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Appendix A.4 – MDT General Operations Biennium (2015 & 2017) Objectives 
 

2015 Biennium Goals and Objectives 
General Operations 

Director's Office 

1. Promote long-term fiscal stability within the department.  
1. MDT has submitted and is managing its 2013 biennium budget. 
2. The department has recently completed the Tentative Construction Plan through 2015, 

which plans how to utilize all federal aid authority through the next five years. This allows 
fiscal management and constraint over the long term for both state and federal dollars.  

2. Maximize utilization of Federal Highway Funds  
1. MDT continues to utilize all available federal highway funding and will apply for 

additional funds through earmarks and redistributions. 
3. Ensure that all available Federal Funds are obligated  

1. All federal funds will be obligated. 
4. Deliver an environmentally responsible highway construction program  

1. MDT will comply with federal and state requirements under NEPA and MEPA. 
5. Promote department operations in a streamlined, efficient manner  

1. MDT continues to promote department operations in a streamlined, efficient manner. 
6. Promote coordination between entities for highway traffic safety programs.  

1. MDT manages a highway traffic safety grants program and puts priority towards traffic 
safety when allocating financial resources. 

Audit Services 

1. Encourage taxpayer compliance through a comprehensive audit program to level the "playing 
field" for all taxpayers.  

1. Fulfill our contractual audit requirements under the IFTA and IRP programs. 
2. Improve our taxpayer account selection process to optimize revenues and voluntary 

compliance, and minimize evasion. 
2. Provide management with independent, objective assurance and consulting services designed to 

add value and improve department operations.  
1. Promote compliance with laws, regulations, policies, procedures, rules, and agreements 

through reviews and analyses of the department's activities. 
2. Promote adequate systems of internal control. 
3. Improve operational efficiency and effectiveness. 
4. Advance contract compliance. 
5. Develop an annual audit plan that evaluate and improve the effectiveness of risk 

management, control, operational and governance processes. 
6. Conduct quality assurance reviews in accordance with professional auditing standards. 
7. Monitor office operations and staff engagement for conformance to IIA Standards. 

Human Resources Division 



 

1. Expand the succession planning process identifying critical positions; establish a key talent pool 
and provide effective development tools and programs. 

2. Continue building strong relationships with key universities for college recruiting and enhance 
internship program to create a pipeline of quality talent. 

3. Implement MDT's Construction Career Days for High School students that will excite and pique 
interest in careers in transportation and the public sector.  

4. Continue development and implementation of an efficient Talent Management system that 
integrates all processes; Recruitment and Selection, Performance Management, Training and 
Development, Career Planning and Succession Management. 

5. Provide efficiencies by expanding e-learning delivery methods for effective distance learning. 
6. Implement an EEO/Labor Compliance toolkit for the contracting community that incorporates 

training, services, and regulatory requirements. 
7. Continue implementation of the job safety analysis process to identify, analyze and record 

potential safety and health hazards to reduce the risk of a workplace injury or illness. 
8. Ensure a safe working environment for all work locations by increasing oversight, training, and 

consultation services to managers and employees 
9. Reduce the cost of work injuries by maintaining an early-return-to-work program. 
10. Reduce the cost of insurance premiums by participating in defensive driving, property loss 

management and early-return-to-work programs. 

Information Services Division 

1. Maintain MDT's computing resources and environment  
1. Provide after-hours on-call support for MDT's computer network 
2. Provide hardware repair and maintenance support on an on-going basis 
3. Develop and implement a long-term computer equipment replacement plan 
4. Perform daily network maintenance and support activities as necessary 
5. Provide MDT computing resources to meet the business requirement demands of the 

agency as necessary 
2. Maintain existing application systems  

1. Correct all MDT application bug fixes within 24 hours of problem identification 
2. Identify and manage all routine MDT application maintenance needs as necessary 

3. Create new and enhanced applications to meet the business needs of MDT  
1. Perform all approved MDT application enhancement requests on an on-going basis 
2. Perform all approved new application development work on an on-going basis 

4. Provide customer support for all ISD services  
1. Provide computer help desk support for MDT users between the hours of 7:30 a.m. and 

5:00 p.m. 
2. Provide records center support for MDT users between the hours of 7:30 a.m. and 5:00 

p.m. 
3. Provide Print Shop support for MDT users between the hours of 7:30 a.m. and 4:00 p.m.  
4. Procure all routine purchase requests within four weeks of receipt 
5. Provide continual support for all approved MDT application requests 

Administration Division 

1. Protect departmental assets  
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1. Continue to assess, implement and monitor internal controls associated with the 
department's material business processes. 

2. Continue to strive to maintain a stable and well-trained workforce  
1. Continue to identify opportunities for career growth 

3. Provide management with sound financial information to make operational and investment 
decisions  

1. Continuously monitor department finances, trends and revenue data to project budgetary 
needs and fund stability. 

Construction Program 

Engineering Division 

1. To survey, design, acquire the right-of-way, and construct safe, cost effective highway 
improvement projects in order to develop and maintain a cost effective, efficient and safe 
transportation system.  

1. 85% of projects planned for the fiscal year are ready for contract 
2. Maintain statewide average construction engineering costs under 10% of total contract 

costs. 
3. Maintain statewide final costs under 7% above award amount. 
4. Proactively manage to ensure a high percentage of all projects have a certificate of 

completion within 180 days of finishing the construction. 
5. Obligate 100% of available federal funds. 

Maintenance Program 
1. Maintain safe winter driving conditions through snow removal and application of abrasive 

materials and anti-icing chemicals to reduce roadway hazards and slippery surface conditions.  
1. Ensure the Interstate System has bare pavement within 24 hours of a typical winter storm 

event. 
2. Continue to research new equipment, materials, and processes to improve winter driving 

conditions of roadways. 
3. A biennial customer survey will be taken to determine the Maintenance Program's effectiveness. 
4. Perform pavement preservation activities to improve the system index. 
5. Improve customer satisfaction levels for Rest Area maintenance. 
6. Increase public and internal utilization of the Maintenance Program's electronic information 

systems. 
7. Provide visible, legible and understandable signs and pavement markings. 
8. 85% of roads under MDT jurisdiction will meet reflectivity standards for striping by July 1 

annually. 
9. 90% of funding allocated for pavement work for the state maintenance program will be allocated 

based on Pavement Management System analysis. 

State Motor Pool 
1. Provide efficient and reliable vehicles on a daily and extended use basis to state employees 

conducting official business.  
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1. Maintain or reduce variance between actual and projected needs as identified in the annual 
fleet analysis. 

2. Ensure 90% of the fleet is meeting the Level II preventive maintenance schedule. 
3. Ensure safety inspections are performed on 50% of the fleet each year. 
4. Purchase vehicles meeting the 20X10 initiative. 

2. Enhance customer satisfaction.  
1. Maintain or enhance the customer satisfaction index through a biennial survey and 

comparison to established baseline. 

Equipment Program 
1. Provide safe and reliable vehicles and equipment to meet the needs of the department's users.  

1. Maintain or reduce variance between actual and projected needs as identified in the annual 
fleet analysis. 

2. Ensure 90% of the fleet is meeting the Level II preventive maintenance schedule. 
3. Ensure safety inspections are performed on 95% of the fleet each year. 
4. Purchase vehicles meeting the 20X10 initiative. 

Motor Carrier Services 
1. Protect Montana's and the federal government's investment in Montana's highway system and 

assure the safety of the traveling public through customer service oriented regulation of the 
commercial motor carrier industry and enforcement of state and federal commercial motor carrier 
laws and regulations. 

2. Establish 24 hour per day/seven day per week availability of services to the commercial motor 
carrier industry through the Internet. 

3. Maintain or enhance commercial motor carrier size and weight compliance through the annual 
development of the Federal Size and Weight Enforcement Plan. Annually submit the Federal 
Certification of Accomplishment Report. 

4. Maintain or enhance commercial motor carrier safety compliance through development and 
implementation of Montana's Commercial Vehicle Safety Plan and Certification. Ensure continued 
federal funding for Montana's commercial motor carrier safety program by submitting and 
implementing a federally approved Plan and Certification annually. 

5. Decrease the number of commercial vehicle related crashes and fatalities by reducing the number 
of safety non-compliant commercial vehicles and commercial drivers and motor carriers who 
operate on Montana roadways through effective vehicle, driver inspection and, public education 
and motor carrier compliance programs. 

Aeronautics Program 
1. Advance further growth and promote Montana Aviation.  

1. Ensure Montana pilots register with the department. 
2. Provide for the protection of the flying public and the promotion of flight safety and accident 

prevention programs and other state aviation interests.  
1. Coordinate safety programs for pilots and other aviation industry interests. 

3. Continue to expand and improve the statewide air search and rescue program.  
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1. Build relationships with statewide and federal partners that have the charge of search and 
rescue, emergency services and homeland security. 

4. Continue to provide aviation education and a resource aviation education center for Montana 
teachers and students.  

1. Conduct aviation educator program, career awareness programs and make available a 
library of resources. 

5. Provide airport development programs to assist airport sponsors to plan, construct, and maintain 
Montana's public use airports.  

1. Provide annual updates to state aviation system plan, offer technical assistance to airports 
and ensure loan and grant program information is readily available. 

6. Provide safe, modern, well-maintained state-owned and operated airports including the 
Yellowstone commercial service airport.  

1. 100% readiness for anticipated aircraft operations and 100% compliance with part 139 
goals and recommendations. 100% readiness with ARFF and security requirements. 100% 
availability for aircraft and FBO hangar development. 

Transportation Planning Program 
1. Develop and implement a long-range multi-modal construction program that addresses Montana's 

most important statewide transportation needs, is consistent with statewide long-range 
transportation plan and management system output, and maximizes the use of federal funds 
through the Performance Programming Process (P3).  

1. Ensure at least 70% of available federal and state resources are prioritized into a 
performance based funding plan to support core state highway system needs (I, NH, P) 
based on system goals defined through P3. P3 outcome goals include:  

1. Pavement Condition: provide a ride experience for the traveling public within 
desirable or superior range (average ride index above 60) with less than 3% of lane 
miles exhibiting poor ride characteristics, 

2. Reduce the number of structurally deficient and functionally obsolete bridges, 
3. Maintain average statewide mobility within desirable or superior ranges (Level of 

Service C or greater), 
4. Project selection supports the goal and objectives of the CHSP to reduce fatal and 

incapacitation injury crashes by half by 2030. 
2. Ensure 90% of the projects programmed are consistent with the funding plan developed through 

P3. 
3. For environmental documents with negotiated timelines, MDT will meet all timeframes barring 

unanticipated events. 
4. Utilize the Performance Programming Process to improve planning and programming decisions. 
5. Ensure progress or completion on 90% of the high priority goals and objectives identified in the 

department's long range multi-modal transportation plan. 

2017 Biennium Goals and Objectives 
General Operations 

Director's Office 
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1. Promote long-term fiscal stability within the department.  
1. MDT has submitted and is managing its 2015 biennium budget. 
2. The department has recently completed the Tentative Construction Plan through 2015, 

which plans how to utilize all federal aid authority through the next five years. This allows 
fiscal management and constraint over the long term for both state and federal dollars.  

2. Maximize utilization of Federal Highway Funds  
1. MDT continues to utilize all available federal highway funding and will apply for 

additional funds through earmarks and redistributions. 
3. Ensure that all available Federal Funds are obligated  

1. All federal funds will be obligated. 
4. Deliver an environmentally responsible highway construction program  

1. MDT will comply with federal and state requirements under NEPA and MEPA. 
5. Promote department operations in a streamlined, efficient manner  

1. MDT continues to promote department operations in a streamlined, efficient manner. 
2. Legal staff will work with the various divisions and bureaus within the department to 

identify contracts that can be drafted as templates which would insure appropriate legal 
requirements and allow bureaus to work off an approved template without the need for 
individual contracts needing to be reviewed and signed. 

3. Legal staff will study the effectiveness of placing an attorney in some of the district offices 
at least on a part time (1 or 2 days/month) basis to assist in long term 
utilization/effectiveness planning. 

4. Legal staff will complete the review and update, in conjunction with HR, IT and Audit, of 
all of the department policies, memorandums, management memos, guidelines etc. with a 
goal of eliminating unnecessary and duplicative guidance and establish a consistent, 
accessible repository. 

5. Civil Rights will administer, provide oversight responsibilities, and ensure compliance 
with the law and federal and state guidance on the following programs: Affirmative 
Action, Contractor Compliance, Disadvantaged Business Enterprise (DBE) and DBE 
Supportive Services, External and Internal ADA, Non-Discrimination and Equal 
Employment Opportunity, and On-The-Job Training (OJT) and OJT Supportive Services. 

6. Civil Rights will ensure MDT conducts business in an environment free of discrimination, 
harassment, and retaliation on the grounds of race, color, national origin, sex, age, 
pregnancy, parental/marital status, disability (physical or mental), religion, creed, political 
ideas, or genetic material in State, Federal and Federally-assisted MDT programs. 

6. Promote coordination between entities for highway traffic safety programs.  
1. MDT manages a highway traffic safety grants program and puts priority towards traffic 

safety when allocating financial resources. 

Audit Services 

1. Taxpayer Compliance  
1. Encourage taxpayer compliance through a comprehensive audit program that will level the 

playing field for all taxpayers. 
2. Advance Contract Compliance  

1. Ensure consultants and contractors comply with contract requirements and federal costs 
principles when performing work and billing MDT. We will accomplish this by selectively 
identifying contractors or consultants for audit and perform a comprehensive audit of their 
billing and accounting system. 

3. Add Value  
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1. Provide management with independent, objective assurance and consulting services 
designed to add value and improve the effectiveness of the department operations and 
internal controls. This will be accomplished by performing internal audits as designated in 
the Internal Audit Plan approved by the Audit Committee. 

Human Resources Division 

1. Develop a strategic workforce development plan that fully integrates the department’s approach to 
total talent management and places an emphasis on recruitment and selection and customer 
service. 

2. Encourage a safe working environment for all work locations by increasing oversight, training, 
and consultation services to managers and employees. 

3. Implement and review HR operations programs including MDT’s compensation plan and 
collective bargaining contracts. 

 

Information Services Division 

1. Implement IT solutions to meet customer needs  
1. Implement new IT systems identified and approved by the MDT Executive 
2. Continue the implementation of major new systems such as the Maintenance Management 

System, ePART, and Safety Management 
2. Implement IT service Improvements  

1. Implement an ISD service portal 
2. Develop data management practices and develop a strategy 

3. Improve ISD Processes  
1. Develop and implement a portfolio management process 
2. Develop and implement a disaster recovery strategy 
3. Assess and manage IT risks 
4. Implement a security program for MDT 

4. Research and Develop New Technologies and Services  
1. Assess and develop mobile computing solutions and endpoint management tools 
2. Investigate file sharing and collaboration tools 

5. Develop the IT workforce  
1. Assess future human resource needs and develop staffing and recruitment strategies 
2. Assess and implement technical and soft-skill training, provide cross-training 

opportunities, and update all career ladders 
3. Explore employee incentives and recognition strategies 

6. Implement IT solutions to meet customer needs  
1. Implement IT systems identified and approved by the MDT Executive 
2. Continue to implement Business Continuity Plans for MDT 
3. Analyze and plan system improvements for the Engineering Division 
4. Support system improvements for MAP21 compliance 
5. Continue the Maintenance Management System project 
6. Continue the ePART project 
7. Continue the Safety Information Management System project 

7. Implement IT service Improvements  

15 
 



 

1. Implement an electronic records management solution for MDT 
2. Develop and implement a GIS strategic plan 
3. Develop and implement a web strategy 
4. Implement an ISD service portal 
5. Develop data management practices and develop a strategy 
6. Assess video conferencing alternatives 
7. Assess IT training needs 
8. Assess and upgrade existing technologies 

8. Improve ISD Processes  
1. Develop and implement a portfolio management process 
2. Develop and implement a disaster recovery strategy 
3. Develop and implement change management processes 
4. Develop and implement decision and communication processes 
5. Assess and manage IT risks 
6. Define the information architecture and technology strategy 
7. Implement project management processes 
8. Assess and implement new application development methodologies 
9. Develop a strategy for assessing and migrating old technologies 
10. Implement a security program 

1. Research and Develop New Technologies and Services  
1. Assess and develop mobile computing solutions 
2. Assess unified communication technologies 
3. Assess desktop computing alternatives 
4. Assess and implement new endpoint management tools 
5. Develop a Software-as-a-Service (SaaS) strategy 
6. Investigate cloud storage strategies 
7. Investigate file sharing and collaboration tools 
8. Develop a business intelligence technology for MDT 

2. Develop the IT workforce  
1. Provide team collaboration opportunities 
2. Assess future human resource needs and develop staffing strategies 
3. Assess and implement technical and soft-skill training, and provide cross-training 

opportunities 
4. Investigate recruitment strategies 
5. Improve and expand career ladder opportunities 
6. Explore employee incentives and recognition strategies 

Administration Division 

1. Protect departmental assets  
1. Continue to assess, implement and monitor internal controls associated with the 

department's material business processes. 
2. Continue to strive to maintain a stable and well-trained workforce  

1. Continue to identify opportunities for career growth 
3. Provide management with sound financial information to make operational and investment 

decisions  
1. Continuously monitor department finances, trends and revenue data to project budgetary 

needs and fund stability. 
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Construction Program 

Engineering Division 

1. To survey, design, acquire the right-of-way, and construct safe, cost effective highway 
improvement projects in order to develop and maintain a cost effective, efficient and safe 
transportation system.  

1. 85% of projects planned for the fiscal year are ready for contract 
2. Maintain statewide average construction engineering costs under 10% of total contract 

costs. 
3. Maintain statewide final costs under 7% above award amount. 
4. 90% of all contracts with final estimate paid within 90 days of final acceptance. 
5. Obligate 100% of available federal funds. 
6. Maintain Federal-aid overrun under $2 million. 
7. Maintain Inactive projects to not exceed 12 months. 

Maintenance Program 
1. Perform winter maintenance activities that provide consistent levels of service and optimize MDT 

resources to ensure 90% or more of Maintenance Survey respondents are satisfied with MDT’s 
winter maintenance service. 

2. Continue to research new equipment, materials, and processes to improve winter driving 
conditions of roadways by participating in national winter maintenance pooled fund organizations 
such as Clear Roads and the Pacific Northwest Snowfighters. 

3. Monitor pavement distresses, select appropriate treatments and perform pavement preservation 
activities to improve the system index. 

4. Improve customer satisfaction levels for Rest Area maintenance by utilizing biennial customer 
surveys. 

5. Continue to develop and enhance mobile applications that provide timely and relevant traveler 
information. 

6. Provide visible, legible, and understandable signs and pavement markings to ensure the traveling 
public’s safety. 

7. 85% of roads under MDT jurisdiction will meet reflectivity standards for striping by July 1 
annually. 

8. Utilize the Pavement Management System analysis to appropriate at least 90% of federal funding 
for pavement preservation work associated with the state maintenance program. 

State Motor Pool 
1. Provide efficient and reliable vehicles on a daily and extended use basis to state employees 

conducting official business.  
1. Maintain or reduce variance between actual and projected needs as identified in the annual 

fleet analysis. 
2. Ensure 90% of the fleet is meeting the Level II preventive maintenance schedule. 
3. Ensure safety inspections are performed on 50% of the fleet each year. 
4. Ensure that each light duty vehicle that is purchased meets or exceeds the CAFÉ standard 

in order to provide fuel efficient vehicles to Motor Pool customers. 
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5. Maintain or enhance customer satisfaction through a biennial survey. 

Equipment Program 
1. Provide safe and reliable vehicles and equipment to meet the needs of the department's users.  

1. Maintain or reduce variance between actual and projected needs as identified in the annual 
fleet analysis. 

2. Ensure 90% of the fleet is meeting the Level II preventive maintenance schedule. 
3. Ensure safety inspections are performed on 95% of the light duty fleet each year. 
4. Ensure that each light duty vehicle that is purchased meets or exceeds the CAFÉ standard 

in order to provide fuel efficient vehicles to the departments users. 

Motor Carrier Services 
1. Protect Montana's and the federal government's investment in Montana's highway system and 

assure the safety of the traveling public through customer service oriented regulation of the 
commercial motor carrier industry and enforcement of state and federal commercial motor carrier 
laws and regulations. 

2. Establish 24 hour per day/seven day per week availability of services to the commercial motor 
carrier industry through the Internet. 

3. Maintain or enhance commercial motor carrier size and weight compliance through the annual 
development of the Federal Size and Weight Enforcement Plan. Annually submit the Federal 
Certification of Accomplishment Report. 

4. Maintain or enhance commercial motor carrier safety compliance through development and 
implementation of Montana's Commercial Vehicle Safety Plan and Certification. Ensure continued 
federal funding for Montana's commercial motor carrier safety program by submitting and 
implementing a federally approved Plan and Certification annually. 

5. Decrease the number of commercial vehicle related crashes and fatalities by reducing the number 
of safety non-compliant commercial vehicles and commercial drivers and motor carriers who 
operate on Montana roadways through effective vehicle, driver inspection and, public education 
and motor carrier compliance programs. 

Aeronautics Program 
1. Advance further growth and promote Montana Aviation.  

1. Ensure Montana pilots register with the department. 
2. Provide for the protection of the flying public and the promotion of flight safety and accident 

prevention programs and other state aviation interests.  
1. Coordinate safety programs for pilots and other aviation industry interests. 

3. Continue to expand and improve the statewide air search and rescue program.  
1. Build relationships with statewide and federal partners that have the charge of search and 

rescue, emergency services and homeland security. 
4. Continue to provide aviation education and a resource aviation education center for Montana 

teachers and students.  
1. Conduct aviation educator program, career awareness programs and make available a 

library of resources. 
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5. Provide airport development programs to assist airport sponsors to plan, construct, and maintain 
Montana's public use airports.  

1. Provide annual updates to state aviation system plan, offer technical assistance to airports 
and ensure loan and grant program information is readily available. 

6. Provide safe, modern, well-maintained state-owned and operated airports including the 
Yellowstone commercial service airport.  

1. 100% readiness for anticipated aircraft operations and 100% compliance with part 139 
goals and recommendations. 100% readiness with ARFF and security requirements. 100% 
availability for aircraft and FBO hangar development. 

Transportation Planning Program 
1. Develop and implement a long-range multi-modal construction program that addresses Montana's 

most important statewide transportation needs, is consistent with statewide long-range 
transportation plan and management system output, and maximizes the use of federal funds 
through the Performance Programming Process (P3).  

