainings may involve working effectively with people who have been (formerly) incarcerated and
is in the employment transition program. The internship coordinator will work with intern supervisors to
tailor the specific trainings that are necessary to complete prior to the beginning of the internship
program.
Understanding Millennials and Generation Z
In this session, managers will have chance to learn about the similar and different thoughts, culture, and
characteristics young generations may possess. Managers will engage in group discussions about their
experience and best practices working with the young professionals. This session may be facilitated by
the Talent Development Team.
Other leadership trainings
Intern supervisors will be encouraged to attend existing leadership trainings that we have in OED, or
attend new trainings created specifically for them. For example, there are on-going workshops
organized by the Equity and Inclusion Council and there are several important recorded trainings on the
iLearn and EdWeb page.
More topics will be brainstormed as we continue to develop the training plan. Please feel free to share
your ideas and suggestions.
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Orientation and Training Plan for Interns
From 2021, we may be able to implement a cohort-model summer internship program that may have a
structured training and skill development opportunities as below. As for 2020 internship, we still plan to
offer orientations and trainings opportunities on an individual basis. Please note that this is still in
development. We would like to ensure interns go through similar onboarding process and orientations
as with our regular employees and offer additional trainings/development seminars for interns.

General Orientations and Training Plans
Program component
Orientation day 1

Orientation day 2

Supervisor check-in

Supervisor midinternship check-in

Mid-internship
check-in

Professional
development
seminars

Other development
opportunities

Agenda
Organizational background, organizational
culture, internship program structure, hiring
process, internship overview, onboarding,
required trainings (diversity works,
unconscious bias by Teresa Rainey)

Some guest speakers from OED (such as
director, executive team or division
managers) may give a welcome speech and
give a presentation about their work.
Interns meet with the supervisors on a
regular basis to discuss the on-going projects
and ask for feedback.
Interns meet with the supervisor and provide
feedbacks to their on-going internship
experience, ask questions and address any
important issues.
Interns discuss about their projects to their
peer interns in a group and share ideas;
Internship coordinator will facilitate the
group discussion and provide feedback and
answer questions;
 Communication skills training
 Writing and communication skills training
 Networking opportunities
 Career mentoring
 Resume writing
 Strength assessment

Interns will be encouraged to attend
workshops and training opportunities
organized by OED and other agencies.

Timeline
Day 1

Day 2

Implemented by
Human Resource –
Internship coordinator,
talent development team
Human Resource Internship coordinator,
talent development team

Weekly
check-in

Intern supervisors

Midpoint
of the
internship

Intern supervisor

Midpoint
of the
internship

Internship coordinator

Bi-weekly
for
summer
cohort;
monthly
(or bimonthly)
for nonsummer
On-going

Varies speakers from
OED, WorkSource Center
and other agencies

Internship coordinator
will send out any relevant
information, but interns
are also encouraged to
find out on their own
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Internship
presentation

Interns give a 15 min presentation about
their project to the audience

Exit interview and
survey

Interns fill out the online exit survey and
meet with the supervisor (and internship
coordinator?) to discuss about their overall
internship experience.

Last week
of the
internship
At the end
of the
interview

Internship coordinator

Intern supervisor

We can have a cohort model and have interns go through a structured training plan. If cohort-model is
not possible, we may be able to collaborate with other agencies that hire interns to create a semi-cohort
model experience. We can also consider inviting other non-OED interns to some of our trainings, to
encourage interns to network and create a sense of belongings for interns. Every OED interns will be
encouraged to attend workshops and training opportunities organized by OED and other agencies.

Cohort Model for Summer Interns

If possible, summer internship can be designed as a cohort model that include a structured training and
professional development opportunities for interns from 2021. This would help interns get acculturated
quickly, increase their productivity and build a supportive work and learning environment for interns to
feel comfortable and thrive. In addition to the OED workshops, they will be encouraged to attend
workshops that are available at other state agencies such as DAS’s Lunch and Learn program.

Learning Objectives/Outcome

Learning Objectives/Outcome
To develop skills and strategies necessary to excel in the
workforce.