1. Ensure at least 70% of available federal and state resources are prioritized into a 
performance based funding plan to support core state highway system needs (I, NH, P) 
based on system goals defined through P3. P3 outcome goals include:  

1. Pavement Condition: provide a ride experience for the traveling public within 
desirable or superior range (average ride index above 60) with less than 3% of lane 
miles exhibiting poor ride characteristics, 

2. Reduce the structurally deficient bridge deck area (square feet), 
3. Maintain average statewide mobility within desirable or superior ranges (Level of 

Service C or greater), 
4. Project selection supports the goal and objectives of the CHSP to reduce fatal and 

incapacitation injury crashes by half by 2030. 
2. Ensure 90% of the projects programmed Interstate, National Highway, & Primary Systems are 

consistent with the funding plan developed through P3. 
3. Complete environmental documents within agreed upon schedules and timeframes, barring 

unanticipated events. 
4. Utilize the Performance Programming Process to improve planning and programming decisions. 
5. Ensure 50% of the public and transportation stakeholders perception of MDT's overall quality of 

service at an A or B level in our TranPlan 21 Public involvement surveys, which measures 
progress on the departments long range multi-modal transportation plan. 
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Appendix B.1 – Current Census and Availability Data 

 
  



 

EEO-4 Job Category 

State Wide Availability % 

Total 
Females 

Total 
Minority 

Minorities by Racial Category 

Black Hispanic 
Asian / 
Pacific 

Islander 

American 
Indian / 
Alaskan 
Native 

2 or More 
Races 

Officials/ Administrators 36.6% 6.2% 0.2% 1.4% 0.7% 3.8% 0.1% 

Professionals 56.5% 7.3% 0.4% 1.7% 1.0% 3.9% 0.3% 

Technicians 59.6% 9.9% 0.3% 3.6% 1.4% 4.4% 0.3% 

Protective Service  22.7% 11.5% 0.1% 1.1% 0.7% 9.5% 0.0% 

Administrative Support 67.9% 7.9% 1.2% 1.6% 0.6% 4.4% 0.1% 

Skilled Craft  5.2% 8.7% 0.3% 2.9% 0.4% 4.9% 0.1% 

Service/Maintenance 45.1% 11.8% 0.6% 3.1% 1.2% 6.5% 0.3% 
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Appendix B.2 – 2014 EEO 4 Report 

 

EQUAL EMPLOYMENT OPPORTUNITY COMMISSION APPROVED BY 
OMB 
3046-008 

 

 

STATE AND LOCAL GOVERNMENT INFORMATION (EEO-4) 
 

 

EXCLUDE SCHOOL SYSTEMS AND EDUCATIONAL ISTITUTIONS EXPIRES 
01/31/2004 

 

 

(Read attached instructions prior to completing this form)  

 

DO NOT ALTER INFORMATION PRINTED IN THIS BOX MAIL COMPLETED 
FORM TO 

  

 

State & Local Reporting Committee (EEO-4) 
P.O. Box 62229 
Virginia Beach, VA 23466-2229 

  

 

A. TYPE OF GOVERNMENT (Check one box only) 
  

                  

           

 4. Township 
    

            

 5. Special 
District 

 

 

X 1. State 
 

 2. County 
 

 3. City 
   

        

          

                 

 

 6. Other (Specify) 
            

       
 

  

 

B. IDENTIFICATION 
  

 

1. NAME OF POLITICAL JURISDICTION (If same as label, skip to item C) 
Montana Department of Transportation 

  

 

2. Address--Number and Street City/Town County State/Zip EOCU 
ONLY 
A 

  

 

2701 Prospect Avenue Helena Lewis and Clark Montana 59620-1001 
  

 

B   

 

C. Function 
  

 

(Check one box to indicate the function(s) for which this form is being submitted. Data should be reported for all departments and agencies in your government 
covered by the function(s) indicated. If you cannot supply the data for every agency within the function(s) attach a list showing name and address of agencies 
whose data are not included.) 

  

 

 

1. Financial Administration. Tax billing and 
collection, budgeting, purchasing, central 
accounting and similar financial administration 
carried on by a treasurer's, auditor's or 
comptroller's office and 
 
GENERAL CONTROL. Duties usually performed by boards of 
supervisors or commissioners, central administration offices and 
agencies, central personnel or planning agencies, all judicial offices 

d l  (j d  i  b iliff  ) 

 
8. HEALTH. Provision of public health services, outpatient clinics, visiting 
nurses, food and sanitary inspections, mental health, alcohol 
rehabilitation service, etc. 

  

 

 
9. HOUSING. Code enforcement, low rent public housing, fair housing 
ordinance enforcement, housing for elderly, housing rehabilitation, rent 
control. 

  

 

X 2. STREETS AND HIGHWAYS. Maintenance, repair, construction 
and administration of streets, alleys, sidewalks, roads, highways and 
bridges  

 10. COMMUNITY DEVELOPMENT. Planning, zoning, land development, 
open space, beautification, preservation. 

  

 

 3. PUBLIC WELFARE. Maintenance of homes and other institutions 
for the needy; administration of public assistance. (Hospitals and 
sanatoriums should be reported as item7 ) 

 11. CORRECTIONS. Jails, reformatories, detention homes, halfway 
houses, prisons, parole and probation activities 

  

 

 4. POLICE PROTECTION. Duties of a police department sheriff's, 
constable's, coroner's office, etc., including technical and clerical 
employees engaged in police activities  

 12. UTILITIES AND TRANSPORTATION. Includes water supply, electric 
power, transit, gas, airports, water transportation and terminals. 

  

 

 5. FIRE PROTECTION. Duties of the uniformed fire force and clerical 
employees. (Report any forest fire protection activities as item 6.)  

13. SANITATION AND SEWAGE. Street cleaning, garbage and refuse 
collection and disposal. Provision, maintenance and operation of sanitary 
and storm sewer systems and sewage disposal plants. 

  

 

 

6. NATURAL RESOURCES. Agriculture, forestry, forest fire 
protection, irrigation drainage, flood control, etc., 
and 
PARKS AND RECREATION. Provision,  maintenance and operation 
of parks, playgrounds, swimming pools, auditoriums, museums, 
marinas  zoos  etc  

 14. EMPLOYMENT SECURITY STATE GOVERNMENTS ONLY 

  

 

 7. HOSPITALS AND SANATORIUMS. Operation and maintenance of 
institutions for inpatient medical care.  15. OTHER (Specify on Page Four) 
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D. Employment data 
 

   

                          

                          

 

Jo
b 

 
C

at
eg

or
ie

s 

Annual Salary 
(thousands) 

Total 
Columns 

(B-K) 

Male Female 
 

 

Non-Hispanic 
Origin Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Non-Hispanic 
Origin Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

 

 

White Black White Black  

 

A B C D E F G H I J K 
 

 

1. Full-Time Employees (Temporary employees are not included) 
 

 

O
ffi

ci
al

s/
A

dm
in

is
tr

at
or

s 1 $0.1 - 15-9 0 0 0 0 0 0 0 0 0 0 0 
 

 

2 16.0 - 19.9 0 0 0 0 0 0 0 0 0 0 0 
 

 

3 20.0 - 24.9 0 0 0 0 0 0 0 0 0 0 0 
 

 

4 25.0 - 32.9 0 0 0 0 0 0 0 0 0 0 0 
 

 

5 33.0 - 42.9 0 0 0 0 0 0 0 0 0 0 0 
 

 

6 43.0 - 54.9 0 0 0 0 0 0 0 0 0 0 0 
 

 

7 55.0 - 69.9 0 0 0 0 0 0 0 0 0 0 0 
 

 

8 70.0 PLUS 17 13 0 1 0 0 3 0 0 0 0 
 

  

 

Pr
of

es
si

on
al

s 

9 $0.1 - 15-9 0 0 0 0 0 0 0 0 0 0 0 
 

 

10 16.0 - 19.9 0 0 0 0 0 0 0 0 0 0 0 
 

 

11 20.0 - 24.9 0 0 0 0 0 0 0 0 0 0 0 
 

 

12 25.0 - 32.9 0 0 0 0 0 0 0 0 0 0 0 
 

 

13 33.0 - 42.9 36 7 0 0 0 1 23 0 1 0 4 
 

 

14 43.0 - 54.9 309 194 0 3 5 6 95 0 2 2 2 
 

 

15 55.0 - 69.9 465 344 1 2 3 6 104 0 0 2 3 
 

 

16 70.0 PLUS 182 139 0 0 0 1 40 0 0 0 2 
 

  

 

Te
ch

ni
ci

an
s 

17 $0.1 - 15-9 0 0 0 0 0 0 0 0 0 0 0 
 

 

18 16.0 - 19.9 0 0 0 0 0 0 0 0 0 0 0 
 

 

19 20.0 - 24.9 1 1 0 0 0 0 0 0 0 0 0 
 

 

20 25.0 - 32.9 126 66 1 2 1 3 47 0 2 2 2 
 

 

21 33.0 - 42.9 74 41 0 0 0 0 30 0 0 1 2 
 

 

22 43.0 - 54.9 2 1 0 0 0 0 1 0 0 0 0 
 

 

23 55.0 - 69.9 0 0 0 0 0 0 0 0 0 0 0 
 

 

24 70.0 PLUS 0 0 0 0 0 0 0 0 0 0 0 
 

  

 

Pr
ot

ec
tiv

e 
Se

rv
ic

e 

25 $0.1 - 15-9 0 0 0 0 0 0 0 0 0 0 0 
 

 

26 16.0 - 19.9 0 0 0 0 0 0 0 0 0 0 0 
 

 

27 20.0 - 24.9 0 0 0 0 0 0 0 0 0 0 0 
 

 

28 25.0 - 32.9 0 0 0 0 0 0 0 0 0 0 0 
 

 

29 33.0 - 42.9 71 55 0 1 1 1 12 0 0 1 0 
 

 

30 43.0 - 54.9 32 29 0 0 0 0 3 0 0 0 0 
 

 

31 55.0 - 69.9 5 4 0 0 0 0 1 0 0 0 0 
 

 

32 70.0 PLUS 0 0 0 0 0 0 0 0 0 0 0 
 

  

 

Pa
ra

 P
ro

fe
ss

io
na

ls
 

33 $0.1 - 15-9 0 0 0 0 0 0 0 0 0 0 0 
 

 

34 16.0 - 19.9 0 0 0 0 0 0 0 0 0 0 0 
 

 

35 20.0 - 24.9 0 0 0 0 0 0 0 0 0 0 0 
 

 

36 25.0 - 32.9 0 0 0 0 0 0 0 0 0 0 0 
 

 

37 33.0 - 42.9 0 0 0 0 0 0 0 0 0 0 0 
 

 

38 43.0 - 54.9 0 0 0 0 0 0 0 0 0 0 0 
 

 

39 55.0 - 69.9 0 0 0 0 0 0 0 0 0 0 0 
 

 

40 70.0 PLUS 0 0 0 0 0 0 0 0 0 0 0 
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D. Employment data 
  

    

                           

                           

 

Jo
b 

 
C

at
eg

or
ie

s 

Annual Salary 
(thousands) 

Total 
Columns 

(B-K) 

Male Female 
  

 

Non-Hispanic 
Origin Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Non-Hispanic 
Origin Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

  

 

White Black White Black   

 

A B C D E F G H I J K 
  

 

A
dm

in
is

tr
at

iv
e 

Su
pp

or
t 41 $0.1 - 15-9 0 0 0 0 0 0 0 0 0 0 0 

  

 

42 16.0 - 19.9 0 0 0 0 0 0 0 0 0 0 0 
  

 

43 20.0 - 24.9 0 0 0 0 0 0 0 0 0 0 0 
  

 

44 25.0 - 32.9 4 1 0 0 0 0 3 0 0 0 0 
  

 

45 33.0 - 42.9 2 0 0 0 0 0 2 0 0 0 0 
  

 

46 43.0 - 54.9 0 0 0 0 0 0 0 0 0 0 0 
  

 

47 55.0 - 69.9 0 0 0 0 0 0 0 0 0 0 0 
  

 

48 70.0 PLUS 0 0 0 0 0 0 0 0 0 0 0 
  

   

 

Sk
ill

ed
 C

ra
ft 

W
or

ke
rs

 49 $0.1 - 15-9 0 0 0 0 0 0 0 0 0 0 0 
  

 

50 16.0 - 19.9 0 0 0 0 0 0 0 0 0 0 0 
  

 

51 20.0 - 24.9 1 1 0 0 0 0 0 0 0 0 0 
  

 

52 25.0 - 32.9 3 2 0 0 0 0 1 0 0 0 0 
  

 

53 33.0 - 42.9 444 399 0 1 0 28 15 0 0 0 1 
  

 

54 43.0 - 54.9 219 207 0 2 0 8 2 0 0 0 0 
  

 

55 55.0 - 69.9 27 26 0 0 0 1 0 0 0 0 0 
  

 

56 70.0 PLUS 0 0 0 0 0 0 0 0 0 0 0 
  

   

 

Se
rv

ic
e/

M
ai

nt
en

an
ce

 57 $0.1 - 15-9 0 0 0 0 0 0 0 0 0 0 0 
  

 

58 16.0 - 19.9 0 0 0 0 0 0 0 0 0 0 0 
  

 

59 20.0 - 24.9 0 0 0 0 0 0 0 0 0 0 0 
  

 

60 25.0 - 32.9 0 0 0 0 0 0 0 0 0 0 0 
  

 

61 33.0 - 42.9 40 35 0 0 0 1 4 0 0 0 0 
  

 

62 43.0 - 54.9 31 27 0 0 1 2 1 0 0 0 0 
  

 

63 55.0 - 69.9 1 1 0 0 0 0 0 0 0 0 0 
  

 

64 70.0 PLUS 0 0 0 0 0 0 0 0 0 0 0 
  

   

 

65. Total Full-Time 
             (Lines 1 - 64) 

2,092 1,593 2 12 11 58 387 0 5 8 16 
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(Do not include elected/appointed officials. Blanks will be counted as zeros) 
    

     

 

Jo
b 

 
C

at
eg

or
ie

s 

Annual Salary 
(thousands) 

Total 
Columns 

(B-K) 

Male Female 
   

 

Non-Hispanic 
Origin Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Non-Hispanic 
Origin Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

   

 

White Black White Black    

 

A B C D E F G H I J K 
   

 

2. Other Than Full-Time Employees (Including temporary employees) 
   

  

66 Officials/Administrators 0 0 0 0 0 0 0 0 0 0 0 
   

  

67 Professionals 21 13 0 0 0 0 8 0 0 0 0 
   

  

68 Technicians 49 27 0 2 0 1 17 0 1 0 1 
   

  

69 Protective Service 0 0 0 0 0 0 0 0 0 0 0 
   

  

70 Para Professionals 0 0 0 0 0 0 0 0 0 0 0 
   

  

71 Administrative Support 71 38 0 0 1 0 28 0 0 1 3 
   

  

72 Skilled Craft Workers 207 182 0 0 0 14 11 0 0 0 0 
   

  

73 Service/Maintenance 5 2 0 0 0 0 2 0 1 0 0 
   

  

74 Total other than Full-Time 
(Lines 66 - 73) 

353 262 0 2 1 15 66 0 2 1 4 
  

 

3. New Hires During Calendar Year - Permanent full time only January 1 - December 31 
   

  

75 Officials/Administrators 0 0 0 0 0 0 0 0 0 0 0 
   

  

76 Professionals 55 27 0 1 5 2 18 0 0 1 1 
   

  

77 Technicians 36 21 0 0 1 0 12 0 0 1 1 
   

  

78 Protective Service 14 11 0 0 0 0 3 0 0 0 0 
   

  

79 Para Professionals 0 0 0 0 0 0 0 0 0 0 0 
   

  

80 Administrative Support 0 0 0 0 0 0 0 0 0 0 0 
   

  

81 Skilled Craft Workers 27 26 0 0 0 0 1 0 0 0 0 
   

  

82 Service/Maintenance 5 5 0 0 0 0 0 0 0 0 0 
   

  

83 Total New Hires             
(Lines 75 - 82) 

137 90 0 1 6 2 34 0 0 2 2 
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REMARKS: (List National Crime Information Center (NCIC) number assigned to any Criminal Justice Agencies whose data are included in this report) 
 

 

*** List Agencies Included on this form *** 
 

 

CERTIFICATION. I certify that the information given in this report is correct and true to the best of my knowledge and was reported in 
accordance with accompanying instructions. (Willfully false statements on this report are punishable by law, US Code, Title 18, Section 1001.) 

 

 

Name of person to contact regarding this form Title 
 

 

Address (Number and Street, City, State, Zip Code) Telephone Number: 
 

 

2701 Prospect Ave 
PO Box 201001 

Helena, MT 59620-1001 

 

 

Extension: 
 

 

Fax Number:  406-444-7685 
 

 

DATE Typed name/title of authorized official: SIGNATURE: 
 

 

Mike Tooley 
Director 

 

 

E-Mail 
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Appendix B.3 – 2014 Agency Wide Hiring Report

    

Male Female 

Other Total 
    

Non-Hispanic 
Origin Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Other Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Other Total 
    

White Black White Black 
 

Agency 
 

Totals 
 

Applicants 3,732 49 47 96 111 59 4,094 1,413 15 21 16 77 45 1,587 178 5,682 
 

Screened Out 93 0 1 5 4 4 107 27 0 0 1 2 3 33 30 141 
 

Qualified Applicants 3,639 49 46 91 107 55 3,987 1,386 15 21 15 75 42 1,554 148 5,541 
 

New Hires 155 0 3 7 3 0 168 56 0 2 3 5 0 66 0 234 
 

Affirmative Hire 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

Selection Rate of Applicants 4.2% 0.0% 6.4% 7.3% 2.7% N/A 4.2% 4.0% 0.0% 9.5% 18.8% 6.5% N/A 4.3% N/A 4.2% 
 

4/5ths Rule (80% of Base) 57.5% 0.0% 87.7% 100.0% 37.0%  97.7% 21.3% 0.0% 50.5% 100.0% 34.6%  100.0%   
 

Adverse Impact Yes Yes No No Yes  No Yes Yes Yes No Yes  No   
 

Selection Rate of Qualified 4.3% 0.0% 6.5% 7.7% 2.8% N/A 4.3% 4.0% 0.0% 9.5% 20.0% 6.7% N/A 4.4% N/A 4.3% 
 

4/5ths Rule (80% of Base) 55.8% 0.0% 84.4% 100.0% 36.4%  97.7% 20.0% 0.0% 47.5% 100.0% 33.5%  100.0%   
 

Adverse Impact Yes Yes No No Yes  No Yes Yes Yes No Yes  No   
 

Current Workforce 1,603 2 12 10 59 0 1,686 399 0 6 8 16 0 429 0 2,115 
 

Availability Rate 48.2% 0.5% 1.1% 0.4% 2.4%  52.7% 42.9% 0.2% 1.1% 0.5% 2.6%  47.3%   
 

Percent of Current Workforce 75.8% 0.1% 0.6% 0.5% 2.8% 0.0% 79.7% 18.9% 0.0% 0.3% 0.4% 0.8% 0.0% 20.3% 0.0%  
 

Underutilized No Yes Yes No No  Yes Yes No Yes Yes Yes  Yes   
 

New Hires Needed for Parity 0 9 11 0 0  20 508 4 17 3 39  571   



 

   

Male Female 

Other Total 
   

Non-Hispanic 
Origin Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Other Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Other Total 
   

White Black White Black 

Agency 

Officials/Administrators 
Applicants 24 0 2 1 0 0 27 3 0 0 0 0 0 3 3 33 

Screened Out 5 0 0 0 0 0 5 0 0 0 0 0 0 0 1 6 

Qualified Applicants 19 0 2 1 0 0 22 3 0 0 0 0 0 3 2 27 

New Hires 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 

Affirmative Hire 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 

Selection Rate of Applicants 0.0% 0.0% 0.0% 0.0% 0.0% N/A 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% N/A 0.0% N/A 0.0% 

4/5ths Rule (80% of Base) 0.0% 0.0% 0.0% 0.0% 0.0%  0.0% 0.0% 0.0% 0.0% 0.0% 0.0%  0.0%   
Adverse Impact Yes N/A Yes Yes N/A  Yes Yes N/A N/A N/A N/A  Yes   
Selection Rate of Qualified 0.0% 0.0% 0.0% 0.0% 0.0% N/A 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% N/A 0.0% N/A 0.0% 

4/5ths Rule (80% of Base) 0.0% 0.0% 0.0% 0.0% 0.0%  0.0% 0.0% 0.0% 0.0% 0.0% 0.0%  0.0%   
Adverse Impact Yes N/A Yes Yes N/A  Yes Yes N/A N/A N/A N/A  Yes   
Current Workforce 14 0 1 0 0 0 15 3 0 0 0 0 0 3 0 18 

Availability Rate 60.1% 0.1% 0.6% 0.4% 2.0%  63.4% 33.7% 0.1% 0.8% 0.3% 1.7%  36.6%   
Percent of Current Workforce 77.8% 0.0% 5.6% 0.0% 0.0% 0.0% 83.3% 16.7% 0.0% 0.0% 0.0% 0.0% 0.0% 16.7% 0.0%  
Underutilized No No No Yes Yes  Yes Yes No Yes Yes Yes  Yes   
New Hires Needed for Parity 0 0 0 0 0  0 3 0 0 0 0  4   



 
 

   

Male Female 

Other Total 
   

Non-Hispanic 
Origin Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Other Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Other Total 
   

White Black White Black 

Agency 

Professionals 
Applicants 1,078 17 16 44 16 29 1,200 595 2 4 10 12 27 650 67 1,917 

Screened Out 48 0 0 5 2 2 57 21 0 0 1 2 2 26 14 97 

Qualified Applicants 1,030 17 16 39 14 27 1,143 574 2 4 9 10 25 624 53 1,820 

New Hires 31 0 1 5 2 0 39 18 0 0 1 1 0 20 0 59 

Affirmative Hire 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 

Selection Rate of Applicants 2.9% 0.0% 6.3% 11.4% 12.5% N/A 3.3% 3.0% 0.0% 0.0% 10.0% 8.3% N/A 3.2% N/A 3.3% 

4/5ths Rule (80% of Base) 23.2% 0.0% 50.4% 91.2% 100.0%  100.0% 30.0% 0.0% 0.0% 100.0% 83.0%  97.0%   
Adverse Impact Yes Yes Yes No No  No Yes Yes Yes No No  No   
Selection Rate of Qualified 3.0% 0.0% 6.3% 12.8% 14.3% N/A 3.5% 3.1% 0.0% 0.0% 11.1% 10.0% N/A 3.3% N/A 3.4% 

4/5ths Rule (80% of Base) 21.0% 0.0% 44.1% 89.5% 100.0%  100.0% 27.9% 0.0% 0.0% 100.0% 90.1%  94.3%   
Adverse Impact Yes Yes Yes No No  No Yes Yes Yes No No  No   
Current Workforce 671 1 5 8 12 0 697 251 0 3 4 10 0 268 0 965 

Availability Rate 40.3% 0.3% 0.8% 0.5% 1.5%  43.5% 52.4% 0.2% 0.9% 0.5% 2.4%  56.5%   
Percent of Current Workforce 69.5% 0.1% 0.5% 0.8% 1.2% 0.0% 72.2% 26.0% 0.0% 0.3% 0.4% 1.0% 0.0% 27.8% 0.0%  
Underutilized No Yes Yes No Yes  Yes Yes No Yes Yes Yes  Yes   
New Hires Needed for Parity 0 2 3 0 2  7 255 2 6 1 13  276   



 

 

    

Male Female 

Other Total 
    

Non-Hispanic 
Origin Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Other Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Other Total 
    

White Black White Black 
 

Agency 
 

Technicians 
 

Applicants 429 5 6 22 19 10 491 417 4 7 5 24 7 464 23 978 
 

Screened Out 5 0 0 0 1 1 7 5 0 0 0 0 0 5 1 13 
 

Qualified Applicants 424 5 6 22 18 9 484 412 4 7 5 24 7 459 22 965 
 

New Hires 42 0 2 1 1 0 46 19 0 1 1 2 0 23 0 69 
 

Affirmative Hire 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

Selection Rate of Applicants 9.8% 0.0% 33.3% 4.5% 5.3% N/A 9.6% 4.6% 0.0% 14.3% 20.0% 8.3% N/A 5.0% N/A 7.4% 
 

4/5ths Rule (80% of Base) 29.4% 0.0% 100.0% 13.5% 15.9%  100.0% 23.0% 0.0% 71.5% 100.0% 41.5%  52.1%   
 

Adverse Impact Yes Yes No Yes Yes  No Yes Yes Yes No Yes  Yes   
 

Selection Rate of Qualified 9.9% 0.0% 33.3% 4.5% 5.6% N/A 9.7% 4.6% 0.0% 14.3% 20.0% 8.3% N/A 5.1% N/A 7.4% 
 

4/5ths Rule (80% of Base) 29.7% 0.0% 100.0% 13.5% 16.8%  100.0% 23.0% 0.0% 71.5% 100.0% 41.5%  52.6%   
 

Adverse Impact Yes Yes No Yes Yes  No Yes Yes Yes No Yes  Yes   
 

Current Workforce 116 1 2 1 3 0 123 88 0 2 3 4 0 97 0 220 
 

Availability Rate 36.6% 0.1% 0.9% 1.2% 1.4%  40.4% 53.4% 0.1% 2.7% 0.2% 3.0%  59.6%   
 

Percent of Current Workforce 52.7% 0.5% 0.9% 0.5% 1.4% 0.0% 55.9% 40.0% 0.0% 0.9% 1.4% 1.8% 0.0% 44.1% 0.0%  
 

Underutilized No No No Yes Yes  Yes Yes No Yes No Yes  Yes   
 

New Hires Needed for Parity 0 0 0 2 0  2 29 0 4 0 3  36   



 
 

                              

    

Male Female 

Other Total 
    

Non-Hispanic 
Origin Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Other Total 
Non-Hispanic Origin 

Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Other Total 
    

White Black White Black 
 

Agency 
 

Protective Service Workers 
 

Applicants 934 25 9 16 39 8 1,031 222 7 9 0 35 7 280 33 1,344 
 

Screened Out 7 0 0 0 0 0 7 0 0 0 0 0 0 0 7 14 
 

Qualified Applicants 927 25 9 16 39 8 1,024 222 7 9 0 35 7 280 26 1,330 
 

New Hires 11 0 0 0 0 0 11 3 0 0 0 0 0 3 0 14 
 

Affirmative Hire 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

Selection Rate of Applicants 1.2% 0.0% 0.0% 0.0% 0.0% N/A 1.1% 1.4% 0.0% 0.0% 0.0% 0.0% N/A 1.1% N/A 1.1% 
 

4/5ths Rule (80% of Base) 100.0% 0.0% 0.0% 0.0% 0.0%  100.0% 100.0% 0.0% 0.0% 0.0% 0.0%  100.0%   
 

Adverse Impact No Yes Yes Yes Yes  No No Yes Yes N/A Yes  No   
 

Selection Rate of Qualified 1.2% 0.0% 0.0% 0.0% 0.0% N/A 1.1% 1.4% 0.0% 0.0% 0.0% 0.0% N/A 1.1% N/A 1.1% 
 

4/5ths Rule (80% of Base) 100.0% 0.0% 0.0% 0.0% 0.0%  100.0% 100.0% 0.0% 0.0% 0.0% 0.0%  100.0%   
 

Adverse Impact No Yes Yes Yes Yes  No No Yes Yes N/A Yes  No   
 

Current Workforce 78 0 1 0 0 0 79 15 0 0 1 0 0 16 0 95 
 

Availability Rate 69.1% 0.1% 0.8% 0.4% 6.9%  77.3% 19.4% 0.0% 0.3% 0.3% 2.6%  22.7%   
 

Percent of Current Workforce 82.1% 0.0% 1.1% 0.0% 0.0% 0.0% 83.2% 15.8% 0.0% 0.0% 1.1% 0.0% 0.0% 16.8% 0.0%  
 

Underutilized No No No Yes Yes  Yes Yes No Yes No Yes  Yes   
 

New Hires Needed for Parity 0 0 0 0 7  7 3 0 0 0 2  6   



 
 

   

Male Female 

Other Total 
   

Non-Hispanic 
Origin Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Other Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Other Total 
   

White Black White Black 

Agency 

Administrative Support 
Applicants 38 0 0 2 0 0 40 117 1 1 0 3 1 123 4 167 

Screened Out 1 0 0 0 0 0 1 0 0 0 0 0 0 0 1 2 

Qualified Applicants 37 0 0 2 0 0 39 117 1 1 0 3 1 123 3 165 

New Hires 31 0 0 1 0 0 32 11 0 0 1 2 0 14 0 46 

Affirmative Hire 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 

Selection Rate of Applicants 81.6% 0.0% 0.0% 50.0% 0.0% N/A 80.0% 9.4% 0.0% 0.0% 0.0% 66.7% N/A 11.5% N/A 28.4% 

4/5ths Rule (80% of Base) 100.0% 0.0% 0.0% 61.3% 0.0%  100.0% 14.1% 0.0% 0.0% 0.0% 100.0%  14.4%   
Adverse Impact No N/A N/A Yes N/A  No Yes Yes Yes N/A No  Yes   
Selection Rate of Qualified 83.8% 0.0% 0.0% 50.0% 0.0% N/A 82.1% 9.4% 0.0% 0.0% 0.0% 66.7% N/A 11.5% N/A 28.6% 

4/5ths Rule (80% of Base) 100.0% 0.0% 0.0% 59.7% 0.0%  100.0% 14.1% 0.0% 0.0% 0.0% 100.0%  14.0%   
Adverse Impact No N/A N/A Yes N/A  No Yes Yes Yes N/A No  Yes   
Current Workforce 10 0 0 0 0 0 10 18 0 0 0 1 0 19 0 29 

Availability Rate 29.5% 1.1% 0.3% 0.2% 1.1%  32.1% 62.6% 0.1% 1.3% 0.4% 3.4%  67.9%   
Percent of Current Workforce 34.5% 0.0% 0.0% 0.0% 0.0% 0.0% 34.5% 62.1% 0.0% 0.0% 0.0% 3.4% 0.0% 65.5% 0.0%  
Underutilized No Yes Yes No Yes  Yes Yes No Yes Yes No  Yes   
New Hires Needed for Parity 0 0 0 0 0  1 0 0 0 0 0  1   



 
 

    

Male Female 

Other Total 
    

Non-Hispanic 
Origin Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Other Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Other Total 
    

White Black White Black 
 

Agency 
 

Skilled Craft Workers 
 

Applicants 956 2 8 9 29 11 1,015 41 0 0 0 3 1 45 33 1,093 
 

Screened Out 22 0 0 0 1 1 24 0 0 0 0 0 0 0 5 29 
 

Qualified Applicants 934 2 8 9 28 10 991 41 0 0 0 3 1 45 28 1,064 
 

New Hires 35 0 0 0 0 0 35 5 0 0 0 0 0 5 0 40 
 

Affirmative Hire 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

Selection Rate of Applicants 3.7% 0.0% 0.0% 0.0% 0.0% N/A 3.5% 12.2% 0.0% 0.0% 0.0% 0.0% N/A 11.4% N/A 3.8% 
 

4/5ths Rule (80% of Base) 100.0% 0.0% 0.0% 0.0% 0.0%  30.7% 100.0% 0.0% 0.0% 0.0% 0.0%  100.0%   
 

Adverse Impact No Yes Yes Yes Yes  Yes No N/A N/A N/A Yes  No   
 

Selection Rate of Qualified 3.7% 0.0% 0.0% 0.0% 0.0% N/A 3.6% 12.2% 0.0% 0.0% 0.0% 0.0% N/A 11.4% N/A 3.9% 
 

4/5ths Rule (80% of Base) 100.0% 0.0% 0.0% 0.0% 0.0%  31.6% 100.0% 0.0% 0.0% 0.0% 0.0%  100.0%   
 

Adverse Impact No Yes Yes Yes Yes  Yes No N/A N/A N/A Yes  No   
 

Current Workforce 653 0 3 0 41 0 697 18 0 0 0 1 0 19 0 716 
 

Availability Rate 86.7% 0.3% 2.6% 0.3% 4.8%  94.8% 4.6% 0.0% 0.3% 0.1% 0.2%  5.2%   
 

Percent of Current Workforce 91.2% 0.0% 0.4% 0.0% 5.7% 0.0% 97.3% 2.5% 0.0% 0.0% 0.0% 0.1% 0.0% 2.7% 0.0%  
 

Underutilized No Yes Yes Yes No  Yes Yes No Yes No No  Yes   
 

New Hires Needed for Parity 0 2 16 2 0  20 15 0 2 1 0  18   



 

    

Male Female 

Other Total 
    

Non-Hispanic 
Origin Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Other Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Other Total 
    

White Black White Black 
 

Agency 
 

Service/Maintenance 
 

Applicants 247 0 5 2 7 1 262 12 0 0 1 0 1 14 14 290 
 

Screened Out 1 0 0 0 0 0 1 0 0 0 0 0 0 0 0 1 
 

Qualified Applicants 246 0 5 2 7 1 261 12 0 0 1 0 1 14 14 289 
 

New Hires 5 0 0 0 0 0 5 0 0 1 0 0 0 1 0 6 
 

Affirmative Hire 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

Selection Rate of Applicants 2.0% 0.0% 0.0% 0.0% 0.0% N/A 1.9% 0.0% 0.0% 0.0% 0.0% 0.0% N/A 7.7% N/A 2.2% 
 

4/5ths Rule (80% of Base) 100.0% 0.0% 0.0% 0.0% 0.0%  24.7% 0.0% 0.0% 0.0% 0.0% 0.0%  100.0%   
 

Adverse Impact No N/A Yes Yes Yes  Yes Yes N/A N/A Yes N/A  No   
 

Selection Rate of Qualified 2.0% 0.0% 0.0% 0.0% 0.0% N/A 1.9% 0.0% 0.0% 0.0% 0.0% 0.0% N/A 7.7% N/A 2.2% 
 

4/5ths Rule (80% of Base) 100.0% 0.0% 0.0% 0.0% 0.0%  24.7% 0.0% 0.0% 0.0% 0.0% 0.0%  100.0%   
 

Adverse Impact No N/A Yes Yes Yes  Yes Yes N/A N/A Yes N/A  No   
 

Current Workforce 61 0 0 1 3 0 65 6 0 1 0 0 0 7 0 72 
 

Availability Rate 49.0% 0.3% 1.7% 0.5% 3.3%  54.9% 39.2% 0.3% 1.4% 0.7% 3.2%  45.1%   
 

Percent of Current Workforce 84.7% 0.0% 0.0% 1.4% 4.2% 0.0% 90.3% 8.3% 0.0% 1.4% 0.0% 0.0% 0.0% 9.7% 0.0%  
 

Underutilized No Yes Yes No No  Yes Yes Yes Yes Yes Yes  Yes   
 

New Hires Needed for Parity 0 0 1 0 0  1 22 0 0 1 2  25   



 

   

Male Female 

Other Total 

 

   

Non-Hispanic 
Origin Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Other Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Other Total 

 

   

White Black White Black  

Agency 
 

Unknown 
 

Applicants 26 0 1 0 1 0 28 6 1 0 0 0 1 8 1 37 
 

Screened Out 4 0 1 0 0 0 5 1 0 0 0 0 1 2 1 8 
 

Qualified Applicants 22 0 0 0 1 0 23 5 1 0 0 0 0 6 0 29 
 

New Hires 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

Affirmative Hire 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

Selection Rate of Applicants 0.0% 0.0% 0.0% 0.0% 0.0% N/A 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% N/A 0.0% N/A 0.0% 
 

4/5ths Rule (80% of Base) 0.0% 0.0% 0.0% 0.0% 0.0%  0.0% 0.0% 0.0% 0.0% 0.0% 0.0%  0.0%   
 

Adverse Impact Yes N/A Yes N/A Yes  Yes Yes Yes N/A N/A N/A  Yes   
 

Selection Rate of Qualified 0.0% 0.0% 0.0% 0.0% 0.0% N/A 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% N/A 0.0% N/A 0.0% 
 

4/5ths Rule (80% of Base) 0.0% 0.0% 0.0% 0.0% 0.0%  0.0% 0.0% 0.0% 0.0% 0.0% 0.0%  0.0%   
 

Adverse Impact Yes N/A Yes N/A Yes  Yes Yes Yes N/A N/A N/A  Yes   
 

Current Workforce 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

Availability Rate 0.0% 0.0% 0.0% 0.0% 0.0%  0.0% 0.0% 0.0% 0.0% 0.0% 0.0%  0.0%   
 

Percent of Current Workforce                 
 

Underutilized No No No No No  No No No No No No  No   
 

New Hires Needed for Parity 0 0 0 0 0  0 0 0 0 0 0  0   
 



 

Appendix B.4 – 2014 Agency Wide Personnel Activity Report 
                             

    

Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Agency 
 

  

Employee Advancement 
 

  

Total Workforce 1,603 2 12 10 59 1,686 399 0 6 8 16 429 2,115 
 

  

Career Ladder Promotions 10 0 0 0 2 12 3 0 0 0 0 3 15 
 

  

Competitive Promotions 25 0 0 0 1 26 3 0 0 0 0 3 29 
 

  

Competency Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Strategic Adjustment 1 0 0 0 0 1 0 0 0 0 0 0 1 
 

  

Performance Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Promotion Selection Rate 2.2% 0.0% 0.0% 0.0% 5.1% 2.3% 1.5% 0.0% 0.0% 0.0% 0.0% 1.4% 2.1% 
 

  

4/5ths Rule (80% of Base) 43.1% 0.0% 0.0% 0.0% 100.0% 100.0% 100.0% 0.0% 0.0% 0.0% 0.0% 60.9%  
 

  

Adverse Impact Yes Yes Yes Yes No No No N/A Yes Yes Yes Yes  
 

 

 
    

 

  

  

            



 
                             

                             

    

Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Agency 
 

  

Employee Exit Information 
 

  

Workforce at Start of Period 1,701 2 11 5 70 1,789 397 0 5 6 15 423 2,212 
 

  

New Hires 155 0 3 7 3 168 56 0 2 3 5 66 234 
 

  

Voluntary Terminations 248 0 2 2 12 264 54 0 1 1 4 60 324 
 

  

Non-Voluntary Terminations 5 0 0 0 2 7 0 0 0 0 0 0 7 
 

  

Eligible for Retirement 236 0 2 0 4 242 50 0 1 0 1 52 294 
 

  

# Separated within First Year 168 0 2 1 11 182 29 0 0 1 3 33 215 
 

  

Retired During Period 35 0 0 0 2 37 9 0 0 0 0 9 46 
 

  

Workforce at Close of Period 1,603 2 12 10 59 1,686 399 0 6 8 16 429 2,115 
 

  

Retention Rate 86.4% 100.0% 85.7% 83.3% 80.8% 86.2% 88.1% 100.0% 85.7% 88.9% 80.0% 87.7% 86.5% 
 

  

4/5ths Rule (80% of Base) 86.4% 100.0% 85.7% 83.3% 80.8% 98.3% 88.1% 100.0% 85.7% 88.9% 80.0% 100.0%  
 

  

Adverse Impact No No No No No No No N/A No No Yes No  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Agency 
 

  

Employee Discipline 
 

  

Total Workforce 1,603 2 12 10 59 1,686 399 0 6 8 16 429 2,115 
 

  

# of Individuals Disciplined 45 0 0 0 3 48 5 0 0 0 0 5 53 
 

  

# of Disciplinary Actions 50 0 0 0 3 53 6 0 0 0 0 6 59 
 

  

Rate of Discipline 2.8% 0.0% 0.0% 0.0% 5.1% 2.8% 1.3% 0.0% 0.0% 0.0% 0.0% 1.2% 2.5% 
 

  

4/5ths Rule (80% of Base) 97.2% 100.0% 100.0% 100.0% 94.9% 98.4% 98.7% 100.0% 100.0% 100.0% 100.0% 100.0%  
 

  

Adverse Impact No N/A N/A N/A No No No N/A N/A N/A N/A No  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Agency 
 

  

Employee Demotion 
 

  

Total Workforce 1,603 2 12 10 59 1,686 399 0 6 8 16 429 2,115 
 

  

# of Demotions 1 0 0 0 0 1 0 0 0 0 0 0 1 
 

  

Rate of Demotion 0.1% 0.0% 0.0% 0.0% 0.0% 0.1% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 
 

  

4/5ths Rule (80% of Base) 99.9% 100.0% 100.0% 100.0% 100.0% 99.9% 100.0% 100.0% 100.0% 100.0% 100.0% 100.0%  
 

  

Adverse Impact No No No No No No No N/A No No No No  
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Appendix B.5 – 2014 Personnel Activity Report by Division and District 
 

                             

    

Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Administration 
 

  

Employee Advancement 
 

  

Total Workforce 14 0 0 0 2 16 36 0 1 1 2 40 56 
 

  

Career Ladder Promotions 0 0 0 0 0 0 1 0 0 0 0 1 1 
 

  

Competitive Promotions 0 0 0 0 0 0 1 0 0 0 0 1 1 
 

  

Competency Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Strategic Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Performance Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Promotion Selection Rate 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 5.6% 0.0% 0.0% 0.0% 0.0% 5.0% 3.6% 
 

  

4/5ths Rule (80% of Base) 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 100.0% 0.0% 0.0% 0.0% 0.0% 100.0%  
 

  

Adverse Impact Yes N/A N/A N/A Yes Yes No N/A Yes Yes Yes No  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Administration 
 

  

Employee Exit Information 
 

  

Workforce at Start of Period 14 0 0 0 2 16 35 0 1 1 2 39 55 
 

  

New Hires 2 0 0 0 0 2 4 0 0 0 0 4 6 
 

  

Voluntary Terminations 1 0 0 0 0 1 3 0 0 0 0 3 4 
 

  

Non-Voluntary Terminations 1 0 0 0 0 1 0 0 0 0 0 0 1 
 

  

Eligible for Retirement 2 0 0 0 1 3 6 0 0 0 1 7 10 
 

  

# Separated within First Year 2 0 0 0 0 2 1 0 0 0 0 1 3 
 

  

Retired During Period 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Workforce at Close of Period 14 0 0 0 2 16 36 0 1 1 2 40 56 
 

  

Retention Rate 87.5% 100.0% 100.0% 100.0% 100.0% 88.9% 92.3% 100.0% 100.0% 100.0% 100.0% 93.0% 91.8% 
 

  

4/5ths Rule (80% of Base) 87.5% 100.0% 100.0% 100.0% 100.0% 95.6% 92.3% 100.0% 100.0% 100.0% 100.0% 100.0%  
 

  

Adverse Impact No N/A N/A N/A No No No N/A No No No No  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Administration 
 

  

Employee Discipline 
 

  

Total Workforce 14 0 0 0 2 16 36 0 1 1 2 40 56 
 

  

# of Individuals Disciplined 0 0 0 0 0 0 1 0 0 0 0 1 1 
 

  

# of Disciplinary Actions 0 0 0 0 0 0 2 0 0 0 0 2 2 
 

  

Rate of Discipline 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 2.8% 0.0% 0.0% 0.0% 0.0% 2.5% 1.8% 
 

  

4/5ths Rule (80% of Base) 100.0% 100.0% 100.0% 100.0% 100.0% 100.0% 97.2% 100.0% 100.0% 100.0% 100.0% 97.5%  
 

  

Adverse Impact N/A N/A N/A N/A N/A N/A No N/A N/A N/A N/A No  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Aeronautics 
 

  

Employee Exit Information 
 

  

Workforce at Start of Period 9 0 0 0 0 9 3 0 0 0 0 3 12 
 

  

New Hires 1 0 0 0 0 1 0 0 0 0 0 0 1 
 

  

Voluntary Terminations 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Non-Voluntary Terminations 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Eligible for Retirement 1 0 0 0 0 1 1 0 0 0 0 1 2 
 

  

# Separated within First Year 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Retired During Period 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Workforce at Close of Period 10 0 0 0 0 10 3 0 0 0 0 3 13 
 

  

Retention Rate 100.0% 100.0% 100.0% 100.0% 100.0% 100.0% 100.0% 100.0% 100.0% 100.0% 100.0% 100.0% 100.0% 
 

  

4/5ths Rule (80% of Base) 100.0% 100.0% 100.0% 100.0% 100.0% 100.0% 100.0% 100.0% 100.0% 100.0% 100.0% 100.0%  
 

  

Adverse Impact No N/A N/A N/A N/A No No N/A N/A N/A N/A No  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Billings 
 

  

Employee Advancement 
 

  

Total Workforce 208 0 2 1 10 221 27 0 0 0 1 28 249 
 

  

Career Ladder Promotions 1 0 0 0 0 1 0 0 0 0 0 0 1 
 

  

Competitive Promotions 2 0 0 0 0 2 0 0 0 0 0 0 2 
 

  

Competency Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Strategic Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Performance Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Promotion Selection Rate 1.4% 0.0% 0.0% 0.0% 0.0% 1.4% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 1.2% 
 

  

4/5ths Rule (80% of Base) 100.0% 0.0% 0.0% 0.0% 0.0% 100.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0%  
 

  

Adverse Impact No N/A Yes Yes Yes No Yes N/A N/A N/A Yes Yes  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Billings 
 

  

Employee Exit Information 
 

  

Workforce at Start of Period 227 0 2 1 12 242 29 0 1 0 1 31 273 
 

  

New Hires 17 0 0 1 1 19 3 0 0 0 0 3 22 
 

  

Voluntary Terminations 36 0 0 1 3 40 5 0 1 0 0 6 46 
 

  

Non-Voluntary Terminations 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Eligible for Retirement 31 0 1 0 1 33 6 0 0 0 0 6 39 
 

  

# Separated within First Year 25 0 0 0 3 28 1 0 0 0 0 1 29 
 

  

Retired During Period 2 0 0 0 0 2 2 0 0 0 0 2 4 
 

  

Workforce at Close of Period 208 0 2 1 10 221 27 0 0 0 1 28 249 
 

  

Retention Rate 85.2% 100.0% 100.0% 50.0% 76.9% 84.7% 84.4% 100.0% 0.0% 100.0% 100.0% 82.4% 84.4% 
 

  

4/5ths Rule (80% of Base) 85.2% 100.0% 100.0% 50.0% 76.9% 100.0% 84.4% 100.0% 0.0% 100.0% 100.0% 97.3%  
 

  

Adverse Impact No N/A No Yes Yes No No N/A Yes N/A No No  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Billings 
 

  

Employee Discipline 
 

  

Total Workforce 208 0 2 1 10 221 27 0 0 0 1 28 249 
 

  

# of Individuals Disciplined 6 0 0 0 1 7 1 0 0 0 0 1 8 
 

  

# of Disciplinary Actions 7 0 0 0 1 8 1 0 0 0 0 1 9 
 

  

Rate of Discipline 2.9% 0.0% 0.0% 0.0% 10.0% 3.2% 3.7% 0.0% 0.0% 0.0% 0.0% 3.6% 3.2% 
 

  

4/5ths Rule (80% of Base) 97.1% 100.0% 100.0% 100.0% 90.0% 100.0% 96.3% 100.0% 100.0% 100.0% 100.0% 99.6%  
 

  

Adverse Impact No N/A N/A N/A No No No N/A N/A N/A N/A No  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Billings 
 

  

Employee Demotion 
 

  

Total Workforce 208 0 2 1 10 221 27 0 0 0 1 28 249 
 

  

# of Demotions 1 0 0 0 0 1 0 0 0 0 0 0 1 
 

  

Rate of Demotion 0.5% 0.0% 0.0% 0.0% 0.0% 0.5% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.4% 
 

  

4/5ths Rule (80% of Base) 99.5% 100.0% 100.0% 100.0% 100.0% 99.5% 100.0% 100.0% 100.0% 100.0% 100.0% 100.0%  
 

  

Adverse Impact No N/A No No No No No N/A N/A N/A No No  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Butte 
 

  

Employee Advancement 
 

  

Total Workforce 267 0 2 0 3 272 27 0 1 0 1 29 301 
 

  

Career Ladder Promotions 4 0 0 0 0 4 0 0 0 0 0 0 4 
 

  

Competitive Promotions 5 0 0 0 0 5 0 0 0 0 0 0 5 
 

  

Competency Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Strategic Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Performance Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Promotion Selection Rate 3.4% 0.0% 0.0% 0.0% 0.0% 3.3% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 3.0% 
 

  

4/5ths Rule (80% of Base) 100.0% 0.0% 0.0% 0.0% 0.0% 100.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0%  
 

  

Adverse Impact No N/A Yes N/A Yes No Yes N/A Yes N/A Yes Yes  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Butte 
 

  

Employee Exit Information 
 

  

Workforce at Start of Period 318 0 2 0 4 324 33 0 1 0 1 35 359 
 

  

New Hires 21 0 1 0 0 22 5 0 0 0 0 5 27 
 

  

Voluntary Terminations 71 0 1 0 1 73 11 0 0 0 0 11 84 
 

  

Non-Voluntary Terminations 1 0 0 0 0 1 0 0 0 0 0 0 1 
 

  

Eligible for Retirement 29 0 1 0 0 30 4 0 1 0 0 5 35 
 

  

# Separated within First Year 58 0 1 0 1 60 7 0 0 0 0 7 67 
 

  

Retired During Period 9 0 0 0 0 9 3 0 0 0 0 3 12 
 

  

Workforce at Close of Period 267 0 2 0 3 272 27 0 1 0 1 29 301 
 

  

Retention Rate 78.8% 100.0% 66.7% 100.0% 75.0% 78.6% 71.1% 100.0% 100.0% 100.0% 100.0% 72.5% 78.0% 
 

  

4/5ths Rule (80% of Base) 78.8% 100.0% 66.7% 100.0% 75.0% 100.0% 71.1% 100.0% 100.0% 100.0% 100.0% 92.2%  
 