To improve the understanding of the agency missions, policies
and work culture to help them quickly acculturate.
To identify, reflect and assess their interest and help them realize
their full potentials.
To illustrate available career tracks in government agencies and
promote working in the state government.
To build a strong network of support among interns as well as
with other regular employees.

Program component
- Orientations
- On-going professional
development trainings
(communication and project
management skills training or
leadership training)
- Internship presentation (public
speaking skills)
- Orientations
- Meeting with 1:1 meeting with
internship supervisors
- Strength assessment.
- Panel discussion
- DAS’s Lunch and Learn sessions
- On-going cohort meetings
- Internship presentation

Tentative Training Schedule for 2021 Cohort of Summer Interns


6/14/2021 (Mon) Orientation
o Hiring process
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o Going over welcome package
o Building tour
o Workday
o Outlook calendar, e-mail, room reservation
o ID card, photo shoot
o Edweb, etc.
6/15/2021 (Tue) Orientation
o Director’s welcome message
o OED missions, history, values
o Introducing divisions in OED by division managers
o OED work culture and policies
o Common acronyms in day-to-day work
o Troubleshooting
o iLearn onboarding trainings and recommended trainings (i.e. Bi-carious trauma training
by training team, Engaging customers with Trauma histories 2019, Healing Toxic Stress
in the Workplace)
6/18/2021 (Fri) Professional Development Seminar
o Topics: How to effectively communicate with supervisors, team and other stakeholders
o Check-in on their work/adjustment
7/2/2021 (Fri) Professional Development Seminar
o Topics: Leveraging your strengths (Clifton Strengths assessment)
7/13/2021 (Tue) Ice Cream Social: mix with interns and other regular employees
7/16/2021 (Fri) Professional Development Seminar
o Topics: Project management, communication skills or leadership training
o Sharing of their on-going work to peers for any feedback
7/30/2021 (Fri) Professional Development Seminar
o Topics: Panel discussions (experts from various disciplines and have them explain what
they do, how they got there and what they enjoy and not enjoy about their jobs)
8/13/2021 (Fri) Professional Development Seminar
o Internship Presentation Practice & Peer Review
8/19/2021 (Thu) Internship Presentation
o Invite all OED employees including intern supervisors and the team, executive team

Lunch and Learn

DAS have been offering lunch and learn workshops every year. All OED interns will be encouraged to
attend their workshops. Topics from the past workshops are followings:







An Introduction to State Government
Growing Up In Government
Equity in State Government
Applying with the State | Tips From A Hiring Manager
Tour of the Oregon State Capitol and Hike to the Gold Man
A Conversation With Governor Brown
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Measuring Success & Evaluating the Program
Effectiveness
We acknowledge that developing metrics to monitor and measure success and effectiveness of the
program is important. We will work on this as we continue to build the internship program.

29

Oregon Employment Department | Affirmative Action Plan 2021-2023 | Support Business | Promote Employment

Page 78

Appendix D – Additional Federal Documentation
Employees may access this information through the posted Affirmative Action Plan, which is available at https://www.oregon.gov/employ/Agency/Pages/Equity-and-Inclusion.aspx, posted on the agency’s intranet under Human Resources, and physically posted at all
worksites.
Executive Order 11246 (OFCCP regulations)

Oregon Employment Department | Affirmative Action Plan 2021-2023 | Support Business | Promote Employment