  

Adverse Impact Yes N/A Yes N/A Yes No Yes N/A No N/A No No  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Butte 
 

  

Employee Discipline 
 

  

Total Workforce 267 0 2 0 3 272 27 0 1 0 1 29 301 
 

  

# of Individuals Disciplined 9 0 0 0 0 9 0 0 0 0 0 0 9 
 

  

# of Disciplinary Actions 9 0 0 0 0 9 0 0 0 0 0 0 9 
 

  

Rate of Discipline 3.4% 0.0% 0.0% 0.0% 0.0% 3.3% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 3.0% 
 

  

4/5ths Rule (80% of Base) 96.6% 100.0% 100.0% 100.0% 100.0% 96.7% 100.0% 100.0% 100.0% 100.0% 100.0% 100.0%  
 

  

Adverse Impact No N/A N/A N/A N/A No N/A N/A N/A N/A N/A N/A  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Directors Office 
 

  

Employee Advancement 
 

  

Total Workforce 32 0 2 0 0 34 36 0 1 0 5 42 76 
 

  

Career Ladder Promotions 0 0 0 0 0 0 1 0 0 0 0 1 1 
 

  

Competitive Promotions 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Competency Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Strategic Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Performance Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Promotion Selection Rate 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 2.8% 0.0% 0.0% 0.0% 0.0% 2.4% 1.3% 
 

  

4/5ths Rule (80% of Base) 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 100.0% 0.0% 0.0% 0.0% 0.0% 100.0%  
 

  

Adverse Impact Yes N/A Yes N/A N/A Yes No N/A Yes N/A Yes No  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Directors Office 
 

  

Employee Exit Information 
 

  

Workforce at Start of Period 34 0 2 0 0 36 32 0 1 0 5 38 74 
 

  

New Hires 1 0 0 0 0 1 5 0 0 0 2 7 8 
 

  

Voluntary Terminations 3 0 0 0 0 3 1 0 0 0 2 3 6 
 

  

Non-Voluntary Terminations 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Eligible for Retirement 6 0 0 0 0 6 2 0 0 0 0 2 8 
 

  

# Separated within First Year 1 0 0 0 0 1 1 0 0 0 1 2 3 
 

  

Retired During Period 1 0 0 0 0 1 0 0 0 0 0 0 1 
 

  

Workforce at Close of Period 32 0 2 0 0 34 36 0 1 0 5 42 76 
 

  

Retention Rate 91.4% 100.0% 100.0% 100.0% 100.0% 91.9% 97.3% 100.0% 100.0% 100.0% 71.4% 93.3% 92.7% 
 

  

4/5ths Rule (80% of Base) 91.4% 100.0% 100.0% 100.0% 100.0% 98.5% 97.3% 100.0% 100.0% 100.0% 71.4% 100.0%  
 

  

Adverse Impact No N/A No N/A N/A No No N/A No N/A Yes No  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Engineering 
 

  

Employee Advancement 
 

  

Total Workforce 224 1 1 3 1 230 66 0 0 2 2 70 300 
 

  

Career Ladder Promotions 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Competitive Promotions 3 0 0 0 1 4 1 0 0 0 0 1 5 
 

  

Competency Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Strategic Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Performance Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Promotion Selection Rate 1.3% 0.0% 0.0% 0.0% 100.0% 1.7% 1.5% 0.0% 0.0% 0.0% 0.0% 1.4% 1.7% 
 

  

4/5ths Rule (80% of Base) 1.3% 0.0% 0.0% 0.0% 100.0% 100.0% 100.0% 0.0% 0.0% 0.0% 0.0% 82.4%  
 

  

Adverse Impact Yes Yes Yes Yes No No No N/A N/A Yes Yes No  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Engineering 
 

  

Employee Exit Information 
 

  

Workforce at Start of Period 217 1 1 2 1 222 59 0 0 1 2 62 284 
 

  

New Hires 27 0 0 1 0 28 17 0 0 2 1 20 48 
 

  

Voluntary Terminations 19 0 0 0 0 19 10 0 0 1 1 12 31 
 

  

Non-Voluntary Terminations 1 0 0 0 0 1 0 0 0 0 0 0 1 
 

  

Eligible for Retirement 45 0 0 0 0 45 6 0 0 0 0 6 51 
 

  

# Separated within First Year 11 0 0 0 0 11 7 0 0 1 1 9 20 
 

  

Retired During Period 4 0 0 0 0 4 2 0 0 0 0 2 6 
 

  

Workforce at Close of Period 224 1 1 3 1 230 66 0 0 2 2 70 300 
 

  

Retention Rate 91.8% 100.0% 100.0% 100.0% 100.0% 92.0% 86.8% 100.0% 100.0% 66.7% 66.7% 85.4% 90.4% 
 

  

4/5ths Rule (80% of Base) 91.8% 100.0% 100.0% 100.0% 100.0% 100.0% 86.8% 100.0% 100.0% 66.7% 66.7% 92.8%  
 

  

Adverse Impact No No No No No No No N/A N/A Yes Yes No  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Engineering 
 

  

Employee Discipline 
 

  

Total Workforce 224 1 1 3 1 230 66 0 0 2 2 70 300 
 

  

# of Individuals Disciplined 3 0 0 0 0 3 1 0 0 0 0 1 4 
 

  

# of Disciplinary Actions 3 0 0 0 0 3 1 0 0 0 0 1 4 
 

  

Rate of Discipline 1.3% 0.0% 0.0% 0.0% 0.0% 1.3% 1.5% 0.0% 0.0% 0.0% 0.0% 1.4% 1.3% 
 

  

4/5ths Rule (80% of Base) 98.7% 100.0% 100.0% 100.0% 100.0% 100.0% 98.5% 100.0% 100.0% 100.0% 100.0% 99.9%  
 

  

Adverse Impact No N/A N/A N/A N/A No No N/A N/A N/A N/A No  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Glendive 
 

  

Employee Advancement 
 

  

Total Workforce 191 0 3 5 10 209 31 0 0 3 1 35 244 
 

  

Career Ladder Promotions 3 0 0 0 1 4 0 0 0 0 0 0 4 
 

  

Competitive Promotions 3 0 0 0 0 3 0 0 0 0 0 0 3 
 

  

Competency Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Strategic Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Performance Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Promotion Selection Rate 3.1% 0.0% 0.0% 0.0% 10.0% 3.3% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 2.9% 
 

  

4/5ths Rule (80% of Base) 31.0% 0.0% 0.0% 0.0% 100.0% 100.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0%  
 

  

Adverse Impact Yes N/A Yes Yes No No Yes N/A N/A Yes Yes Yes  
 

         

                  



 
                             

                             

    

Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Glendive 
 

  

Employee Exit Information 
 

  

Workforce at Start of Period 187 0 2 1 12 202 30 0 0 2 0 32 234 
 

  

New Hires 29 0 2 5 1 37 3 0 0 1 1 5 42 
 

  

Voluntary Terminations 24 0 1 1 2 28 2 0 0 0 0 2 30 
 

  

Non-Voluntary Terminations 1 0 0 0 1 2 0 0 0 0 0 0 2 
 

  

Eligible for Retirement 27 0 0 0 0 27 7 0 0 0 0 7 34 
 

  

# Separated within First Year 13 0 1 1 2 17 2 0 0 0 0 2 19 
 

  

Retired During Period 7 0 0 0 1 8 0 0 0 0 0 0 8 
 

  

Workforce at Close of Period 191 0 3 5 10 209 31 0 0 3 1 35 244 
 

  

Retention Rate 88.4% 100.0% 75.0% 83.3% 76.9% 87.4% 93.9% 100.0% 100.0% 100.0% 100.0% 94.6% 88.4% 
 

  

4/5ths Rule (80% of Base) 88.4% 100.0% 75.0% 83.3% 76.9% 92.4% 93.9% 100.0% 100.0% 100.0% 100.0% 100.0%  
 

  

Adverse Impact No N/A Yes No Yes No No N/A N/A No N/A No  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Glendive 
 

  

Employee Discipline 
 

  

Total Workforce 191 0 3 5 10 209 31 0 0 3 1 35 244 
 

  

# of Individuals Disciplined 0 0 0 0 1 1 0 0 0 0 0 0 1 
 

  

# of Disciplinary Actions 0 0 0 0 1 1 0 0 0 0 0 0 1 
 

  

Rate of Discipline 0.0% 0.0% 0.0% 0.0% 10.0% 0.5% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.4% 
 

  

4/5ths Rule (80% of Base) 100.0% 100.0% 100.0% 100.0% 90.0% 99.5% 100.0% 100.0% 100.0% 100.0% 100.0% 100.0%  
 

  

Adverse Impact N/A N/A N/A N/A No No N/A N/A N/A N/A N/A N/A  
 

59 
 



 
                             

                             

    

Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Great Falls 
 

  

Employee Advancement 
 

  

Total Workforce 198 0 1 1 18 218 31 0 1 0 1 33 251 
 

  

Career Ladder Promotions 1 0 0 0 1 2 0 0 0 0 0 0 2 
 

  

Competitive Promotions 3 0 0 0 0 3 0 0 0 0 0 0 3 
 

  

Competency Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Strategic Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Performance Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Promotion Selection Rate 2.0% 0.0% 0.0% 0.0% 5.6% 2.3% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 2.0% 
 

  

4/5ths Rule (80% of Base) 35.7% 0.0% 0.0% 0.0% 100.0% 100.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0%  
 

  

Adverse Impact Yes N/A Yes Yes No No Yes N/A Yes N/A Yes Yes  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Great Falls 
 

  

Employee Exit Information 
 

  

Workforce at Start of Period 209 0 1 1 22 233 30 0 0 0 1 31 264 
 

  

New Hires 13 0 0 0 0 13 3 0 1 0 1 5 18 
 

  

Voluntary Terminations 23 0 0 0 3 26 2 0 0 0 1 3 29 
 

  

Non-Voluntary Terminations 1 0 0 0 1 2 0 0 0 0 0 0 2 
 

  

Eligible for Retirement 33 0 0 0 0 33 4 0 0 0 0 4 37 
 

  

# Separated within First Year 13 0 0 0 2 15 2 0 0 0 1 3 18 
 

  

Retired During Period 3 0 0 0 1 4 0 0 0 0 0 0 4 
 

  

Workforce at Close of Period 198 0 1 1 18 218 31 0 1 0 1 33 251 
 

  

Retention Rate 89.2% 100.0% 100.0% 100.0% 81.8% 88.6% 93.9% 100.0% 100.0% 100.0% 50.0% 91.7% 89.0% 
 

  

4/5ths Rule (80% of Base) 89.2% 100.0% 100.0% 100.0% 81.8% 96.6% 93.9% 100.0% 100.0% 100.0% 50.0% 100.0%  
 

  

Adverse Impact No N/A No No No No No N/A N/A N/A Yes No  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Great Falls 
 

  

Employee Discipline 
 

  

Total Workforce 198 0 1 1 18 218 31 0 1 0 1 33 251 
 

  

# of Individuals Disciplined 8 0 0 0 1 9 0 0 0 0 0 0 9 
 

  

# of Disciplinary Actions 10 0 0 0 1 11 0 0 0 0 0 0 11 
 

  

Rate of Discipline 4.0% 0.0% 0.0% 0.0% 5.6% 4.1% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 3.6% 
 

  

4/5ths Rule (80% of Base) 96.0% 100.0% 100.0% 100.0% 94.4% 95.9% 100.0% 100.0% 100.0% 100.0% 100.0% 100.0%  
 

  

Adverse Impact No N/A N/A N/A No No N/A N/A N/A N/A N/A N/A  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Information Services 
 

  

Employee Advancement 
 

  

Total Workforce 42 0 0 0 3 45 19 0 1 0 0 20 65 
 

  

Career Ladder Promotions 1 0 0 0 0 1 1 0 0 0 0 1 2 
 

  

Competitive Promotions 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Competency Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Strategic Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Performance Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Promotion Selection Rate 2.4% 0.0% 0.0% 0.0% 0.0% 2.2% 5.3% 0.0% 0.0% 0.0% 0.0% 5.0% 3.1% 
 

  

4/5ths Rule (80% of Base) 100.0% 0.0% 0.0% 0.0% 0.0% 44.0% 100.0% 0.0% 0.0% 0.0% 0.0% 100.0%  
 

  

Adverse Impact No N/A N/A N/A Yes Yes No N/A Yes N/A N/A No  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Information Services 
 

  

Employee Exit Information 
 

  

Workforce at Start of Period 37 0 0 0 2 39 21 0 1 0 0 22 61 
 

  

New Hires 7 0 0 0 1 8 1 0 0 0 0 1 9 
 

  

Voluntary Terminations 2 0 0 0 0 2 3 0 0 0 0 3 5 
 

  

Non-Voluntary Terminations 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Eligible for Retirement 3 0 0 0 0 3 3 0 0 0 0 3 6 
 

  

# Separated within First Year 1 0 0 0 0 1 1 0 0 0 0 1 2 
 

  

Retired During Period 0 0 0 0 0 0 1 0 0 0 0 1 1 
 

  

Workforce at Close of Period 42 0 0 0 3 45 19 0 1 0 0 20 65 
 

  

Retention Rate 95.5% 100.0% 100.0% 100.0% 100.0% 95.7% 86.4% 100.0% 100.0% 100.0% 100.0% 87.0% 92.9% 
 

  

4/5ths Rule (80% of Base) 95.5% 100.0% 100.0% 100.0% 100.0% 100.0% 86.4% 100.0% 100.0% 100.0% 100.0% 90.9%  
 

  

Adverse Impact No N/A N/A N/A No No No N/A No N/A N/A No  
 

64 
 



 
                             

                             

    

Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Maintenance 
 

  

Employee Advancement 
 

  

Total Workforce 54 0 0 0 2 56 13 0 1 0 0 14 70 
 

  

Career Ladder Promotions 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Competitive Promotions 2 0 0 0 0 2 0 0 0 0 0 0 2 
 

  

Competency Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Strategic Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Performance Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Promotion Selection Rate 3.7% 0.0% 0.0% 0.0% 0.0% 3.6% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 2.9% 
 

  

4/5ths Rule (80% of Base) 100.0% 0.0% 0.0% 0.0% 0.0% 100.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0%  
 

  

Adverse Impact No N/A N/A N/A Yes No Yes N/A Yes N/A N/A Yes  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Maintenance 
 

  

Employee Exit Information 
 

  

Workforce at Start of Period 54 0 0 0 2 56 14 0 0 0 0 14 70 
 

  

New Hires 3 0 0 0 0 3 2 0 1 0 0 3 6 
 

  

Voluntary Terminations 3 0 0 0 0 3 3 0 0 0 0 3 6 
 

  

Non-Voluntary Terminations 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Eligible for Retirement 10 0 0 0 1 11 0 0 0 0 0 0 11 
 

  

# Separated within First Year 0 0 0 0 0 0 1 0 0 0 0 1 1 
 

  

Retired During Period 1 0 0 0 0 1 0 0 0 0 0 0 1 
 

  

Workforce at Close of Period 54 0 0 0 2 56 13 0 1 0 0 14 70 
 

  

Retention Rate 94.7% 100.0% 100.0% 100.0% 100.0% 94.9% 81.2% 100.0% 100.0% 100.0% 100.0% 82.4% 92.1% 
 

  

4/5ths Rule (80% of Base) 94.7% 100.0% 100.0% 100.0% 100.0% 100.0% 81.2% 100.0% 100.0% 100.0% 100.0% 86.8%  
 

  

Adverse Impact No N/A N/A N/A No No No N/A N/A N/A N/A No  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Maintenance 
 

  

Employee Discipline 
 

  

Total Workforce 54 0 0 0 2 56 13 0 1 0 0 14 70 
 

  

# of Individuals Disciplined 1 0 0 0 0 1 0 0 0 0 0 0 1 
 

  

# of Disciplinary Actions 2 0 0 0 0 2 0 0 0 0 0 0 2 
 

  

Rate of Discipline 1.9% 0.0% 0.0% 0.0% 0.0% 1.8% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 1.4% 
 

  

4/5ths Rule (80% of Base) 98.1% 100.0% 100.0% 100.0% 100.0% 98.2% 100.0% 100.0% 100.0% 100.0% 100.0% 100.0%  
 

  

Adverse Impact No N/A N/A N/A N/A No N/A N/A N/A N/A N/A N/A  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Missoula 
 

  

Employee Advancement 
 

  

Total Workforce 250 1 0 0 9 260 46 0 0 2 1 49 309 
 

  

Career Ladder Promotions 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Competitive Promotions 6 0 0 0 0 6 1 0 0 0 0 1 7 
 

  

Competency Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Strategic Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Performance Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Promotion Selection Rate 2.4% 0.0% 0.0% 0.0% 0.0% 2.3% 2.2% 0.0% 0.0% 0.0% 0.0% 2.0% 2.3% 
 

  

4/5ths Rule (80% of Base) 100.0% 0.0% 0.0% 0.0% 0.0% 100.0% 100.0% 0.0% 0.0% 0.0% 0.0% 87.0%  
 

  

Adverse Impact No Yes N/A N/A Yes No No N/A N/A Yes Yes No  
 

68 
 



 
                             

                             

    

Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Missoula 
 

  

Employee Exit Information 
 

  

Workforce at Start of Period 288 1 0 0 12 301 51 0 0 2 1 54 355 
 

  

New Hires 20 0 0 0 0 20 1 0 0 0 0 1 21 
 

  

Voluntary Terminations 58 0 0 0 3 61 6 0 0 0 0 6 67 
 

  

Non-Voluntary Terminations 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Eligible for Retirement 33 0 0 0 1 34 5 0 0 0 0 5 39 
 

  

# Separated within First Year 40 0 0 0 3 43 2 0 0 0 0 2 45 
 

  

Retired During Period 8 0 0 0 0 8 1 0 0 0 0 1 9 
 

  

Workforce at Close of Period 250 1 0 0 9 260 46 0 0 2 1 49 309 
 

  

Retention Rate 81.2% 100.0% 100.0% 100.0% 75.0% 81.0% 88.5% 100.0% 100.0% 100.0% 100.0% 89.1% 82.2% 
 

  

4/5ths Rule (80% of Base) 81.2% 100.0% 100.0% 100.0% 75.0% 90.9% 88.5% 100.0% 100.0% 100.0% 100.0% 100.0%  
 

  

Adverse Impact No No N/A N/A Yes No No N/A N/A No No No  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Missoula 
 

  

Employee Discipline 
 

  

Total Workforce 250 1 0 0 9 260 46 0 0 2 1 49 309 
 

  

# of Individuals Disciplined 15 0 0 0 0 15 1 0 0 0 0 1 16 
 

  

# of Disciplinary Actions 16 0 0 0 0 16 1 0 0 0 0 1 17 
 

  

Rate of Discipline 6.0% 0.0% 0.0% 0.0% 0.0% 5.8% 2.2% 0.0% 0.0% 0.0% 0.0% 2.0% 5.2% 
 

  

4/5ths Rule (80% of Base) 94.0% 100.0% 100.0% 100.0% 100.0% 96.1% 97.8% 100.0% 100.0% 100.0% 100.0% 100.0%  
 

  

Adverse Impact No N/A N/A N/A N/A No No N/A N/A N/A N/A No  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Motor Carrier Services 
 

  

Employee Exit Information 
 

  

Workforce at Start of Period 21 0 0 0 0 21 17 0 0 0 0 17 38 
 

  

New Hires 1 0 0 0 0 1 2 0 0 0 0 2 3 
 

  

Voluntary Terminations 2 0 0 0 0 2 0 0 0 0 0 0 2 
 

  

Non-Voluntary Terminations 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Eligible for Retirement 4 0 0 0 0 4 4 0 0 0 0 4 8 
 

  

# Separated within First Year 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Retired During Period 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Workforce at Close of Period 20 0 0 0 0 20 19 0 0 0 0 19 39 
 

  

Retention Rate 90.9% 100.0% 100.0% 100.0% 100.0% 90.9% 100.0% 100.0% 100.0% 100.0% 100.0% 100.0% 95.1% 
 

  

4/5ths Rule (80% of Base) 90.9% 100.0% 100.0% 100.0% 100.0% 90.9% 100.0% 100.0% 100.0% 100.0% 100.0% 100.0%  
 

  

Adverse Impact No N/A N/A N/A N/A No No N/A N/A N/A N/A No  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Motor Carrier Services 
 

  

Employee Discipline 
 

  

Total Workforce 20 0 0 0 0 20 19 0 0 0 0 19 39 
 

  

# of Individuals Disciplined 1 0 0 0 0 1 1 0 0 0 0 1 2 
 

  

# of Disciplinary Actions 1 0 0 0 0 1 1 0 0 0 0 1 2 
 

  

Rate of Discipline 5.0% 0.0% 0.0% 0.0% 0.0% 5.0% 5.3% 0.0% 0.0% 0.0% 0.0% 5.3% 5.1% 
 

  

4/5ths Rule (80% of Base) 95.0% 100.0% 100.0% 100.0% 100.0% 100.0% 94.7% 100.0% 100.0% 100.0% 100.0% 99.7%  
 

  

Adverse Impact No N/A N/A N/A N/A No No N/A N/A N/A N/A No  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Rail, Transit & Planning 
 

  

Employee Advancement 
 

  

Total Workforce 93 0 1 0 1 95 45 0 0 0 2 47 142 
 

  

Career Ladder Promotions 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Competitive Promotions 1 0 0 0 0 1 0 0 0 0 0 0 1 
 

  

Competency Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Strategic Adjustment 1 0 0 0 0 1 0 0 0 0 0 0 1 
 

  

Performance Adjustment 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Promotion Selection Rate 1.1% 0.0% 0.0% 0.0% 0.0% 1.1% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.7% 
 

  

4/5ths Rule (80% of Base) 100.0% 0.0% 0.0% 0.0% 0.0% 100.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0%  
 

  

Adverse Impact No N/A Yes N/A Yes No Yes N/A N/A N/A Yes Yes  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Rail, Transit & Planning 
 

  

Employee Exit Information 
 

  

Workforce at Start of Period 86 0 1 0 1 88 43 0 0 0 2 45 133 
 

  

New Hires 13 0 0 0 0 13 10 0 0 0 0 10 23 
 

  

Voluntary Terminations 6 0 0 0 0 6 8 0 0 0 0 8 14 
 

  

Non-Voluntary Terminations 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Eligible for Retirement 12 0 0 0 0 12 2 0 0 0 0 2 14 
 

  

# Separated within First Year 4 0 0 0 0 4 4 0 0 0 0 4 8 
 

  

Retired During Period 0 0 0 0 0 0 0 0 0 0 0 0 0 
 

  

Workforce at Close of Period 93 0 1 0 1 95 45 0 0 0 2 47 142 
 

  

Retention Rate 93.9% 100.0% 100.0% 100.0% 100.0% 94.1% 84.9% 100.0% 100.0% 100.0% 100.0% 85.5% 91.0% 
 

  

4/5ths Rule (80% of Base) 93.9% 100.0% 100.0% 100.0% 100.0% 100.0% 84.9% 100.0% 100.0% 100.0% 100.0% 90.9%  
 

  

Adverse Impact No N/A No N/A No No No N/A N/A N/A No No  
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Male Female 

Total 

 

    

Non-Hispanic Origin 
Hispanic 

Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 
Non-Hispanic 

Origin Hispanic 
Asian or 
Pacific 

Islander 

American 
Indian or 
Alaskan 
Native 

Total 

 

    

White Black White Black  

  

Rail, Transit & Planning 
 

  

Employee Discipline 
 

  

Total Workforce 93 0 1 0 1 95 45 0 0 0 2 47 142 
 

  

# of Individuals Disciplined 2 0 0 0 0 2 0 0 0 0 0 0 2 
 

  

# of Disciplinary Actions 2 0 0 0 0 2 0 0 0 0 0 0 2 
 

  

Rate of Discipline 2.2% 0.0% 0.0% 0.0% 0.0% 2.1% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 1.4% 
 

  

4/5ths Rule (80% of Base) 97.8% 100.0% 100.0% 100.0% 100.0% 97.9% 100.0% 100.0% 100.0% 100.0% 100.0% 100.0%  
 

  

Adverse Impact No N/A N/A N/A N/A No N/A N/A N/A N/A N/A N/A  
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Appendix B.6 – 2014 MDT Job Codes with corresponding EEO 4 Categories 
EEO Category Job Code Title 
ADMINISTRATIVE SUPPORT ADMINISTRATIVE CLERK 
ADMINISTRATIVE SUPPORT LEGAL SECRETARY 
ADMINISTRATIVE SUPPORT MAIL CLERK 
ADMINISTRATIVE SUPPORT MAIL CLK 
ADMINISTRATIVE SUPPORT PURCHASING TECHNICIAN 
ADMINISTRATIVE SUPPORT RECORDS MANAGEMENT AST 
ADMINISTRATIVE SUPPORT SHORT TERM WORKER 
ADMINISTRATIVE SUPPORT STUDENT INTERN 
OFFICIALS/ADMINISTRATORS DIRECTOR 
OFFICIALS/ADMINISTRATORS OPERATIONS MGR 
PROFESSIONALS ACCOUNTANT 
PROFESSIONALS ADMINISTRATIVE SPC 
PROFESSIONALS AIRCRAFT PILOT 
PROFESSIONALS AIRFIELD OPS SPECIALIST 
PROFESSIONALS AUDITOR 
PROFESSIONALS BENEFITS SPC 
PROFESSIONALS BUDGET ANALYST 
PROFESSIONALS BUSINESS DEVELOPEMENT SPECIALIST 
PROFESSIONALS BUSINESS DEVELOPMENT SPECIALIST 
PROFESSIONALS BUSINESS OPERATIONS SUPERVISOR 
PROFESSIONALS CHEMIST 
PROFESSIONALS CIVIL ENGINEER PE 
PROFESSIONALS CIVIL ENGINEERNG SPC 
PROFESSIONALS CIVIL ENGINEERNG TCH 
PROFESSIONALS COMPENSATION & CLASSIFICATION SPECIALIST 
PROFESSIONALS COMPENSATION CLASSIFICATION SPECIALIST 
PROFESSIONALS COMPLIANCE SPECIALIST 
PROFESSIONALS COMPUTER INFORMATION SYS 
PROFESSIONALS COMPUTER PROGRAMMER 
PROFESSIONALS COMPUTER SECURITY SPECIALIST 
PROFESSIONALS COMPUTER SUP 
PROFESSIONALS COMPUTER SUPERVISOR 
PROFESSIONALS COMPUTER SUPPORT SPC 
PROFESSIONALS COMPUTER SUPPORT SPECIALIST 
PROFESSIONALS COMPUTER SYS ANALYST 
PROFESSIONALS DATABASE ANALYST 
PROFESSIONALS DESIGN ENGINEER 
PROFESSIONALS DESIGNER 
PROFESSIONALS EEO SPECIALIST 
PROFESSIONALS ELECTRONIC ENGINEER 
PROFESSIONALS ELECTRONICS ENGINEER 
PROFESSIONALS EMERGENCY MANAGEMENT SPECIALIST 
PROFESSIONALS ENGINEERING CONTRACT SPEC 
PROFESSIONALS ENGINEERING CONTRACT SPECIALIST 
PROFESSIONALS ENGINEERING MGR 
PROFESSIONALS ENGINEERING SUPERVISOR MGR 
PROFESSIONALS ENVIRONMENTAL ENGINEERING SPECIALIST 
PROFESSIONALS ENVIRONMENTAL PROGRAM MGR 
PROFESSIONALS ENVIRONMENTAL SCIENCE SPC 
PROFESSIONALS ENVIRONMENTAL SCIENCE SPECIALIST 
PROFESSIONALS FINANACIAL OPERATIONS SUP 



 

PROFESSIONALS FINANCIAL OPERATIONS SUP 
PROFESSIONALS FINANCIAL SPECIALIST 
PROFESSIONALS HUMAN RESOURCE MGR 
PROFESSIONALS HUMAN RESOURCE SPC 
PROFESSIONALS HUMAN RESOURCE SPECIALIST 
PROFESSIONALS LABOR RELATIONS SPECIALIST 
PROFESSIONALS LAWYER 
PROFESSIONALS LIBRARIAN 
PROFESSIONALS LICENSE EXAMINER SPECIALIST 
PROFESSIONALS MATERIALS LAB SPC 
PROFESSIONALS NETWORK SYS ANALYST 
PROFESSIONALS NETWORK SYSTEMS ANALYST 
PROFESSIONALS OCCUPATIONAL HEALTH SAFETY SPECIALIST 
PROFESSIONALS OPERATIONS MGR 
PROFESSIONALS OPERATIONS RESEARCH ANALYST 
PROFESSIONALS PARALEGAL LEGAL AST 
PROFESSIONALS PHOTOGRAMMETRIST 
PROFESSIONALS PHOTOGRAPHER 
PROFESSIONALS PROGRAM MANAGER 
PROFESSIONALS PROGRAM MGR 
PROFESSIONALS PROGRAM SPECIALIST 
PROFESSIONALS PROJECT FACILITATION SPECIALIST 
PROFESSIONALS PUBLIC RELATIONS SPC 
PROFESSIONALS PUBLICS RELATIONS SPECIALISTS 
PROFESSIONALS PURCHASING AGENT 
PROFESSIONALS REGULATORY PROGRAM MGR 
PROFESSIONALS RIGHT OF WAY SPC 
PROFESSIONALS SURVEYOR 
PROFESSIONALS TRAINING DEVELOPMENT SPC 
PROFESSIONALS TRANSPORTATION PLANNER 
PROFESSIONALS TRANSPORTATION PLANNING MANAGER 
PROFESSIONALS UTILITY ENGINEERING SPEC 
PROFESSIONALS WEB DEVELOPER 
PROTECTIVE SERVICES FIRE FIGHTER 
PROTECTIVE SERVICES MOTOR VEHICLE INSPECTORS 
PROTECTIVE SERVICES MOTOR VEHICLE SAFETY INS 
PROTECTIVE SERVICES MOTOR VEHICLE SAFETY INSPECTOR 
SERVICE/MAINTENANCE CUSTODIAN 
SERVICE/MAINTENANCE CUSTODIAN CREW LEADER 
SERVICE/MAINTENANCE FACILITY TECHNICIAN 
SERVICE/MAINTENANCE LABORER 
SERVICE/MAINTENANCE MAINTENANCE CREW LEADER 
SERVICE/MAINTENANCE MECHANIC MAINTENANCE SUPM 
SERVICE/MAINTENANCE PRODUCTION SERVICES SUPV/MGR 
SERVICE/MAINTENANCE SERVICE COMBINTATION A 
SERVICE/MAINTENANCE SERVICE COMBINTATION B 
SERVICE/MAINTENANCE STOCKPERSON 
SERVICE/MAINTENANCE VEGETATION & NOXIOUS WEED SPRAY FOREMAN 
SKILLED CRAFT WORKERS AIRCRAFT MECHANIC 
SKILLED CRAFT WORKERS COMMUNICATIONS TCG 
SKILLED CRAFT WORKERS CONSTRUCTION TRADES WORKER SUPERVISOR MANAGER 
SKILLED CRAFT WORKERS DRILL OPERATOR 
SKILLED CRAFT WORKERS DRILL SUPMGR 
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SKILLED CRAFT WORKERS ELECTRONIC REPAIR TCG 
SKILLED CRAFT WORKERS LITHOGRAPHIC PRESS OPERATOR 
SKILLED CRAFT WORKERS MAINTENANCE CARPENTER 
SKILLED CRAFT WORKERS MAINTENANCE TECH IV 
SKILLED CRAFT WORKERS MAINTENANCE TECHNICIAN I 
SKILLED CRAFT WORKERS MAINTENANCE TECHNICIAN II 
SKILLED CRAFT WORKERS MAINTENANCE TECHNICIAN III 
SKILLED CRAFT WORKERS MATERIALS INSPECTION AIDE 
SKILLED CRAFT WORKERS MATERIALS INSPECTION TCH 
SKILLED CRAFT WORKERS MECHANIC MAINTENANCE SUPM 
SKILLED CRAFT WORKERS MECHANIC/MACHINIST (MDT) 
SKILLED CRAFT WORKERS PAINTER SIGN SHOP 
SKILLED CRAFT WORKERS PRINTNG DUPLICATNG SVC SU 
SKILLED CRAFT WORKERS STRIPING FOREMAN 
SKILLED CRAFT WORKERS STRIPING MACHINE OPERATOR/DRIVER 
SKILLED CRAFT WORKERS WORKING SHOP FOREMAN 
TECHNICIANS ACCOUNTING TCH 
TECHNICIANS ADMINISTRATIVE AST 
TECHNICIANS AUDITING TCH 
TECHNICIANS CIVIL ENGINEERNG TCH 
TECHNICIANS CIVIL ENGINEERNG TECHNICIAN 
TECHNICIANS COLLECTIONS TCH 
TECHNICIANS COMPLIANCE TECHNICIAN 
TECHNICIANS COMPUTER SUPPORT TCH 
TECHNICIANS DATA CONTROL TECH 
TECHNICIANS DESIGN TECHNICIAN 
TECHNICIANS DRAFTER 
TECHNICIANS INSTRUMENT CALIBRATION TECH 
TECHNICIANS LICENSE PERMIT TCH 
TECHNICIANS PLANNING TCH 
TECHNICIANS RIGHT OF WAY TCH 
TECHNICIANS SURVEYOR 
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Appendix B.7 – 2014 ADA Reasonable Accommodations 
Reasonable Accommodations Provided Number of 

Employees 
Percentage of 
Accommodations 

Family Medical Leave 4 16.00% 

Acquiring or Modifying Equipment  8 32.00% 

Adjusted Work Schedule  4 16.00% 

Making Existing Facilities Readily Available 2 8.00% 

Leave that goes beyond FMLA, Shared, Annual, or Sick 
Leave (ex. Leave Without Pay)  2 8.00% 

Shared Leave  3 12.00% 

Independent Medical Examination  0 0.00% 

Job Restructuring  1 4.00% 

Telecommuting 1 4.00% 

Light Duty  0 0.00% 

Change In Supervisory Methods 0 0.00% 

Total Accommodations provided in 2014 25   

 
The number of accommodations increased from calendar year 2013: 

Reasonable Accommodations 
Provided 

2013 2014 

  # of accommodations 

Family Medical Leave 6 4 
Acquiring or Modifying Equipment  5 8 
Adjusted Work Schedule  1 4 
Making Existing Facilities Readily Available 2 2 
Leave Without Pay 0 2 
Shared Leave  1 3 
Independent Medical Examination  3 0 
Job Restructuring  2 1 
Telecommuting 0 1 
Light Duty  1 0 
Change In Supervisory Methods 1 0 
Total Accommodations provided  22 25 



 
Reasonable Accommodations Provided by Year 
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Appendix B.8 – State of Montana Employee Profile 
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Appendix B.9 – 2014 Montana State Government Pay Audit
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APPENDIX C 
 

Complaints and Mediation 
 
 
 
 

Appendix C.1          Manager Fact Sheet: EEO, 
Nondiscrimination and Harassment Policy 

 
Appendix C.2            Updated MDT Complaint Procedures 
 
Appendix C.3              Mediation Process Agreement



 

Appendix C.1 – Manager Fact Sheet: EEO, Nondiscrimination and 
Harassment Policy 
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Appendix C.2 – Updated MDT Complaint Procedures 
 

Montana Department of Transportation 
Office of Civil Rights 

Nondiscrimination Complaint Procedure  
 

The Montana Department of Transportation (“MDT”) is committed to conducting all of its business in an 
environment free of discrimination, harassment, and retaliation. In accordance with State and Federal law, MDT 
prohibits any and all discrimination on the grounds of: 

race, color, national origin, sex, age, physical or mental disability, parental/marital status, 
pregnancy, sexual orientation,1 religion/creed/culture, political belief, genetic material, veteran 
status, or social origin/ancestry (hereafter “protected classes”). 

by its employees or anyone with whom MDT chooses to do business. MDT employees, contractors, employees of 
contractors, and external customers may a file a complaint of discrimination or harassment based on any protected 
class.  

Filing a complaint with the Office of Civil Rights (“OCR”) does NOT prohibit the complainant from filing a 
complaint with Montana Human Rights Bureau (“HRB”), Equal Employment Opportunity Commission 
(“EEOC”),US Department of Transportation (“USDOT”), US Department of Justice (“DOJ”), any other 
appropriate body or tribunal,  or seeking the advice of personal counsel. The remedy available may vary based on 
the legal authority under which the complaint is brought.  

Filing a Complaint 

OCR adopts the” Initiating an Internal Complaint” procedures outlined in Administrative Rules of Montana 
2.21.4019, with the following modifications: 

- All complaints must be filed within 180 days of the alleged discriminatory conduct. 

Given the serious nature of allegations alleging civil rights complaints, complaints should be in writing and 
signed. Complainants are encouraged, but not required, to use OCR’s complaint form. Complaints may be: 

mailed to:   MDT Office of Civil Rights, PO BOX 201001, Helena, MT 59620 

hand delivered to:  MDT Office of Civil Rights, 2701 Prospect Avenue, Helena, MT 59620  

emailed to:   OCR Title VI, Title VII, and EEO Specialist at rysullivan@mt.gov.  

OCR investigators will assist complainants in producing written complaints for investigation.  

MDT employees may not use working time to prepare or file a civil rights complaint. 

1 Sexual orientation is a protected class for MDT employees and is enforced as an internal policy violation pursuant to the Governor’s 
Executive Order 41-2008 and ARM 2.21.4005. 

                                                           

http://mtrules.org/gateway/ruleno.asp?RN=2%2E21%2E4019
http://www.mdt.mt.gov/other/civilrights/external/MDT-CIV-004-CIVIL_RIGHTS_DISCRIMINATION_COMPLAINT_FORM.PDF


 
All complaints filed with OCR alleging discrimination and/or harassment based on a protected class will be 
investigated by OCR. MDT internal complaints dealing solely with human resources issues (i.e. ineffective 
management, personality conflicts, poor job performance) will be handled by the appropriate MDT Human 
Resources Division (HR) personnel.  

Investigating a Complaint 

OCR adopts the “Investigating a Complaint” procedures outlined in Administrative Rules of Montana 2.21.4020 
with the following modifications: 

- If a determination is made that an investigation is warranted, the complainant, the accused, and the 
relevant MDT administrator2 will be notified in writing, which will include a case reference number 
that will be included on all documents pertaining to that case.  

- If at any point during the investigation the complainant stops cooperating with the OCR investigator or 
becomes otherwise unresponsive, the OCR investigator may close the investigation at his/her 
discretion, provided complainant was given a reasonable opportunity to correct his/her actions.  

All investigations consist of interviewing witnesses and collecting and reviewing any relevant documents. 
Investigatory interviews may be conducted in person or over the phone. The OCR investigator will determine the 
form of the interview at his/her discretion.  

After the interview, the OCR investigator will create an Interview Summary which the interviewee may review 
for any errors or omissions. Once the interviewee is satisfied that the Interview Summary represents an accurate 
documentation of the statements they made to the investigator on the day of interview, the OCR investigator will 
ask the interviewee to sign the Interview Summary. The Interview Summary will become part of the investigative 
file and will be incorporated into the final report. If the interviewee refuses to sign the Interview Summary, that 
fact will be noted on the Interview Summary document, which will nonetheless be included in the investigative 
file. During the course of the investigation, follow up interviews or the production of additional documents might 
become necessary. OCR asks for prompt response to these requests to assure that all investigations are resolved in 
a timely manner. 

Confidentiality  
OCR conducts all of its investigations in accordance with ARM 2.21.4022. It is OCR’s policy to keep 
confidential all of its investigations and relevant documents. However, it might be necessary for OCR to reveal 
the identity of the parties involved to OCR Operations Chief, MDT Director, MDT legal staff, or persons at the 
organization or institution under investigation. The complainant does have the right to have their identity withheld 
during the course of the investigation. If the complainant wishes to have their identity withheld, complainant 
should inform the investigator of that fact at the outset of the investigation. The complainant should be aware that 
having the identity withheld may hinder the progress of the investigation. 

Timelines 
OCR strives to complete all investigation within 120 days of receipt of complaint. This time period may be 
changed at the discretion of the OCR investigator and the business needs of MDT. Throughout the course of the 
investigation, the OCR investigator will provide periodic updates to the OCR Operations Chief. The OCR 

2 For complaints filed by external customers, the appropriate employer, contractor, or grant recipient will be notified. 
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http://mtrules.org/gateway/RuleNo.asp?RN=2%2E21%2E4020
http://mtrules.org/gateway/RuleNo.asp?RN=2%2E21%2E4022


 
Operations Chief is responsible for monitoring the progress of the investigation to assure it is conducted in 
compliance with these guidelines and all applicable statutes and regulations. 

Investigation Conclusions and Remedies 

Upon conclusion of an investigation, the OCR investigator will make a “cause” or “no-cause” determination, and 
will provide recommendations based on the finding as stated in the Final Determination Report. All effected 
parties will be notified in writing about the outcome of the investigation, however, copies of the Final 
Determination Report will not be provided.  If a “cause” determination is made, the matter will be resolved by 
informal means whenever possible. However, formal action may be recommended: 

For MDT internal complaints: up to and including termination, as outlined in the state discipline policy. 

For MDT external complaints:  up to the maximum penalty provided by applicable statute or regulation 
including debarment or withholding of funding. 

The final determination report will be reviewed by the OCR Operations Chief, MDT Director, and MDT legal 
counsel. What action will be taken will be determined by the OCR Operations Chief, MDT Director, and MDT 
legal counsel based upon the information provided by OCR investigator in the final determination report. 

Post Investigation Actions 

OCR adopts the Post-Investigation Actions procedures outline in Administrative Rules of the State of Montana 
2.21.4021 with the following modifications: 

- A Final Determination Conference may be held at the discretion of the OCR Operations Chief or MDT 
Director.  

- The case will be considered closed once a “no-cause” finding has been made or applicable disciplinary 
action was taken. 

- Copies of the Final Determination will not be provided to the parties. However, parties are welcome to 
read the report at the OCR office. No electronic copies will be provided. 

- If the complainant is not satisfied with the outcome of OCR’s investigation, complainant may pursue 
any other avenues available to him/her including filing a complaint with HRB, EEOC, applicable 
federal agency, or federal or state district court. Upon request by the complainant, and in compliance 
with applicable state and federal law, the OCR investigatory file and accompanying report may be 
transmitted to such other agency as will be performing further investigation. It is the responsibility of 
the complainant to monitor all filing deadlines with all other state or federal agencies. 
 

For questions, comments, or concerns contact OCR Title VI, Title VII, and EEO Specialist, Ryan Sullivan at: 
Phone: (406) 444-6334 TTY: (800) 335-7592; Montana Relay at 711; Email: rysullivan@mt.gov 
For accommodations contact Alice Flesch at: (406) 444 - 9229 or aflesch@mt.gov 

THIS DOCUMENT IS AVAILABLE IN ACCESSIBLE FORMATS UPON REQUEST. 
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Appendix C.3 – Mediation Process Agreement 

 
Montana Department of Transportation 

Office of Civil Rights 
Mediation Agreement 

 
I, _____________________ and I, _____________________, agree to enter into voluntary 
mediation, facilitated by OCR Title VI, VII, and EEO Specialist, Ryan Sullivan. The purpose of this 
mediation is to attempt to resolve the issues related to: ___________________________________ 
________________________________________________________________________________ 
 
Both parties understand that the role of the mediator to be a neutral party that facilitates discussion 
between the parties named above in an attempt to get the parties to come to a mutually agreeable 
resolution of the issues. Although the mediator may suggest a course of action, it is up to the parties 
to decide how they ultimately want to resolve the issue. 

Scope: 
The scope of the mediation will be determined by the parties, with the help of the mediator, at the 
beginning of the mediation process. Both parties agree that if discussion exceeds the established 
scope the mediator may suspend the mediation and suggest that another course of action be taken. 
(ex. if it becomes apparent that law or policy has been violated a more appropriate way to address 
the situation would be through a formal investigation or discipline).  

Mediation is voluntary: 
Either party may withdraw from or suspend the mediation at any time and for any reason. The goal of 
mediation is to come to a fair and reasonable outcome. As a result, the mediator may suspend or 
terminate the mediation if he/she feels that an impasse has been reached or if the mediation will lead 
to an unjust or unreasonable result. 

Confidentiality: 
Both parties agree that nothing said or done during this mediation will be used as the basis for 
discipline or as evidence if a formal OCR investigation is conducted against either of the parties.  

Ground Rules: 
Both parties agree to abide by the ground rules set at the beginning of the mediation session. If the 
parties do not abide by the ground rules the mediator reserves the right to suspend or terminate the 
mediation. 

Party 1 

_________________________________ 
Printed Name 

_________________________________ 
Signature 

_________________________________ 
Date

Party 2 

_________________________________ 
Printed Name 

_________________________________ 
Signature 

_________________________________ 
Date 
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Appendix D.2 – MDT Recruitment and Selection Policy 

 
Montana Department of Transportation  

 
Policy # 3-0165.1 Date: December 7, 2012   

 
 Addendum to Recruitment and Selection Policy 

___________________________________________________ 
 

Montana Department of Transportation (MDT) is committed to attracting and retaining a highly 
qualified workforce based on competencies and job related qualifications in accordance with 
the Department of Administration’s MOM’s Recruitment and Section Policy  
 
MDT’s policy is to conduct open recruitment for all permanent vacancies, to provide applicants 
with a reasonable opportunity to learn about, to apply for and to be considered fairly for 
positions when recruitment is conducted, and to select employees on the basis of merit and 
job-related qualifications. MDT will take affirmative action to equalize employment 
opportunities at all levels of agency operations where there is evidence of barriers to 
employment for those groups of people who have traditionally been denied equal 
employment opportunity.   
 
All MDT employees are protected from retaliation for opposing any discriminatory practice, 
filing an internal complaint, and/or initiating an external administrative or legal proceeding, or 
testifying in or participating in any of the above mentioned activities.  
 
Applicants who test for a position and fail any part of the selection process will not be 
retested if the position is not filled and is re-advertised using the same testing materials, 
within six (6) months after failing the test.  MDT has no obligation to produce new testing 
materials for subsequent selection processes for the same position. 
 
A temporary employee may be hired through a competitive recruitment process, although 
this is not required.  Temporary employees returning in successive years are not required to 
submit an application provided he or she is in good standing with the Department as 
documented on his or her prior year performance appraisal with a rating of “Meets” or 
“Exceeds” expectations.  A returning temporary employee who did not work the previous 
year must submit an application.  The District or Division Administrator may waive further 
steps in the recruitment process. 
 
All employees involved in a recruitment and selection process are: 
• to treat all applicant information with utmost confidentiality.   
• to represent MDT in a progressive and professional manner; 
• to streamline all recruitment efforts in order to administer the most effective and efficient 

processes; 
• to ensure the integrity of the process while meeting the highest standards of ethical 

conduct. 
 
Equal Employment Opportunity 
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MDT is firmly committed to providing Equal Employment Opportunities.  Discrimination in 
employment occurs when an employment decision or recruitment practice acts as a barrier 
or disadvantage to a member of a protected group and cannot be shown to be legitimately 
job-related.  Discrimination can take the form of disparate treatment, which is treating an 
applicant or employee differently because of the person’s race, color, national origin, sex, 
sexual orientation, religion, creed, age, marital status, mental or physical disability or political 
beliefs; or adverse impact which is setting job qualifications with business needs in mind 
which in practice are not effective in attaining the business’s purpose and have an adverse 
impact on members of a protected class. 
 
Definitions 
Hybrid Seniority Rule - in comparing two or more qualified employees, both seniority and 
ability must be considered, and where the difference in length of service in the union is 
relatively insignificant and there is a relatively significant difference in ability, then the ability 
factor should be given greater weight; but where there is a relatively substantial difference in 
seniority and relatively little difference in abilities, then length of service should be given 
greater weight. The Hybrid Seniority Rule shall only be utilized for MPEA selections. 
 