Page 79

Appendix E – Complaints Options
Designated Contact for Complaints
Kaci Korinek
Deputy Human Resource Director
Kaci.A.Korinek@oregon.gov
503-932-6932
Alternate Contact for Complaints
Sharon Tietsort
Human Resources Director
Sharon.M.Tietsort@oregon.gov
503-302-0485
Procedure
The agency complaints procedure below provides guidance for conducting internal investigations and/or review of alleged unlawful
discrimination, harassment and other violations of agency policies, rules and standards of conduct. This procedure applies to all
Employment Department employees.
Receiving Reports of Complaint or Concern
1. Consistent with state policy, allegations of HR policy violation can be filed orally or in writing, and should include the complainant
name and the name of the person subjected to alleged actions or behaviors, if not the same person; the names of all involved,
including witnesses; a detailed description of the conduct or action; the date or time period in which allegations occurred; and a
description of the desired remedy.
a. Complaints that are filed orally will be documented by the receiver of the complaint. The complainant will be asked to sign the
complaint or provide email confirmation acknowledging the accuracy of the information captured.
b. Employees who are represented, management service, and executive service who file a complaint or who are being
investigated due to a complaint filed against them will be notified of the status of the investigation in accordance with the
applicable policy or collective bargaining agreement.
		– SEIU represented employees being investigated due to a complaint filed against them will be notified of the status of the
investigation every thirty days until completed, as outlined in Article 23.1 of the SEIU collective bargaining agreement.
2. Consistent with state policy, supervising managers are held to a higher standard and are expected to be proactive in creating and
maintaining a discrimination and harassment free workplace. Supervising managers are responsible for working to prevent and
promptly correct discrimination and harassment they know about or should know about.
3. Complaints will be dealt with in a discreet and confidential manner, to the extent possible.
Initial Interview
1. The purpose of this meeting is to gather additional information, it is not to make a decision as to whether there is merit to the
allegations.
2. HR will try to schedule a meeting with the complainant within 5 business days of receiving a complaint to gain additional
information and provide an overview of the next steps.
a. When a meeting is not necessary because enough information was provided as part of the complaint, HR will contact the
complainant via phone or email to notify them of the next steps.
3. The complainant will be advised of confidentiality limitations and of their role in preventing and reporting retaliation.
4. Complainants may be asked to provide any relevant documents in advance of the initial interview so that they can be reviewed
ahead of time.
Oregon Employment Department | Affirmative Action Plan 2021-2023 | Support Business | Promote Employment