Job Class - job classes identify groups of positions based on similarity of duties performed, 
responsibilities assumed, and complexity of work.  See Mont. Code Ann. § 2-18-202.  
Classes include a class series or occupational title and a pay band. For example, Civil 
Engineer Specialist, band 7, describes a specific occupation, civil engineering, at a given 
level of work, band 7. 
 
Lateral Transfer – The transfer of an employee from one position to another in the same job 
class that does not result in a promotion without a competitive process or a demotion. 
 
Minimum Qualifications – Minimum qualifications (MQs) are the basic competencies needed 
to perform the job adequately on the first day of employment.  MQs include the education 
and experience leading to successful job performance. 
 
Permanent Employee - an employee assigned to a position designated as permanent and 
who has successfully completed his/her probationary period.  
 
Permanent Status - means the status an employee attains after satisfactorily completing an 
appropriate probationary period, Mont. Code Ann. § 2-18-101. 
 
Reasonable Accommodation - adjustments made in the selection process, work 
environment or in the way business is customarily done to enable a qualified individual with 
a disability to enjoy equal employment opportunities.  
 
Seasonal Employee - an employee assigned to a position designated as seasonal.  Mont. 
Code Ann. § 2-18-101(22) defines “seasonal employee” as a permanent employee who is 
designated by an agency as seasonal, who performs duties interrupted by the seasons, and 
who may be recalled without the loss of rights or benefits accrued during the preceding 
season.   
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Selection Committee - For senior management positions (Bureau Chief and above), the 
selection committee must consist of at least one member from outside the division/district in 
which the vacancy belongs.   
 
Short-term Worker - a worker hired by an agency for an hourly wage established by the 
hiring manager for a short duration, which does not exceed 90 working days in a continuous 
12-month period.  A short-term worker may be hired without a competitive selection process; 
however s/he is not eligible for permanent status without a competitive selection process.  A 
short-term worker is not eligible to earn the leave, holiday benefits, or group insurance 
benefits.   See Mont. Code Ann. § 2-18-101(23). 
 
Student Intern - a person who has been accepted in or is currently enrolled in an accredited 
school, college, or university and is hired directly by an agency in a student intern position.  
A student intern is not eligible for permanent status nor eligible to become a permanent 
employee without a competitive selection process.  A student intern is not eligible to earn the 
leave, holiday benefits or the group insurance benefits.  See Mont. Code Ann. § 2-18-
101(24).   
 
Although student interns are not considered state employees, MDT will advertise, 
competitively interview and select for all intern positions.   
 
Substantially Equal Qualifications - the qualifications of two or more persons among whom 
the public employer cannot make a reasonable determination that the qualifications held by 
one person are significantly better suited for the position than the qualifications held by the 
other person(s).  Substantially equally qualified doesn’t mean that two or more applicants 
are exactly equal.  It means a range in which the applicants stack up to be substantially 
equal in qualifications for the job.  That range may differ for each job.  Qualifications include 
job-related competencies.  See Mont. Code Ann. § 39-30-103(7). 
 
Temporary Employee - an employee hired for a limited duration, not to exceed 12 months.  
Temporary employees are not eligible to achieve permanent status without going through a 
selection process for a permanent position.  See Mont. Code Ann. § 2-18-101(26).     
 
Training Assignment - a period of employment created at the agency’s discretion to enable 
an otherwise acceptable candidate to qualify for a position by obtaining additional 
experience, education and/or training and acquiring the necessary knowledge, skills and 
abilities. If a training assignment is utilized, it must be done in accordance with the State’s 
Broadband Pay Plan Policy, #03-0501. Training assignments may not last more than one 
year, unless otherwise specified in an agency’s collective bargaining agreement.     
 
If the employee does not satisfactorily complete the training assignment, the agency may:  

• return the employee to the position held before the training assignment;  
• assign the employee to another position for which the employee is qualified;  
• extend the training assignment up to one additional year; or  
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• discharge the employee, in compliance with the Discipline Handling Policy, ARM 2.21.6505 

et       seq., or Probation Policy, MOM III (3-0170).  
 
 

Alternative actions 
Any recruiting and selection actions outside of this policy must have administrative approval.  
The hiring supervisor must submit a written justification for the action, it shall comply with 
federal and state policies and laws and receive approval from each of the following 
individuals: District or Division Administrator, the Human Resources Administrator and the 
Director. 
 
When applicable, MDT’s Recruitment and Selection Policy will comply with negotiated 
collective bargaining agreements.   
 
Questions regarding this policy should be directed to the MDT Human Resources 
Administrator.
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Montana Department of Transportation  
  

Date: December 7, 2012 
 

Recruitment and Selection Procedure Manual 
 

INTRODUCTION 
The recruitment and selection of employees is a vital step in the development and maintenance 
of the Montana Department of Transportation’s (MDT) most valuable resource, its people.  It 
requires adherence to laws and policies to assure fairness in obtaining and retaining the most 
qualified candidates to best serve Montana citizens and our nonresident visitors.  Implementing 
the recruitment and selection process correctly the first time is critical, as it avoids the high 
cost of a poor selection decision.   
 
An effective recruitment process should attract diverse and qualified candidates for the 
position in a reasonable amount of time and at a reasonable cost.   As such, recruitment and 
selection requires consideration of three important goals that shape the Department’s culture 
and help it achieve the highest quality public service.  These three goals are: 
 
1)   to achieve workforce diversity, through open recruitment;  

2) to contribute to a rewarding work environment, by enabling employees to successfully 
compete for promotions through career development and performance management; 
and 

3) to build a pool of qualified candidates to meet the agency’s growth needs and to 
facilitate critical succession planning.    

 
In accordance with the Americans with Disabilities Act, MDT is required to make a reasonable 
accommodation to a known physical or mental impairment of an otherwise qualified individual 
unless to do so would impose an undue hardship on the operation of MDT’s business.  Steps 
in the recruitment and selection process may include submitting an application, interviewing, 
testing, checking references, and any activity designed to test the knowledge, skills and 
abilities of the applicants.  Reasonable accommodation requests will be evaluated on a case-
by-case basis.   
 
When applicable, MDT’s Recruitment and Selection Policy will comply with negotiated 
collective bargaining agreements. 
 
LATERAL TRANSFERS – MANAGEMENT VACANCIES 
Before initiating open recruitment, and with prior approval of the Division/District 
Administrator, a Hiring Manager may solicit interest among employees in the same job class 
for a lateral transfer assignment.  All employees who are eligible to transfer will be notified of 
each opportunity.  All eligible employees who express an interest in lateral transfers will be 
provided the opportunity to interview. 



 
 
Requests to transfer from one position to another within the same job class may be 
approved when: 

1) the employee’s performance in the job class, as documented either in performance 
appraisals or by a supervisory reference, has been satisfactory or better, and 

2) the Hiring Manager and the Division/District Administrator agree that it is in the 
agency’s best interest to transfer the employee. 

 
STEPS IN THE RECRUITMENT AND SELECTION PROCESS  
Following is detailed information on each step in the recruitment and selection process. 
Additional information and guidance can be obtained from the Human Resources Division.  
 
1) Review the position 
a) Re-evaluate the need for the position, as the agency’s needs are always changing.  

Consider opportunities to reassign or redirect vacant positions; also determine the 
permanent, temporary, short term worker status before proceeding.    

 
b) Ensure there is a current (not older than two years) and accurate job profile for the 

position.  If necessary, review the position’s major duties/responsibilities and 
activities/tasks; assess the relative importance to the job; and determine the knowledge, 
skills, abilities, and behaviors required to perform the duties.  Determine the minimum 
qualifications, including education and experience that are needed to be successful the 
first day on the job.   

 
The Hiring Manager shall review the job profile and ensure that it does not pose 
unnecessary barriers to female and minority applicants or to persons with disabilities.  
  
The Human Resources Workforce Planning Bureau can provide instructions and other 
assistance for use in preparing job profiles. 
  
2) Identify the Hiring Manager and Selection Committee 
a)  The Hiring Manager works with Human Resources and is the person responsible for 
initiating and reviewing the recruitment and selection process and the person authorized to 
offer a position to an applicant after final approval from the Division/District Administrator 
and Human Resources.  The Hiring Manager may appoint another employee to lead the 
selection process, lead the selection committee, and ensure the best possible hire is made.   
 
b) Hiring Managers will enlist the assistance of one or more employees to serve on the 
selection committee.  A committee of at least three (3) members is recommended.  Selection 
committees may be larger; however coordination of the selection process and intimidation of 
candidates during the interview phase may become a problem if the committee becomes too 
large. 
 
c) When determining the selection committee, consider the availability of all members in 
accordance with the timeline of the selection process. 
 
The role of the selection committee is to assist the Hiring Manager with all aspects of the 
recruitment and selection process, including development of selection criteria.  Committee 
members will need to be available to participate in all aspects of the recruitment selection 
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process.  Committee members should possess knowledge and understanding of the position 
to be filled, represent diverse perspectives, and have the ability to interview effectively.  It is 
important to involve Human Resources and a supervisor, or other staff with considerable 
experience and training in the recruitment and selection process, and to provide appropriate 
training for committee members as needed. 
 
For supervisory positions (Bureau Chief and above), the selection committee must consist of 
at least one member from outside the division/district in which the vacancy belongs.   

 
3)  Develop and Implement a Selection Plan and Timeline 
 
To reduce bias, disparate impact and unintentional discrimination, develop the procedures before 
posting the position. 
 
Appropriate recruitment and selection procedures must be job-related,  have written criteria 
for evaluating applicants and an identified scoring process.  Managers should review and 
apply affirmative action goals, and equal employment opportunity and employment 
preferences. 
 
Review the position’s competencies and minimum qualifications to see which selection 
procedures will best evaluate an applicant’s ability to perform the job.     
 
EQUAL EMPLOYMENT OPPORTUNITY 
MDT is firmly committed to providing Equal Employment Opportunities.  Discrimination in 
employment occurs when an employment decision or recruitment practice acts as a barrier 
or disadvantage to a member of a protected group and cannot be shown to be legitimately 
job-related.  Discrimination can take the form of disparate treatment, which is treating an 
applicant or employee differently because of the person’s race, color, national origin, sex, 
sexual orientation, religion, creed, age, marital status, mental or physical disability or political 
beliefs; or adverse impact which is setting job qualifications with business needs in mind 
which in practice are not effective in attaining the business’s purpose and have an adverse 
impact on members of a protected class. 
 
The following preferences only apply if the applicant meets minimum qualifications and 
receives passing scores on each step of the selection process. 
 
 1)  Americans With Disabilities ACT (ADA) 
 
The Americans with Disabilities Act (ADA) (42 U.S.C. 12101, et seq.), defines disability as a 
physical or mental impairment that substantially limits one or more major life activities, such 
as hearing, seeing, speaking, walking or working.  The term also applies to someone with a 
record of impairment, such as a history of cancer or alcoholism.  It also includes someone 
who is perceived or regarded as having a disability. 
 
An employer may not discriminate against a qualified person with a disability, and the 
employer is required to make reasonable accommodation to known physical or mental 
limitations of an otherwise qualified individual unless to do so would impose an undue 
hardship on the business of the employer. 
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A qualified person with a disability means an individual with an impairment who satisfies the 
requisite skill, experience, education and other job-related requirements of the position and 
who, with or without reasonable accommodation, can perform the essential functions of the 
position. 
 
 2)  Employment Preferences  
 
There are five types of employment preference.  Selection committees should work 
closely with MDT’s Human Resources personnel when applying these preferences:   
 
a)  Workers’ Compensation Return-To-Work Preference – injured workers 

returning to work within two years of the date of injury must be given preference 
over other applicants for a comparable position that becomes vacant and is 
consistent with the worker’s physical condition and vocational abilities.  This 
preference applies only to employment with the employer for whom the employee 
was working at the time the injury occurred. This preference applies to all 
recruitments.  See Mont. Code Ann. § 39-71-317. 

  
b)  Veterans’ Employment Preference – when the employer uses scored selection 

procedures, eligible veterans shall receive five additional percentage points and 
disabled veterans or eligible relatives shall receive ten additional percentage 
points.  When using a scored procedure the percentage points must be added to 
the raw score of each scored process to advance or eliminate applicants.  When 
calculating the “total” score the percentage points are eliminated from each 
individual score and added to the “total” score.  Whenever the employer uses a 
selection procedure other than a scored procedure, the employer shall give 
preference to a disabled veteran, eligible relative, or veteran, in that order, over 
any non-veteran preference applicant holding substantially equal qualifications. 
See Mont. Code Ann. § 39-29-102.  This preference applies to internal and 
external applicants, but only during external recruitment.   

 
c) Persons with Disabilities Employment Preference – in any external recruitment, 

an applicant who is eligible for preference under Mont. Code Ann. § 39-30-201 
must be hired over any other applicant with substantially equal qualifications who 
is not a preference-eligible applicant.  A person must be certified by the 
Department of Public Health and Human Services to be eligible for employment 
preference.   

 
d) Indian Employment Preference – MDT shall give a preference in hiring to an 

Indian resident, of any reservation within which MDT operates, who has 
substantially equal qualifications for the position.  See Mont. Code Ann. § 2-18-
111. 

 
e) Reduction-in-Work-Force (RIF) Preference – MDT follows the Department of 

Administration policy #3-0155 to administer RIF preference.  Collective bargaining 
agreements are also followed regarding RIF preference see Mont. Code Ann. § 2-
18-1201, et seq. 

 
RECRUITMENT & SELECTION FORMS/TOOLS 

166 
 



 
The following list identifies the Human Resource’s Recruitment and Selection forms in this 
policy. They can also be accessed under “Resources > Forms/Templates” on the MDT 
Employees Intranet.   

Recruitment & Selection forms 
Core Behavior Definitions 
Recruitment Justification (if required by District/Division Administrator) 
Reference Checking | Printable Version 
State Job Listings  | Printable Version 
Statement of Selective Service Registration Status 
Vacancy Summary 
Notice of Maintenance Tech Vacancy 
Notice of Vacancy Response 
State Online Employment Application Website http://hire.mt.gov/  
Approval To Hire Form 

 
PROCEDURES 
The Hiring Manager or his/her designee, in coordination with the assigned HR Specialist, should 
perform the following steps: 
 
Posting Positions for Permanent or Temporary Employees 
• Supervisor and HR Specialist determine the need to fill a vacancy, selection strategy, and 

timeline for the recruitment process, including what level to recruit for if the position is part of 
a career ladder.  All aspects of the selection shall be determined at this point including all 
phases of the selection process such as minimum qualification screening (Education and 
Experience), phone screen, performance test, proficiency/skills test, writing samples 
(supplemental questions), background test, application rating, interviews, and final 
interviews.  If the position is part of a bargaining unit, weighting of seniority, qualifications, 
and capabilities must be determined as well.    

• Consider if driving record check, background check and pre-employment drug testing are 
applicable. 

• Union positions must first be advertised internally.  Exceptions must have written approval 
from unions.  In these situations, all internal applicants must be considered prior to 
considering external applicants. 

  
Vacancy Announcements: 
The vacancy announcement is our main recruiting tool.  Announcements must be clear, concise 
and well organized.  This is our first point of contact with our potential applicants; the vacancy 
announcement should attract quality applicants and be a true depiction of the job.  The following 
information, if applicable, should be included in the vacancy announcement.  Vacancy 
announcements are posted internally on MDT’s Intranet and the MINE site.  External 
announcements are also posted on mt.gov.  MDT uses the State Online Employment 
Application, also known as SJA, to post and manage vacancies. 
 

1. All documentation required establishing preference or as required as part of the 
application must be submitted by the closing date to be considered during the selection 
process. 

2. If the position is in the career ladder, include information in the “Additional Salary 
Information” field within SJA. 

3. Include the following in the “Special Information” field if applicable:  VEBA, Blue Collar 
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http://mdtinfo.mdt.mt.gov/mdt/scripts/download_hr_net.pl?path=2007_forms/recruitment_selection&file=core_behaviors_definitions.dotx
http://mdtinfo.mdt.mt.gov/mdt/scripts/download_hr_net.pl?path=2007_forms/recruitment_selection&file=position-recruitment-justification.dotx
http://mdtinfo.mdt.mt.gov/mdt/scripts/download_hr_net.pl?path=2007_forms/recruitment_selection&file=reference_checking_form.dotx
http://mdtinfo.mdt.mt.gov/mdt/scripts/download_hr_net.pl?path=2007_forms/recruitment_selection&file=reference_checking_form_printable.dotx
http://www.mt.gov/statejobs/default.mcpx
http://mdtinfo.mdt.mt.gov/common/scripts/exit.pl?link=http://wsd.dli.mt.gov/service/app.asp
http://mdtinfo.mdt.mt.gov/other/admindiv/internal/forms/payroll_forms/selective_service_form.pdf
https://mdtinfo.mdt.mt.gov/secure/vacancy/addsummary.shtml
http://mdtinfo.mdt.mt.gov/mdt/scripts/download_hr_net.pl?path=2007_forms/recruitment_selection&file=notice_of_vacancy.dotx
http://mdtinfo.mdt.mt.gov/mdt/scripts/download_hr_net.pl?path=2007_forms/recruitment_selection&file=notice_of_vacancy_response.dotx
http://hire.mt.gov/
http://mdtinfo.mdt.mt.gov/other/hr/internal/forms/approval_to_hire.docx


 
positions(such as “only union employees need apply), union contract requirements, any 
conditional employment information such as valid driver’s license, background checks, or 
pre-employment drug testing, travel requirements, or any other pertinent position 
information. 

4. Within SJA’s Job Listing Details, it states “Applications must be received by Midnight on 
the closing date.”  On a case-by-case basis, the HR Specialist can determine if an 
exception needs to be made. 

5. The “Duties” field should be a clear depiction of the job with the intention of attracting the 
best possible candidate. 

6. The “Competencies” field should either state MDT’s core competencies or the particular 
knowledge and skills for the position. 

7. Minimum qualifications as required on the first day of the job.  The minimum 
qualifications must be consistent with the current Job Profile. 

8. Licensure or certificate requirements or preferences. 
9. Supplemental questions may be used for information gathering purposes.  If it is a 

requirement for the application, and information is not submitted by the applicant, this 
would be considered an incomplete application.  Supplemental questions should not be 
used again as interview questions. 

10. If additional materials are required, they must be included by the closing date to be 
considered completed applications.  Unofficial transcripts are acceptable if received with 
the application.    

 
Approval from the District or Division Administrator. 

11. When approval to fill a vacant position is granted, HR Specialist provides the supervisor 
with the job description on file to review and make any updates.  Job descriptions more 
than two (2) years old need a classification (class) review.  The HR Specialist will work 
with the WFP BC to determine if a formal or informal classification review is necessary.  
The WFP BC will assign the class review to a trained classifier.  It is important to note 
that the education and experience criteria stated in the job description must match the 
education and experience criteria in the vacancy announcement.  The only allowed 
exception will be college students who will graduate in the upcoming May or December 
term are eligible to apply.  The hiring manager will bear the responsibility of obtaining 
final transcripts for the personnel file.  Failure to submit final transcripts jeopardizes the 
student’s employment status (see Intentional Misrepresentation). 

12. The HR Specialist will create the job listing within SJA and complete the Authorization to 
Hire and the Screening Criteria portion, which will display a clear outline on each phase 
to be used in the posting.   

13. The HR Specialist will forward the Authorization to Hire to the Compensation Specialist 
for pay approval prior to posting. 

14. The HR Specialist will forward the Authorization to Hire to the Division or District 
Administrator or Designee, for final approval prior to posting. 
 

After the approval chain in steps 13 and 14 are completed, the vacancy can be posted.   
 
Posting positions for Student Interns 
Student Intern means a person who has been accepted in or is currently enrolled in an 
accredited school, college, or university and is hired directly by an agency in a student intern 
position.  In accordance with MCA 2-18-101 (24) student interns are not eligible for 
permanent status, and are not eligible to become a permanent employee without a 
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competitive selection process.  Student Intern positions will be advertised similar to 
permanent and temporary postings.  The process will be administered by the Workforce 
Planning Bureau.    

Posting positions for Short-Term Workers 
A short-term worker position should be classified to ensure accurate pay however, it does not 
have to be advertised. A short-term worker may not work for the agency for more than 90 
working days in a continuous 12-month period see Mont. Code Ann. § 2-18-101(23). The Hiring 
Manager works with the assigned Human Resources Specialist in order to hire a Short Term 
worker. 

 
Hiring managers should consider conducting reference checks when hiring Short Term 
Workers.   

 
Temporary Assignments 
Agency managers may reassign current employees to temporary assignments not exceeding 
two years without a competitive process. Agency managers shall use a competitive process 
when filling the position on a permanent basis. 

 
Receipt of Applications in Human Resources 
• Applications must be submitted to the Human Resources Division in Helena, the relevant 

District, or local Job Service Workforce Center. 
• Incomplete applications or applications missing required information may not be processed.   

The same effort shall be made to request and obtain missing information from all applicants.  
Electronic submissions are preferred. 

• Human Resources will date stamp any paper applications on the day they arrive and scan     
them into the appropriate listing within SJA. 

• Human Resources will notify applicants that his or her application was received. 
• Human Resources will remove the Survey page from any paper application as well as any       

preference forms and/or evidence of preference. 
 

Intentional Misrepresentation 
When an applicant has made material misrepresentation(s) or omission(s) during the 
application process, the applicant may be excluded from further employment consideration for 
the position. 

 
Willful misstatements of qualifications may result in discharge from employment at the time such 
misrepresentation(s) or omission(s) comes to the Department’s attention.   
 
Credit for supervisory/management training   
MDT allows for one year of supervisory credit for successful completion of the MDT 
Management Development Program or the MDT Maintenance Mentoring Program.  MDT allows 
for three months of supervisory credit for successful completion of the Basics of Management 
class provided by the Professional Development Center, Department of Administration.   

 
Ranking of Qualified Applicants 
• Agency managers and individuals involved in the selection shall use job-related processes 

to evaluate the applicant's qualifications against the job requirements and ability to integrate 
successfully into the agency's culture.  
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• Agency managers and individuals involved in the selection process shall recognize the 

unique backgrounds and experiences of each applicant. Selection procedures must be 
flexible enough to elicit information about the applicant's qualifications and potential 
contributions to the work unit. Agency managers shall compare applicants to the job 
qualifications and others in the applicant pool to select the best applicant for the job and 
work unit.  
• Agency managers may select from any of the most qualified group of applicants.  

 
Notify the Unsuccessful Applicants 
All applicants should be notified in writing or by phone if he or she was not selected for a posted 
position. Unsuccessful applicants should not be characterized as rejected but be given the message 
that another applicant met more closely the desired qualifications.  It is recommended that all 
interviewees be contacted via telephone, preferably by the Hiring Manager or designee.  The Human 
Resources Recruitment Specialist or designee will notify all other unsuccessful candidates. 

 
Notify the Successful Applicant 
The Hiring Manager, his/her designee, or the Human Resources Recruitment Specialist will notify the 
successful applicant verbally and follow up with written confirmation, or a hire letter.  Copies of the 
hire letter shall be filed in the personnel file, the recruitment file and copied to payroll.  Documentation 
shall include the following information: 

• Date of hire 
• Initial work schedule 
• Job title and band 
• Base salary offered 
• Probationary period (if applicable) 
• Training assignment duration (if appropriate)  
• Type of employment, such as; union status, permanent, part-time, temporary, seasonal or 

short-term worker. 
• When applicable, information related to payment of moving expenses, or any other 

conditions of employment which are attached to the hiring.  The letter must also contain 
a signature block for the applicant to acknowledge that he or she has read and agree 
with the conditions of employment. 

• If applicable, the Training Assignment detailed outline shall be attached to the hire 
letter. 

 
Moving Expense Criteria 
Moving expenses may be considered for positions following the criteria of the Department’s 
Moving and Relocation Expenses Policy #3-0151.  Moving and relocation language must be on 
the vacancy announcement for positions that may be considered for moving expenses. 

 
Selective Service Verification 
The Montana Compliance Act states that executive branch agencies “may not employ” 
individuals who have not complied with Selective Service Law.  See Mont. Code Ann. § 2-15-
130.  This language implies that state agencies must verify an individual’s Selective Service 
Status no later than three days from the date of hire.  This requirement applies to all selections 
to include fulltime or part-time permanent, temporary, seasonal and short-term workers.  
Contracted workers are not subject to the provisions of this act.  Verification of this status must 
be made for men born in 1960 or later.  All male Department employees employed before July 
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1, 2001, will not be subject to this verification process. 