Page 80

Deciding to Investigate
1. HR will determine whether an investigation is warranted, given the nature and seriousness of the allegations and outcomes of
prior attempts to resolve.
2. When an investigation is not initiated, a written response will be provided when appropriate.
a. Examples of situations where an investigation may not be initiated could include concerns unrelated to the workplace or
interpersonal conflicts that can be best addressed outside of an investigatory process.
3. The considerations that led to the decision to investigate or not investigate will be documented.
4. The standard considerations used in determining whether to investigate include the following:
b. Nature, seriousness, and frequency of alleged workplace misconduct.
		 – An assessment will be made and additional information may be gathered to distinguish between the allegations of
discrimination and harassment compared to unprofessional behaviors in order to determine an appropriate course of action.
c. Whether additional information is needed to resolve an issue.
d. Potential impact of alleged misconduct.
e. The policies and procedures that are related to the allegations.
5. The type of investigation will determine if HR or management will take the lead role in an investigation.
f. HR is responsible for labor relations issues, sexual harassment, grievances, employment issues, discrimination, hostile
work environment, professional workplace rising to a substantial level.
g. Management may be primarily responsible for employee conflict, minor misconduct, performance, operational issues. All
investigations led by managers will be done in partnership with HR.
Defining Investigation Objective and Creating a Plan
1. Once a decision has been made to investigate, HR will select an investigator.
a. The investigator may be agency HR staff, a manager, or an outside investigator (e.g. a consultant, attorney, or another
agency’s HR staff).
2. The investigator will determine the scope of the investigation.
3. The investigator will develop an investigation plan within 5 business days of meeting with the complainant (or of notifying the
complainant of next steps when a meeting does not occur).
4. The subject of the investigation and the subject’s manager will be notified of the complaint as soon as feasible to ensure integrity
of the process and protection of all parties involved.
a. Typically, the subject of the investigation is notified when the subject interview is scheduled.
b. Factors considered in the timing of notifying the subject include the nature of the complaint, depth and formality of the
assessment process, safety plan, relationship between the complainant and subject, and relationship between witnesses and
the subject.
Gathering Facts
1. The investigator will gather all relevant documents and information and review relevant policies, practices, and records.
The information gathered will be maintained in the case file.
2. The Investigator may meet with the subject’s manager prior to meeting with witnesses in order to gather information regarding
the allegations, as appropriate.
3. The investigator interviews any witnesses.
a. Reasonable notice will be given to witnesses when scheduling interviews and will be balanced with the witness’ schedule,
business needs, and the urgency of the issue.
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b. Witness interviews may be recorded depending on the nature and sensitivity of the allegations, the potential severity of the
outcome, the benefits of recording compared to the drawbacks, and the complexity of the data gathered.
		– Recording will not start until meeting participants are aware and in agreement.
c. Witnesses will not be notified of a final outcome or next steps. They will receive general notification when the investigation has
been closed.
d. Witnesses are expected to be cooperative, forthcoming in providing relevant information, and professional to help contribute to
a fair and thorough investigation process.
4. Conducting the subject interview
a. The purpose of the interview with the subject is to gather information and provide the subject with the opportunity to share
information and facts related to the allegations.
b. The information gathered during the interview is used to make a determination; no outcomes are determined prior to meeting
with the subject and gathering all relevant facts.
c. The subject will be provided with reasonable notice to allow for scheduling purposes and to find a union steward (for
represented employees) or other representation (for management employees).
d. The subject is responsible for answering questions and providing additional information. The subject is expected to be truthful,
upfront, and professional and provide all pertinent information.
e. The subject will be verbally provided with next steps and a tentative timeline for the investigation during the closure of the
subject interview.
5. At the conclusion of the subject interview, the investigator may determine they need additional information, which may include
additional witness interviews and data collection.
Summarizing Findings and Developing Recommendations
1. The investigator develops a fact-finding report that states, explains, and illustrates facts and describes how just cause was met.
2. The decision-makers, which may include HR, managers, and/or the division director, determine the appropriate course of action
based on the findings outlined in the fact finding report and comparator cases.
a. Factors to determine corrective actions or other measures
		 – Severity of misconduct
		 – Subject’s disciplinary record
		 – Treatment of similarly situated persons
		 – Mitigating circumstances
		 – Complainant’s requests
		 – Truthfulness, cooperation, and/or remorse shown by the subject
3. Closure will be provided to the complainant in person or via phone and in writing to the complainant, subject, and witnesses,
when appropriate, by the investigator, manager, or HR.
b. Consistent with Policy 50.010.01, the employer will follow up with the victim of the alleged workplace harassment once every
three months for the calendar year following the date on which the employer received a report of workplace harassment.
4. HR and management will assess continuing needs and develop strategies and interventions to mitigate future risks.
File and Tracking Standards
1. Complaints and workplace issues will be tracked when they are received by HR and when the investigatory process has
concluded, including the general nature of the complaint and the outcome.
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2. Investigatory files will be maintained separate from personnel files, and will include all documentation that was gathered and
used to support or refute the allegations, which may include the following
a. Original complaint and associated documentation
b. Relevant policies and procedures
c. Employee file and supervisory drop file documents
d. All interview notes
e. All communications with witnesses.
f. Notice of closure to applicable parties.
g. Fact-finding report
h. Timelines and other documents compiled from information gathered
i. Documented rationale of determined outcomes and actions
j. Corrective actions, pre-disciplinary documents, or other documented next steps
k. Electronic records will be preserved so that they can be maintained as part of the case file.
Review Schedule
The Oregon Employment Department will review and update the current Investigation Procedure every three years or more often
as needed.
Roles and Responsibilities
Oregon Employment Department Human Resources
HR is the owner of the Internal Investigation procedure. The below responsibilities within Human Resources have the following
responsibilities:
1. Investigator: conduct fair, objective, and impartial review or investigation of alleged workplace misconduct. Exercises
professionalism at all times during the course of an investigation and employs sound investigation techniques in accordance
with state and federal laws, agency rules, policies, and labor agreements.
2. HR Business Partner: review complaint and determine, based on policy, whether an official investigation is warranted and if so,
the best method for investigation. Partner with managers in determining appropriate actions.
3. Appointing Authority: final approval of duty station at home pending an investigation, salary sanctions, suspensions with pay, and
dismissal. The subject may provide mitigating circumstances or refute charges to the Appointing Authority when being considered
for dismissal, in accordance with contract and policy language.
Complainant
The person who files a complaint with their immediate manager, another manager, the agency head, or HR.
Subject
The employee who is named as the accused person by the complainant.
Union Steward
May represent the subject of an investigation in a subject interview, where pursuant to the contract, their role is to take notes, ask
clarifying questions, and advise the subject of their rights under the contract.
Manager
Immediately provide a complaint or transfer knowledge of alleged misconduct to HR. Make decision on next steps and implement
reprimands, interventions, and other approaches to resolve issues. Make recommendations to the division director on corrective
actions that rise to the level of an economic sanction and beyond.
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Division Director
In partnership with HR, acts as decision-maker on corrective actions that rise to the level of an economic sanction and beyond and for
duty-stationing the subject at home pending an investigation.
Compliance
Compliance with this procedure will contribute to a safe, inclusive, and productive work environment free from discrimination,
harassment, and unprofessional behavior. These procedures address the swift and appropriate handling of workplace complaints and
issues, impartial and unbiased investigations, and effective outcomes and solutions. Non-compliance with this procedure could result
in inconsistent investigatory and disciplinary processes and decisions and inequitable treatment of employees.
Related Policies
1. Discrimination and Harassment Free Workplace Policy, DAS Policy 50.010.01.
2. Maintaining a Professional Workplace Policy, DAS Policy 50.010.03.
3. Managing Improper Governmental Conduct Policy, DAS Policy 50.090.01.
4. Management Service Discipline and Dismissal Policy, DAS Policy 70.000.02.
5. SEIU Collective Bargaining Agreement
a. Article 20—Investigations, Discipline, and Discharge
b. Article 22—No Discrimination
c. Article 23.1—Complaint Investigation
6. AFSCME Collective Bargaining Agreement
a. Article 34—Health and Safety
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Appendix F – Report Tables
Agency Director by Racial Category and Gender
Racial Categories