 
 
Access to Selection Material 
The Hiring Manager or assigned Human Resources Specialist should be prepared to 
discuss with unsuccessful applicants, upon request, the selection procedures and criteria 
utilized.  Subject to protection of MDT’s proprietary interest in testing materials, unsuccessful 
applicants may have access to his or her own scores and selection criteria specifics. 
Unsuccessful candidates may not access information regarding scores or performance on 
selection tools and procedures that would potentially violate the privacy rights of other 
applicants. 
 
Forms/Documentation 
The relevant forms and/or information must be submitted to or processed by the appropriate 
Human Resources Recruitment Specialist for approval. 
• The on-line application or paper application, the rating of applicants done electronically. 
• Send the following: 
o “Offer of Employment” letter to the successful candidate.   
o “Notice of a Selection” letter to all unsuccessful applicants.  An email is appropriate whenever              

possible.  If no email address is available, a letter will be mailed. 
• All selection materials used during the process, including but not limited to applications, tests,                   

interview notes, correspondences, etc. 
  
DEFINITIONS 
 
Behavioral Interview  
• This form of interviewing is a reliable method of predicting future behavior and job 

performance and removes any bias that may exist in the selection process.  This 
interview style focuses on a candidate’s past experiences, behaviors, knowledge, skills 
and abilities by asking the candidate to provide specific examples of when he or she has 
demonstrated certain behaviors or skills.  It is a structured, legally defensible, interview 
tool to gain information about job skills. 

• This tool is used after determining the applicants who met minimum qualifications. For 
Management positions the number of applicants to be interviewed can be determined by 
the selection committee establishing a list of the top applicants. 

 
Job profile – describes a position’s duties.  It includes location and title of position, detailed 
authorities and responsibilities, essential functions of the position, education and experience 
requirements, competencies, supervision exercised, types of equipment used, and 
appropriate signatures.  A job profile must be completed and classified for every MDT 
position.  Some exceptions apply to Short-term worker and student intern positions. 
 
Final Interview 
• In the event that the entire selection process has taken place and has resulted in two or 

more substantially equally qualified applicants; a final interview may be conducted.  This 
should involve additional behavioral questions to eliminate possible claims of 
discrimination in the selection process. For MPEA positions the final interview must be 
scored.  In some instances, the Director, Division Administrator, Bureau Chief or another 
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supervisory employee may participate on this Final Interview panel.  

• This tool can be used either before or after reference checking has been conducted. 
 
 
Performance Exam 
•   Performance exams involve having an applicant perform small samples of an actual duty.  

This tool is best utilized for specific occupations where it is necessary to determine the 
competency of a specific skill (i.e.: physical capabilities, task mastery, etc.). 

•   Because they closely resemble what an employee does on the job, performance exams are 
usually more job-related than other testing measures.  Develop rating criteria in advance of 
using the test.  Be careful when setting the passing score or performance on a performance 
exam.  A failing score should correlate with unacceptable performance on the job. 

•   This tool can be used either before, after, or concurrent with the interview. 
•   All applicants who have advanced to this step must be given the same test. 
 
Reference & Employment Checks reference checks are considered tests which verify or 
provide additional job-related information.  These typically include supervisors of past 
employment, current or past MDT supervisors, or persons listed by the applicant. 
It is the direction of MDT that reference checking is a standard, mandatory part of every selection 
process and the standard reference check form shall be used 
http://mdtinfo.mdt.mt.gov/mdt/scripts/download_hr_net.pl?path=2007_forms/recruitment_selection
&file=reference_checking_form.dotx .   
 
References are a tool for verifying information with former employers and educational 
institutions. They also help obtain information about the quality of job performance and 
should relate to competencies that are essential to the position.  Failing to do these checks 
may result in hiring someone lacking the education or experience to do the job, or potentially 
bring in performance or behavioral problems.  Although reference checks are sometimes 
difficult to obtain, they are worth pursuing.  Some former employers are reluctant to provide 
reference information; some even have policies against doing so.  Structure the questions, make 
them job-related, and present them consistently.  
• Reference checks may be utilized at any step in the selection process. 
• The significance of reference checks in each selection process should be carefully 

considered and documented.  
• By the applicant’s written or electronic signature on the submitted application, he or she has 

authorized MDT to conduct professional references from previous employers.  For internal 
applicants, current or previous supervisors may be contacted. 

• For internal MPEA positions, reference checks are part of the scored procedure. 
 
Scoring Process MPEA Positions 
•   MPEA selection processes must be scored processes. 
•   Minimum passing scores must be used for tests and established during the screening 

criteria development phase.  70% is strongly recommended.  Employees who do not 
pass the first step of the selection process will not move on to the next step of the 
selection process. 

•   Seniority must be considered using the Hybrid Seniority Rule when determining the top 
applicant for union positions. 

•   Applicants who test for a position and fail any part of the selection process will not be 
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retested if the position is not filled and is re-advertised using the same testing materials, 
within six (6) months after failing the test.  MDT has no obligation to produce new testing 
materials for subsequent selection processes for the same position. 

  
Scoring Process Management Positions 
• A management selection process may utilize job-related questions to evaluate each 

candidate’s ability to meet the minimum qualifications of the position.  Responses may be 
scored or rated and categorized in a non-scored fashion, such as outstanding (+), above 
average (+=), satisfactory (=), poor (=-), and unacceptable (-), OR “outstanding or ideal 
answer (+), an average or satisfactory answer (=) and an unsatisfactory or failing answer 
(-).   Note that there may be preference and affirmative action considerations to be made 
when utilizing this process, depending on whether the position was posted externally and 
if it is underrepresented. 

•   Applicants who test for a position and fail any part of the selection process will not be 
retested if the position is not filled and is re-advertised using the same testing materials, 
within 6 months.  MDT has no obligation to produce new testing materials for subsequent 
selection processes for the same position.  

 
Supplemental Questions describe a specific area of the job in detail and ask 
applicants to describe his or her knowledge, skills and abilities (KSA’s), training 
and/or experience as it relates to the specific position. 

•   This screening tool can be used to gather detailed information about the candidate’s 
previous work experience or philosophy about position related work.  Supplemental 
questions should not be interview questions and are not mandatory. 

•   The analysis of responses to supplemental questions should be developed in the 
screening criteria development phase. 

•   Supplemental questions can deter competition when recruiting. If the information 
solicited in a supplemental question can be gathered in the application or in the 
interview, consider the additional time and effort you are placing on the applicants by 
having them complete supplemental questions. 

 
Written Exam  

• This tool is best utilized for specific occupations where it is necessary to determine 
the competency of a specific skill (i.e.: language use/writing ability, general ledger, 
legal terminology, real estate/title knowledge, engineering knowledge, mechanical 
knowledge, etc.). 

• Written tests can be good selection tools, but they aren’t always practical or cost-effective.  
Because written exams can require a great deal of resources to develop, it is 
recommended they be used judiciously.  It is also critical to ensure that tests are valid; that 
is, that they measure job-related knowledge.  

• This tool can be used either before, after, or concurrent with the interview. 
• If reference materials may be used during testing, all applicants will be so advised. 
• All written tests must be proctored. 

  
Absence for Interviews: 
• An employee, who plans to be absent from work to attend a scheduled interview for a 

permanent position in the agency, must have prior approval from his/her supervisor if 
the time is to be paid.  
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• With supervisor’s prior approval, MDT employees interviewing or testing for vacant 

positions within the agency may be allowed paid time for time spent in interviews, testing, 
and traveling to and from the interview or test location.  Prior approval will include mode 
of travel and length of time to be allowed for travel and interviewing or testing.  

• State transportation, if available, may be provided.  
• Changes in an employee’s shift or work schedule may be required to minimize overtime 

liability resulting from absence for interviews or testing. 
• Paid time and travel will only be considered for employees who are scheduled to work 

during the time the testing or interview is to be conducted, or when the travel to the 
testing site would occur. 

 
Training Assignment: 

 A training assignment may be considered under the following conditions: 
• All fully qualified applicants were considered and failed all or part of the selection process. 
• The option of considering a training assignment was posted in the vacancy announcement. 
• Successful completion of the training assignment can be achieved in one year.  A training 

assignment may be extended for up to one additional year if the employee has not 
satisfactorily completed the training assignment in one year. 

• Please follow the guidelines under “Training Assignment” in the DOA Broadband Pay Plan 
Policy: http://hr.mt.gov/content/hrpp/docs/Policies/MOM/BroadbandPayPlanPolicy2010  

 
Selection Approval 
• The Human Resource Specialist finalize the on-line Authorization to hire, Approval to Hire form 

and completes the Human Resources Action form (HRAF) and forwards to the Compensation 
Specialist. 

• The Compensation Specialist forwards the HRAF to payroll for system entry
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Appendix D.4 – MDT Reasonable Accommodations Policy 

 
Montana Department of Transportation 

 
 

Policy #3-0604      December 7, 2012 

 
Reasonable Accommodations and Equal Access Policy 

_________________________________________________________ 
 

POLICY AND OBJECTIVES 
This policy establishes the minimum requirements for providing reasonable accommodations, 
for persons with disabilities as for persons without disabilities consistent with:   

(a) The Americans with Disabilities Act of 1990 (ADA); and 
(b) ADA Amendments Act of 2008. 
   

DEFINITIONS 
The Montana Department of Transportation adopts and incorporates the definitions in Title I and 
Title II of the ADA, as amended by the ADA Amendments Act of 2008 effective January 1, 2009.   
 
ADA Coordinator is the Department’s specialist in managing reasonable accommodation 
requests. 
Designated Agency personnel means agency representatives identified as those responsible for 
processing reasonable accommodation requests. Designated Agency personnel includes 
appropriate Human Resource Specialists, and managers. The hiring process will also include 
individuals on the selection committee. 
Extenuating circumstances means circumstances beyond management's control and may 
include time spent waiting for medical documentation, special equipment, modifications to a 
work area, or other factors.    
 
RESPONSIBILITIES 
The Montana Department of Transportation ADA Coordinator shall:  

• provide reasonable accommodations to known physical or mental limitations of 
otherwise qualified employees or applicants with disabilities unless doing so would 
create an undue hardship;  

• periodically review and update, as needed, reasonable accommodation and equal 
access rules, processes, and procedures;  

• make reasonable modifications to policies, practices, or procedures unless doing 
so would create an undue financial or administrative burden or fundamentally alter 
the nature of a service, program, or activity;  

• design and develop training for employees that include reasonable 
accommodations;  



 

• post public notice statements in areas frequented by employees and the public 
and on the agency's website to increase awareness of individual rights and the 
state's responsibilities under the ADA;  

• provide a copy of these rules to all employees.   
REASONABLE ACCOMMODATIONS 
ADA Coordinator shall provide reasonable accommodations to qualified individuals with 
disabilities in all aspects of employment unless doing so would cause undue hardship.  
 
Designated Agency personnel shall encourage employees and applicants with disabilities to 
request reasonable accommodations at any time they identify a barrier to employment. A barrier 
may include a policy, procedure, or workplace arrangement preventing applicants from 
effectively competing for a position and employees from performing essential functions of their 
position or receiving benefits of employment.  
 
The obligation to provide reasonable accommodations applies to all aspects of employment. 
This responsibility is ongoing and a reasonable accommodation may become necessary any 
time a person's disability or job changes.    
 
REQUESTING REASONABLE ACCOMMODATIONS 
Employees or applicants with a disability may request reasonable accommodations through the 
ADA Coordinator or any one of the Designated Agency personnel. 
 
Reasonable accommodation requests may be oral or in writing and do not have to include the 
words "reasonable accommodation" or "disability."  Employees may simply indicate they are 
having difficulty performing their job or applying for a position because of a disability.  
Family members, friends, health care professionals, or other representatives may request 
reasonable accommodations on employees' or applicants' behalf.  
 
There are no time limits for requesting an accommodation; however, employees should not wait 
for an impairment to affect their job performance before requesting an accommodation.  
Employees are encouraged to communicate with agency personnel about performance issues 
as soon as they realize the need for an accommodation. 
 
RESPONDING TO REASONABLE ACCOMMODATION REQUESTS 
Designated Agency personnel who receive reasonable accommodation requests shall promptly 
notify the ADA Coordinator of the request.  
 
If the request comes from someone other than Designated Agency personnel, the ADA 
Coordinator shall inform the appropriate manager and provide assistance throughout the 
reasonable accommodation process. With assistance from the ADA coordinator, the designated 
agency personnel shall:  

• participate in an informal dialogue (known as the interactive process) with the 
employee or applicant;  

• periodically follow up with the employee or applicant on all reasonable  
accommodation requests;  

• approve or deny the request within 30 working days following the initial request, 
unless extenuating circumstances exist.  
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With assistance from the ADA Coordinator, Designated Agency personnel shall always consider 
an employee's or applicants requested accommodation; however, they may elect another 
reasonable accommodation if it would effectively allow the employee to perform the essential 
functions of the job or allow an applicant to compete for a position.  
Employees may refuse the elected accommodation; however, if the employee cannot perform 
the essential functions of the job, with or without the accommodation, the refusal may limit the 
employee's qualifications for the position.    
 
PARTICIPATING IN THE INTERACTIVE PROCESS 
ADA Coordinator and Designated Agency personnel shall participate in the interactive process 
until they identify an effective accommodation or determine a reasonable accommodation is not 
possible.  Failure to participate in the interactive process could result in a delay or failure to 
provide a reasonable accommodation.  
When an employee or applicant requests a reasonable accommodation, the dialogue between 
the ADA Coordinator, the Designated Agency personnel and the employee may include the 
following:  

• a discussion of the employee's specific limitations;  
• how the limitation affects the employee's performance;  
• specific job tasks or selection procedures that are or may be problematic for the 

employee;  
• possible accommodations; and 
• if implemented, whether the accommodation was effective;  
• Additional medical documentation may be required on a case by case basis. 

 
The extent of the dialogue between ADA Coordinator, the Designated Agency personnel and 
the employee or applicant may vary because of the nature of an individual's disability or his or 
her specific request. If the disability and the need for an accommodation are obvious, the 
discussion may be brief. In some cases, the ADA Coordinator may need to ask questions about 
the nature of the individual's disability and the individual's functional limitations in an effort to 
identify an effective accommodation.  
 
ADA Coordinator shall limit discussion with applicants to the individual's specific request, their 
inability to participate in a particular selection process, and possible accommodations.    
ADA Coordinator and the Designated Agency personnel may not ask probing questions likely to 
disclose genetic information in compliance with ARM Title 2, chapter 21, subchapter 40, Equal 
Employment Opportunity, Nondiscrimination, and Harassment Prevention Policy.    
 
DOCUMENTING REASONABLE ACCOMMODATION REQUESTS 
ADA Coordinator shall document all reasonable accommodations. 
Documentation must include the following:   

• accommodation requested and discussed;  
• impact of the impairment on the employee's ability to perform their job or an 

applicant's ability to participate in the selection process;  
• follow-up discussions with employees, applicants, or their representative;  
• decisions made and actions taken.    

 
REQUESTING MEDICAL DOCUMENTATION 
Medical examinations must be job-related and consistent with business necessity.  
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Only the ADA Coordinator may request documentation from an appropriate health care 
professional when the need for a reasonable accommodation is not known or obvious. If the 
ADA Coordinator requests medical documentation, the Coordinator; 
 

• shall request a signed authorization from the applicant or employee;  
 
• shall explain the need for documentation and limit the request to information about 

the individual's disability, functional limitations, and the need for a reasonable 
accommodation to perform the essential functions of the job; 

 
• shall include a statement to the applicant, employee, or health care provider to not 

provide genetic information as specified under ARM Title 2, chapter 21, 
subchapter 40, Equal Employment Opportunity, Nondiscrimination, and 
Harassment Prevention Policy; and;  

 
• may not request more information than required to support the need for a specific 

type of accommodation.  
 
If the individual does not provide the requested documentation, the ADA Coordinator is not 
required to provide an accommodation. The ADA Coordinator may make exceptions if 
extenuating circumstances prevent the individual from providing the documentation. 
  
ADA Coordinator shall document the time elapsed while waiting for documentation. This time 
does not count against the agency's 30-working day timeline to process the request.  
 
If an individual provides insufficient documentation, the ADA Coordinator shall explain why the 
documentation was insufficient and allow additional time to provide sufficient documentation.  
ADA Coordinator may require an individual to go to a health care professional of the agency's 
choice when the individual fails to provide sufficient documentation.  If the ADA Coordinator 
requires an individual to go to a health care provider, the agency shall pay costs associated with 
the visit.  
 
If an employee chooses not to see a health care professional of the agency's choice and fails to 
provide sufficient documentation, the Agency is not required to provide an accommodation. 
    
APPROVING REASONABLE ACCOMMODATION REQUESTS 
The ADA Coordinator along with the designated agency personnel, shall serve as the approval 
authority for all reasonable accommodation requests.  
If the request is determined reasonable, they shall:  

• grant the request and notify the employee or applicant in writing of their decision;  
• implement the accommodation as soon as practical; 
• follow up with the employee or applicant to ensure the accommodation is effective;  
• continue the interactive process if the accommodation is not effective, the need for 

the accommodation has changed, or the job has changed;  
• continue the interactive process until they find an alternative or determine it is not 

possible to provide a reasonable accommodation.  
   

REASSIGNING AN EMPLOYEE AS A REASONABLE ACCOMMODATION 

178 
 

http://www.mtrules.org/gateway/Subchapterhome.asp?scn=2%2E21.40
http://www.mtrules.org/gateway/Subchapterhome.asp?scn=2%2E21.40


 

When an employee with a disability can no longer perform the essential functions of his or her 
position with or without a reasonable accommodation, the ADA Coordinator and Designated 
Agency personnel shall consider reassigning the employee to an equivalent vacant position 
unless doing so would create an undue hardship. The employee must concur with the 
reassignment.   
 
"Vacant" means the position is available when the employee asks for an accommodation, or the 
employer knows a position is to become available within a reasonable amount of time.  ADA 
Coordinator shall determine a reasonable amount of time on a case-by-case basis.  When 
reassigning an employee to a vacant position as a reasonable accommodation, Designated 
Agency personnel shall:  

• do so without a competitive process;  
• consider any implications under a seniority system or a collective bargaining 

agreement.  Reassignment shall not violate a seniority system or collective 
bargaining agreement;   

• attempt to reassign a qualified employee to a vacant position equivalent in pay, 
status, and other relevant factors (e.g., benefits, geographical location);  

• continue work with the ADA Coordinator in the interactive process after 
reassigning an employee to ensure the employee is able to perform the essential 
functions of the job, with or without a reasonable accommodation.  
 

If an equivalent vacant position is not available, management may reassign the employee to a 
lower-pay position, provided the employee is qualified and agrees to the transfer.  
Designated agency personnel are not required to create a new position as a reasonable 
accommodation.    
 
DENYING REASONABLE ACCOMMODATION REQUESTS 
If Designated Agency personnel determine they cannot reasonably accommodate a request or 
an accommodation would create an undue hardship, they shall forward the recommendation to 
the ADA coordinator.   
 
If the ADA coordinator and higher-level manager concur with the recommendation, the ADA 
coordinator shall notify the employee or applicant in writing within 30 working days of the initial 
request.  
 
The written notification must include an explanation for the denial and the appeal process.   
  
DISCHARGING EMPLOYEES WITH DISABILITIES 
With assistance from the ADA Coordinator, the Designated Agency personnel may discharge an 
employee with a disability when the employee is no longer able to perform the essential 
functions of their job with or without a reasonable accommodation, and managers have ruled out 
all possible options.  
If denial of a reasonable accommodation results in the discharge of an employee, the appeal 
process outlined in ARM Title 2, chapter 21, subchapter 65, Discipline Policy or applicable 
collective bargaining agreement supersedes the reasonable accommodation appeal process 
outlined in ARM Title 24, Chapter 26, subchapter 3.  
APPEALING DENIAL OF REASONABLE ACCOMMODATION REQUESTS 
The Department Director shall serve as the appeal authority for all denials.  
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Employees and applicants wishing to appeal a denial shall submit a written request, along with 
supporting documents, to the Department head within 15 working days from the time he or she 
receives the denial letter.   
 
The Department Director shall work with the ADA Coordinator, appropriate Designated Agency 
personnel and the human resources Administrator to review pertinent information and the 
rationale for denial.    
 
Upon completion of the review, the Department Director shall:  

• deny the request, approve the request, or refer it back to management for further 
action; and  

• notify the employee or applicant of the decision in writing within 15 working days of 
receiving the appeal.   
 

If the Department Director denies the appeal, the written notification must include an explanation 
for the denial and information on the right to file a complaint with the Montana Human Rights 
Bureau, Department of Labor and Industry.  
 
Employees and applicants may contact the Montana Human Rights Bureau at (406) 444-2884 
or (800) 542-0807 or the Federal Equal Employment Opportunity Commission at (800) 669-
4000 to file a complaint.    
 
CONFIDENTIALITY REQUIREMENTS 
The ADA Coordinator and the Designated Agency personnel shall:  

• treat all information related to an employee's or applicant's disability as 
confidential; and  

• maintain disability-related information according to the requirements of ARM Title 
2, chapter 21, subchapter 66, Employee Records Management Policy.    
 

TRACKING AND REPORTING REASONABLE ACCOMMODATION REQUESTS 
The ADA Coordinator shall track reasonable accommodation requests using the Reasonable 
Accommodation Tracking Sheet at the State Human Resources Division web site: 
http://hr.mt.gov/hrpp/policies.mcpx and also available from the State Human Resources 
Division, Department of Administration, Room 125 Mitchell Building, 125 Roberts Street, P.O. 
Box 200127, Helena, MT 59620-0127, or telephone (406) 444-3871.    
 
The ADA Coordinator shall provide a quarterly summary of all reasonable accommodation 
requests to the State Human Resources Division no later than the fifteenth day of each quarter.  
The report must include the following information:  

• total number of requests;  
• whether requests were by employees or applicants;  
• types of accommodations requested and approved;  
• cost of accommodations;  
• effectiveness of the accommodations;  
• number of days to process the requests (including extenuating circumstances);  
• if denied, the reason for denial and whether the employee or applicant appealed.  
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Data are for tracking purposes only and must not include confidential information such as 
names or references to medical conditions or impairments.  
The State Human Resources Division shall collect and analyze data to:  

(a)  assess program effectiveness;  
(b)  develop or modify existing policies, procedures and guides;  
(c)  promote compliance with applicable laws, regulations, and policies.  
   

DISABILITY RETIREMENT 
Employees with disabilities may be eligible for disability retirement benefits under MCA 19-3-
1002. Employees may contact the MDT ADA Coordinator (contact information located at the 
end of this document) or the Montana Public Employee Retirement System at (877) 275-7372 
(toll free) or (406) 444-3154 for more information. 
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Montana Department of Transportation 
ADA/504 Notice of Nondiscrimination 

 
The Montana Department of Transportation [MDT] does not discriminate on the basis of 
disability in admission to its programs, services, or activities, in access to them, in treatment of 
individuals with disabilities, or in any aspect of their operations. The MDT also does not 
discriminate on the basis of disability in its hiring or employment practices. 
 
This notice is provided as required by Title II of the Americans with Disabilities Act of 1990 and 
the Section 504 of the Rehabilitation Act of 1973. Questions, complaints, or requests for 
additional information regarding the ADA and Section 504/ Coordinator may be forwarded to: 
 
Alice Flesch, ADA Coordinator 
(406)444-9229 (voice) or 1-800-335-7592 (TDD) 
Montana Relay - 711 
P.O. Box 201001 
2701 Prospect Avenue 
Helena, MT  59620-1001 
 
Office hours: Monday - Friday 8:00 A.M. – 5:00 P.M. 
 
This notice is available from the ADA Coordinator in large print, on audio tape, and in 
Braille upon request.