Female

Male

American Indian/Alaska Native

0

0

Asian

0

0

Black/African American

0

0

Hispanic

0

0

Native Hawaiian/Other Pacific Islander

0

0

Two Or More Races

0

0

0

1

0

1

White
Totals

Agency Executives by Racial Categories & Gender
Racial Category

Female

Male

All

Pct.

American Indian/Alaska Native

0

0

0

0.00%

Asian

0

0

0

0.00%

Black/African American

0

0

0

0.00%

Hispanic

1

0

1

7.14%

Native Hawaiian/Other Pacific Islander

0

0

0

0.00%

Two Or More Races

0

0

0

0.00%
92.86%

White
Totals

5

8

13

6

8

14

Agency Executives by Reported Disability & Veteran's Status, and Racial Categories
Female
Disability
Racial Category

Reported
0

Asian

0

Black/African American

0

Hispanic

0

Native Hawaiian/Other Pacific Islander

0

Two Or More Races

0

White

0

American Indian or

Job Categories
Total Emp

Actual*

%

0

Asian
Actual*

0.8%

3.4%

1
5

0

0.0%

1,307

14

Service

0

Skilled Craft Workers

0

Administrative Support
Officials and Administrators
Paraprofessionals
Professionals

Technicians
Totals

120
117

2
4

1.7%

0

0

Black or African
%

All

Veteran

American Indian/Alaska Native

Totals

Male

Disability

Actual*

%

3.3%

4.3%

4
3

0

0.0%

1.1%

75

0

0.0%

0

0.0%

15

0

1,559

20

Hispanic or Latino
Actual*

%

Reported
0

0

1

0
0
0
0
0
0
1

0

0

1

1

0
0
0
0
0

Native Hawaiian or Two or more races
Actual*

13.3%

2.6%

16
17

0

0.0%

5.7%

35

0

0.0%

0

0.0%

0.0%

0

1.3%

81

All

Veteran

0
0
0
0
0
0
0

%

1.7%

14.5%

2
1

0

0.0%

2.7%

176

0

0.0%

0

0.0%

0.0%

0

5.2%

42

Actual*

%

3.3%

0.9%

4
1

0

0.0%

13.5%

5

0

0.0%

0

0.0%

0.0%

2

2.7%

211

White
Actual*

Do not wish to
%

Actual*

%

73.3%

0.9%

88
82

70.1%

3
4

0

0.0%

0

0.0%

0

0.0%

0.4%

46

3.5%

922

70.5%

34

2.6%

0

0.0%

0

0.0%

0

0.0%

0

0.0%

0

0.0%

0

0.0%

0

0.0%

0

0.0%

13.3%

0

0.0%

1

6.7%

11

73.3%

1

6.7%

13.5%

8

0.5%

52

3.3%

1,103

70.8%

42

2.7%
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Agency Supervisors by Racial Categories & Gender
Racial Category

Female

American Indian/Alaska Native
Asian
Black/African American
Hispanic
Native Hawaiian/Other Pacific Islander
Two Or More Races
White
Totals

Male

All

Pct.

2
1
1
13
1
1
47

2
4
2
3
0
0
39

3

2.6%

16

13.8%

1

0.9%

1

0.9%

86

74.1%

66

50

116

100%

4

3.4%

5

4.3%

Supervisors by Reported Disability & Veteran's Status, and Racial Categories
Female

Male

Disability
Racial Category

Disability

Reported

Veteran

All

Reported

Veteran

All

American Indian/Alaska Native

0

1

1

0

1

1

Asian

0

0

0

0

0

0

Black/African American

0

0

0

0

1

1

Hispanic

1

0

1

0

0

0

Native Hawaiian/Other Pacific Islander

0

0

0

0

0

0

Two Or More Races

0

0

0

0

0

0

1

3

4

2

9

11

2

4

6

2

11

13

White
Totals

Agency Supervisor Promotions by Racial Categories & Gender
Female

Male

Reported
Racial Categories

Disability

Veterans

Agency

Reported

Workforce

Disability

All
Agency

Veterans

Agency

Workforce Workforce

American Indian/Alaska Native

0

0

0

0

0

0

0

Asian

0

0

0

0

0

0

0

Black/African American

0

0

0

0

0

0

0

Hispanic

0

0

0

0

0

0

0

Native Hawaiian/Other Pacific Islander

0

0

0

0

0

0

0

Two Or More Races

0

0

0

0

0

0

0

White

1

0

1

0

1

1

2

1

0

1

0

1

1

2

Agency Totals

Agency Non-Supervisor Promotions by Racial Categories & Gender
Female
Male
All
Reported
Agency
Reported
Agency
Agency
Racial Categories
Disability
Veterans Workforce Disability
Veterans Workforce Workforce
0
0
American Indian/Alaska Native
0
0
0
0
0
0
2
Asian
0
0
1
1
2
0
0
Black/African American
0
0
0
0
0
1
1
Hispanic
0
1
0
1
2
0
0
Native Hawaiian/Other Pacific Islander
0
0
0
0
0
0
0
Two Or More Races
0
0
0
0
0
7
4
White
3
4
1
3
11
Agency Totals
3
5
8
2
5
7
15
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Racial Category

Female
Actual
14

American Indian/Alaska Native
Asian

59

Black/African American

24
128

Hispanic
Native Hawaiian/Other Pacific Islander
Two Or More Races
White

Male
Pct.

Actual

Pct.

1.4%

6

1.1%

6.1%

22

4.1%

2.5%

18

3.3%
15.3%

13.1%

83

7

0.7%

1

0.2%

38

3.9%

14

2.6%

704

72.3%

399

73.5%

974

100.00%

543

100.00%

Percentage
Totals
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The Oregon Employment Department is an equal opportunity employer/program. Auxiliary aids and services
are available upon request to individuals with disabilities. Language assistance is available to
persons with limited English proficiency at no cost.
El Departamento de Empleo de Oregon es un programa que respeta la igualdad de oportunidades.
Disponemos de servicios o ayudas auxiliares, formatos alternos y asistencia de idiomas
para personas con discapacidades o conocimiento limitado del inglés,
a pedido y sin costo.

Employment.Oregon.gov
EDPUB140 (1120)