182 
 



 
Appendix D.5 – Ethics Policy 

 
 

Montana Department of Transportation 
 

Policy #3-0180.1       December 6, 2013 
 

Addendum to Ethics Model Policy 
 
POLICY  
It is the policy of the Montana Department of Transportation (MDT) that all employees carry out 
their duties for the benefit of the people of the state, and in accordance with the Department of 
Administration (DOA) State Ethics Policy #03-0180. 
 
DEFINITIONS 
For the purposes of this policy, the following definitions apply: 
 
"Agency" means, as provided in 2-18-101, MCA, http://data.opi.mt.gov/bills/mca/2/18/2-18-
101.htm a department (MDT), board, commission (including the Transportation and 
Aeronautics Commissions), office, bureau, institution, or unit of state government recognized in 
the state budget.  
 
"Employee" means, any employee of MDT as defined in MCA 2-18-701.  This policy complies 
with MCA 2-2-101 for the following: a member of a quasi-judicial board or commission or of a 
board, commission or committee with rulemaking authority; and a person under contract with 
MDT.  
 

        "MDT Management" means managers and HR Specialists in MDT. 
 

 Education Requirements  
The DOA publishes a pamphlet entitled "Employees Guide to Standards of Conduct in Montana 
State Government", and MDT employees are expected to review the pamphlet, available at 
http://hr.mt.gov/content/hrpp/docs/Guides/standardsofconductguide.doc as well as attend 
mandatory Ethics training every three years as defined in MDT Training Policy #3-0801. 

 
Procedure 
MDT will distribute this policy to all employees.  Employees are responsible for reviewing, 
understanding and complying with DOA policy #3-0180 and MDT policy addendum 3-0180.1.  
An employee who violates either policy may be subject to disciplinary action in accordance with 
the Department of Administration’s Discipline Handling Policy #3-0130. 

 
Employees are to notify his or her supervisor once he or she become aware of a conflict or 
potential conflict.  Some short term situations may arise that require the Division or District 
Administrator’s immediate review. 
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http://data.opi.mt.gov/bills/mca/2/18/2-18-101.htm
http://hr.mt.gov/content/hrpp/docs/Guides/standardsofconductguide.doc


 

 
Employees must annually and whenever a change occurs, complete the Conflict of Interest 
Annual Disclosure form and submit to MDT management.  An MDT employee must disclose 
conflicts or potential conflict of interests to MDT Management before taking any action that 
might violate the policy.  MDT managers must submit forms indicating a potential conflict to the 
Division or District Administrator for review, who will forward to the MDT Internal Audit Unit 
(IAU).  MDT has a duty to investigate information reported or disclosed and determine the 
appropriate administrative action.  Forms with no indication of a conflict of interest must also be 
submitted to IAU. 
 

Any person who believes an employee violated the Ethics policy or MDT specific rules and 
standards of conduct shall inform MDT management of the alleged violation before filing a 
complaint with the Commissioner of Political Practices.  
 

REPORTING AND DISCLOSURE REQUIREMENTS 
 

Employees shall abide by the code of ethics and standards of conduct found in 2-2-101 through 
2-2-304 MCA at all times. 
 

Reporting even the appearance of impropriety. 
 

Montana law requires that an employee disclose in writing to the Commissioner of Political 
Practices any private interest that may create any conflict with the employee’s public duties, 
including involvement with contracts, etc., before the employee takes any action that may 
impinge on the public duty (2-2-131 MCA) http://data.opi.mt.gov/bills/mca/2/2/2-2-131.htm the 
disclosure must be in the manner required by that statute. 
 

When any such disclosure is made, and before taking any official action which may infringe on 
the employee's public duty, the employee must also report this information to MDT 
management. 
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Conflict of Interest Annual Disclosure Form 
 
Employee Printed Name: _______________________________________________ 

Employee location/Division/District: _________________________________ 

Employee Job Title: _______________________________________________ 

Check the box that is appropriate to your situation and submit to your supervisor.  To be 
completed when newly hired, job change, personal business change and annually. 
 

  No known conflicts. 
 

  Conflict previously reported. 
 

  Business related and one-time circumstance: 
Personal business with a contractor or vendor must be in writing and must reflect a real 
value of the material, labor and equipment cost, the same as it would for a non-public 
employee.  Explain the circumstance: 
_______________________________________________________________________ 
_______________________________________________________________________ 

 

  Human Resources related: 
Please list any personal or family relationship within the Department.  Additionally, MDT 
employees must not participate in decisions involving a direct benefit to any person with 
whom he or she has a personal or family relationship. This includes, but is not limited to, 
decisions involving employment, pay, reimbursement, or the initiation of contracts.  
Explain the circumstance: 

_______________________________________________________________________

_______________________________________________________________________ 

I have disclosed all personal and business agreements to my District/Division Administrator that 
might violate the law or give the perception of unethical actions.   
 
Employee signature & date:     __________________________________________________ 
Reviewed by supervisor & date (if a conflict is stated):  _______________________________ 
Reviewed by DA (if a conflict is stated): ____________________________________________ 
 
Submit this form to the MDT Internal Audit Unit.  
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Appendix D.6 – Harassment Policy 

 
 

MONTANA DEPARTMENT OF TRANSPORTATION 
HUMAN RESOURCES POLICY 

 
 

Policy #3-0605.2       July 20, 2009 
 

WORKPLACE AND SEXUAL HARASSMENT POLICY 
____________________________________________________________ 
I. Introduction 
 
It is the policy of the Montana Department of Transportation (MDT) that all employees have a 
right to work in an environment free from all forms of discrimination, including workplace and 
sexual harassment.  

This policy is augmented by Executive Order No. 41-2008.  It should be understood that 
workplace and sexual harassment is against the law.  MDT is committed to the prevention of all 
forms of harassment in the work place.  Retaliation against any employee who has made a 
report of alleged workplace or sexual harassment or against any employee who has testified, 
assisted, or participated in any manner in an investigation of a report of harassment is a 
violation of MDT policy and the law. 

Sexual harassment is generally defined as unwelcome sexual advances, requests for favors 
and other verbal, physical and/or visual contact of a sexual nature when: 

• Submission is made either explicitly or implicitly a term or condition of an individual’s 
employment. 

 
• Submission or rejection by an employee is used as a basis for employment decisions 

affecting the employee. 
 
• Such conduct has the purpose or effect of unreasonably interfering with an employees 

work performance or creates an intimidating, hostile or otherwise offensive work 
environment. 

 
The following are examples of sexual harassment: 

• Sexual advances which are unwanted (this may include situations which began as 
reciprocal attractions, but later ceased to be reciprocal). 

• Sexual gestures. 
• Displaying sexually suggestive objects, pictures, cartoons or posters. 
• Verbal abuse of a sexual nature, sexually oriented jokes, innuendoes or obscenities.  

Sexually suggestive letters, notes or invitations. 
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• Reprisals or threats after a negative response to sexual advances. 
• Employment benefits affected in exchange for sexual favors (may include situations 

where a third party is treated less favorably because others have agreed to sexual 
advances). 

• Physical conduct such as assault, attempted rape, impeding or blocking movement, or 
touching. 

• Women or men in nontraditional work environments may also be subject to hazing 
(this may include being dared or asked to perform unsafe work practices). 

 
Workplace harassment is generally defined as harassment based on an individual’s race, 
religion, color, gender, physical disability, mental disability, marital status, age, ancestry, 
national origin or political belief. 
 
It is unwelcome conduct that is offensive in nature and detrimentally affects the work 
environment or leads to adverse job-related consequences for the victim.  It does not include the 
legitimate exercise of an individual’s supervisory authority. 
 
Some examples of workplace harassment may be: 

• Comments and jokes based on religion, political beliefs, disabilities, race, etc. 
• Frequent profanity and obscenities. 
• Reprisals or threats after negative responses to inappropriate behavior. 
• Derogatory cultural and national origin comments. 

 
II.  Procedures 
 

You should report workplace or sexual harassment as soon as possible after the incident or 
action occurs.  Early reporting is encouraged, because management's ability to investigate and 
act on reports diminishes with time.  If you feel you are being harassed, do not keep it to 
yourself.  Take the following steps: 

• Inform the individual that their behavior is unwelcome, offensive or inappropriate.  Do 
not assume or hope that the problem will go away. 

 
• If you unable to confront the harasser or the harassment continues, notify the Civil 

Rights Bureau, your immediate supervisor, or any MDT supervisor even if she or he is 
not your supervisor.  

 
• MDT encourages you to use the internal complaint procedure for the resolution of 

harassment concerns.  Reporting procedures are similar to the MDT Discrimination 
Complaint Procedures Policy #3-0605.1. 

 
• Keep notes.  Keep a record of the dates, times, places, witnesses and describe each 

incident.  Save all notes, correspondence or related records in a safe place. 
 

If you are considering reporting a complaint, you can: 

Use the MDT complaint procedures posted in your work area or by calling the Civil Rights 
Bureau at 444-6331 or 800-335-7592 (TDD). 
 
File a complaint with the Human Rights Bureau.  Complaints with the Human Rights 
Bureau will be accepted within 180 days of the act, or an extended 120 days if you are 
using an internal complaint procedure. Call 444-2884 or 444-9696 (TDD). 
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If you are not personally a victim of sexual harassment, but observe actions against other 
employees, which you believe to be harassment, you are encouraged to bring it to the 
attention of the Civil Rights Bureau.
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Appendix D.7 – Updated MDT Pay Plan 

  
 

Montana Department of Transportation 
 

Policy #3-0501.1            September 16, 2014  

 

Broadband Pay Plan Rules Addendum 
PURPOSE 
The purpose of this document is to summarize the compensation program of the Montana 
Department of Transportation (MDT). 

The contents of this document are not intended to serve as a contract between the Department 
and employees. Rather, the document should provide guidance to employees and managers 
regarding the Broadband Pay Plan. 

MDT must follow the provisions of this policy unless they conflict with collective bargaining 
agreements, which will take precedence to the extent applicable. 

PHILOSOPHY 
 

MDT's mission is to serve the public by providing a transportation system and services that 
emphasize quality, safety, cost effectiveness, economic vitality and sensitivity to the 
environment.  MDT employees are an integral component in fulfilling this mission.  

MDT will comply with the DOA Broadband Pay Plan Policy as the pay rules must: 

a. be fiscally responsible, actively managed, and consistent with MDT’s mission and 
objectives; 

b. identify procedures for implementing all aspects of pay addressed in this policy; and 

c.  be filed with the Department of Administration. 

The MDT broadband pay plan rules allow us to link strategic compensation practices to our 
mission.  The pay rules will be set with consideration to the following: 

• Job-related qualifications, employee competence and an employee’s overall contribution 
to organizational success;  

• Maintaining internal equity by providing a salary range for every position that reflects its 
value compared to all other similar positions in the agency.  New or rehired employees 
will be hired at a salary in accordance with the MDT Compensation Plan. 



 

• Ensure external competitiveness by providing salary ranges that are competitive in 
similar occupational categories so that the Department can attract and retain qualified 
employees vital to organizational success. 

 

Establishing MDT Compensation Plan:  MDT’s strategic mission and pay rules drive fiscally 
responsible base-pay decisions following the DOA Broadband Pay Plan Policy.  Setting base 
salaries for employees may not result in a budget deficiency or supplemental appropriation 
request to the legislature. 

Pay-Adjustments: 

MDT Administrative staff shall collectively discuss pay adjustments and exceptions to ensure 
internal equity and the decisions follow strategic compensation practices.  Pay adjustment 
approval is based on Administrative staff consensus. 

All pay adjustments shall be properly documented in the employee’s compensation record. An 
employee’s pay may be modified through the adjustment types described below: 

• Competency Adjustment: Competency adjustments provide the Department with the 
ability to reward employees for the development, growth, and demonstration of job-
related competencies.  Competencies must be identifiable, observable, measurable, and 
comparable to similar positions for internal equity.  Competency adjustments may be 
given as a lump sum or as an increase to base pay. 
 

• Market Adjustment: Market adjustment decisions typically concern establishing and 
adjusting general pay schedules and appropriate salaries for occupations. At the 
agency’s discretion, a market adjustment may occur when: 1) An employee’s base pay is 
below the MDT newly adopted pay matrix ; and 2) MDT has the ability to fund a pay 
adjustment.    
MDT, along with the Department of Administration, State Personnel Division will regularly 
evaluate the competitiveness of the broadband pay schedule.   MDT may develop a 
customized pay matrix referencing appropriate DOA salary surveys based on 
occupational salary rates, pay schedules and internal equity.  Market adjustments may be 
used to address recruitment and retention issues and must be given as an increase to 
base pay. 

• Performance Adjustment: Employees may be eligible to receive a pay adjustment 
based on their performance. Before implementing performance pay, the MDT 
Administrative staff must approve the performance tool.  Performance pay may be given 
as a lump sum or as an increase to base pay. 
 

• Results Adjustment: Results adjustment may be awarded to employees or teams of 
employees based on accomplishments.  This adjustment is not intended to increase base 
pay or base budgets, but rather is used as a one-time, lump-sum bonus.  
Accomplishments may be outcomes and/or outputs achieved which are observed and 
documented through performance management.  Results pay must be given as a lump 
sum.   

190 
 



 

 

• Situational Adjustment: Employees may be eligible to receive a pay adjustment based 
on atypical situations or working conditions.  MDT has the option to use situational pay to 
address recruitment or retention issues related to certain requirements of the position 
such as extensive travel, hazardous duties, location pay, unusual work hours, or unusual 
physical demands.  MDT Administrative staff should consider the rationale for situational 
pay including clear definitions of eligible situations or circumstances, and how to 
determine situational pay. When determining pay, consideration shall be given to 
documented past recruitment or retention problems, the competitive labor market, and 
existing pay relationships within the same job class and work unit. Pay may be given up 
to a maximum or a percentage of the maximum within the Occupational Pay band of the 
position.  Situational pay may be given as a lump sum or as an increase to base pay.   

 

• Supervisory Adjustment: In two circumstances, employees may be eligible for a pay 
adjustment when performing supervisory duties if: 

1. An employee occupying a position in a non-supervisory classification may be 
eligible for a pay adjustment when the position includes supervisory duties.   

2. When an employee who is performing supervisory duties is classified in the 
same occupation and band as the subordinates, these additional duties may be 
recognized with a pay adjustment.  When determining this additional pay, MDT 
Administrative staff should consider levels of supervisory duties performed, 
internal equity, and the agency’s pay rules.  Supervisory pay may be given as a 
lump sum or as an increase to base pay. 
 

• Strategic Adjustment: This pay component is intended to attract or retain employees 
with the competencies critical or vital to the achievement of MDT’s mission and strategic 
goals.  Pay may be awarded up to a maximum within the classified pay band of the 
position.  The MDT Administrative staff shall consider the competitive labor market and 
existing pay relationships within the same or similar job classes and work unit.  Strategic 
pay may be given as a lump sum or as an increase in base pay. 
 

Record Keeping 
All pay decisions must be documented and maintained in the employee’s permanent personnel 
record. 
 
PROCESS FOR SETTING PAY 
Setting pay for new hires, rehires, promotions and reclassifications must be agreed upon by the 
MDT Administrative staff with oversight from the Human Resources Administrator.  MDT may 
use the Department of Administration salary surveys to the extent of creating a customized pay 
matrix to fit the Department’s pay philosophy.   The Department will regularly review salary 
surveys and employee’s base salaries within the same occupational band and level to ensure 
internal equity is maintained. 
 
The Department may build pay progression between classification series or create blended pay 
schedules to provide internal equity among similar classifications.  The MDT Compensation 
Plan methodology and application cannot be grieved.  
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Union contracts take precedence over these rules only when an exception is clearly and 
specifically stated in the contract.  Across the board pay increases and adjustments shall be 
bargained with the appropriate union.
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Appendix D.8 – MDT’s Interpreters Contact List 
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Appendix D.9 – Tuition Assistance Program 
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Appendix D.10 – Exit Interview Form 

 

  



 
Appendix D.11 – MDT Current Career Ladder List 
3-0183 Right of Way Agent Placement/Advancement Policy 02/21/12 MDT Policy 

3-0184 Civil Engineer Advancement 06/29/11 MDT Policy 

3-0186 MCS Enforcement Officer Advancement Policy 07/20/12 MDT Policy 

3-0187 Budget Analyst Advancement Policy 08/08 MDT Policy 

3-0188 MCS License & Permit Technician Advancement Policy 06/08/11 MDT Policy 

3-0189 MCSAP Commercial Vehicle Safety Specialist Advancement Policy 09/03/10 MDT Policy 

3-0190 Geotechnical Section Field Investigation Unit Advancement Policy 03/13/09 MDT Policy 

3-0191 Helena Materials Lab Advancement Policy 12/24/13 MDT Policy 

3-0192 Design Advancement 07/01/13 MDT Policy 

3-0193 Civil Engineering Technician Advancement Policy 07/01/13 MDT Policy 

3-0195 Engineering Contract Specialist Advancement 04/16/07 MDT Policy 

3-0196 Purchasing Agent Advancement Policy 02/07 MDT Policy 

3-0197 Computer Network Administrator and Computer Network Analyst Advancement 
Policy 

03/13/09 MDT Policy 

3-0198 Computer Programmer and Computer Systems Analyst Advancement Policy 08/08 MDT Policy 

3-0199 Computer Support Technician and Computer Support Specialist Advancement Policy 10/15/07 MDT Policy 

3-0200 Press Operator and Print Production Specialist Advancement Policy 10/15/07 MDT Policy 

3-0201 IAU Auditor Advancement Policy 10/28/11 MDT Policy 

3-0202 IAU Senior Auditor Advancement Policy 10/28/11 MDT Policy 

3-0203 Business Process Analyst and Project Manager Advancement Policy 07/01/13 MDT Policy 

4-0100 Land Surveyor Advancement Policy 05/24/10 MDT Policy 

4-0101 Civil Rights Bureau Advancement Policy 05/10/10 MDT Policy 

4-0102 Workforce Planning Advancement Policy 07/06/10 MDT Policy 

4-0103 Accounting Controls Bureau Advancement Policy 11/05/10 MDT Policy 

4-0104 Transportation Planning Advancement Policy 09/03/10 MDT Policy 

4-0105 WFP Training & Development Specialist Advancement Policy 05/03/11 MDT Policy 

4-0106 Administration Division Accountant Advancement Policy 09/12/11 MDT Policy 

4-0107 Benefits Specialist Advancement Policy 09/12/11 MDT Policy 

4-0108 Fiscal Programming Advancement Policy 09/12/11 MDT Policy 

4-0109 Administration Division Accounting Technician Advancement Policy 09/12/11 MDT Policy 

4-0110 Geotechnical Specialist Advancement Policy 12/07/12 MDT Policy 

 http://mdtinfo.mdt.mt.gov/policies/docs/policies/crafts.pdf  See Article 
7 

  

 http://hr.mt.gov/content/newlaborrelations/2013-2015Contracts/001  See Article 
7 
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http://mdtinfo.mdt.mt.gov/policies/docs/policies/3-0183.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/3-0184.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/3-0186.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/3-0187.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/3-0188.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/3-0189.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/3-0190.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/3-0191.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/3-0192.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/3-0193.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/3-0195.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/3-0196.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/3-0197.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/3-0197.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/3-0198.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/3-0199.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/3-0200.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/3-0201.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/3-0202.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/3-0203.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/4-0100.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/4-0101.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/4-0102.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/4-0103.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/4-0104.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/4-0105.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/4-0106.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/4-0107.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/4-0108.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/4-0109.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/4-0110.pdf
http://mdtinfo.mdt.mt.gov/policies/docs/policies/crafts.pdf
http://hr.mt.gov/content/newlaborrelations/2013-2015Contracts/001


 
Appendix D.12 – AAP Distribution List 
 

Five Year Plan Distribution                   
District     Billings    
District     Butte 
District     Glendive 
District     Great Falls 
District     Missoula 
Hdq. HR 
Hdq. Engineering (HR Specialist) 
Hdq. MCS  
Hdq. Administration  
Hdq. Aeronautics 
Hdq. ISD 
Hdq. Maintenance Division (Div. Admin) 
Hdq. Research (Sue Sillick) 
MDT Directors Office (Lori Ryan) 
Montana Dept. of Admin. 
TERO & Tribal Chair - Crow 
TERO & Tribal Chair - Flathead 
TERO & Tribal Chair - Blackfeet 
TERO & Tribal Chair – Rocky Boys 
TERO & Tribal Chair – Fort Belknap 
TERO & Tribal Chair – Fort Peck 
TERO & Tribal Chair – Northern Cheyenne 
Tribal Chair – Little Shell  
MSU AIRO Program  
University of Montana- Missoula - Career Services 
Montana State University – Bozeman -  Career Services 
Montana State University – Bozeman - School of Engineering 
Salish Kootenai Tribal College 
Little Bighorn Tribal College 
Fort Belknap Tribal College 
Chief Dull Knife Tribal College 
Flathead Valley Community College 
University of Montana - Butte 
Miles City Community College 
Stone Child Tribal College 
Aaniih’ Nakoda Tribal College 
Blackfeet Community College 



 
University of Montana - Helena College  
Rocky Mountain College 
Carroll College 
University of Great Falls  
State Job Corp offices 
State Vocational Rehabilitation 
Archival Binder 
MDT Internet / Intranet Websites 
Great Falls College  
University of Montana - Missoula College  
Montana State University - Billings 
Billings College  
Montana State University Northern - Havre 
University of Montana - Western 
MT Div. FHWA 
MT Dept. of Labor and Industry 
MT Comm. Of Higher Education 
Montana Vocational Rehab 
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Appendix D.13 – Recruiting Diverse Talent 
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Appendix D.14 – Additional Resource for Recruiting Diverse Talent 
Strategic Recruitment Resources  
Society for Human Resource Management 
http://jobs.shrm.org/home/home.cfm?site_id=1612 
 
FEW – Federally Employed Women  
Northwest Chapter: http://www.few.org/about-us/find-region-chapter/pacific-north-west/  
Rocky Mountain Chapter: http://www.few.org/about-us/find-region-chapter/rocky-mountain-region/  
 
WOW – Wider Opportunities For Women 
http://www.wowonline.org/contact-us/ 
 
PublicServiceCareers.com 
http://www.publicservicecareers.org/?pageid=617 
 
Transportation Specific:  
AASHTO Job Postings: 
http://web.transportation.org/employmentopps/submitlisting.aspx  
 
Society of Women Engineers: 
http://societyofwomenengineers.swe.org/  
 
‘Engineer Girl’ 
http://www.engineergirl.org/ 
 
Women in Engineering Proactive Network  
http://www.wepan.org/ 
 
National Association of Women in Construction: 
http://www.nawic.org/nawic/default.asp 
 
Professional Women in Construction 
http://www.pwcusa.org/v2/ 
 
Women Construction Owners and Executives 
http://www.wcoeusa.org/ 
 
National Association of Black Women in Construction 
http://nabwic.org/ 
 
Minorities in Construction- LinkedIn 
http://www.linkedin.com/groups/Minorities-in-Construction-3720225 
 
www.idealist.org ; www.indeed.com ; www.Monster.com ; www.careerbuilder.com ; 

http://jobs.shrm.org/home/home.cfm?site_id=1612
http://www.few.org/about-us/find-region-chapter/pacific-north-west/
http://www.few.org/about-us/find-region-chapter/rocky-mountain-region/
http://www.wowonline.org/contact-us/
http://www.publicservicecareers.org/?pageid=617
http://web.transportation.org/employmentopps/submitlisting.aspx
http://societyofwomenengineers.swe.org/
http://www.engineergirl.org/
http://www.wepan.org/
http://www.nawic.org/nawic/default.asp
http://www.pwcusa.org/v2/
http://www.wcoeusa.org/
http://nabwic.org/
http://www.linkedin.com/groups/Minorities-in-Construction-3720225
http://www.idealist.org/
http://www.indeed.com/
http://www.monster.com/
http://www.careerbuilder.com/


 

 
Alternative accessible formats of this document will be 
provided upon request.  Persons needing an alternative 
format should contact the Office of Civil Rights, 
Department of Transportation, 2701 Prospect Avenue., 
PO Box 201001, Helena, MT 59620. Telephone 406-444-
9229. Those using a TTY may call 1(800)335-7592 or 
through the Montana Relay Service at 711. 
 
 
 
 
 

 
 
 
 
 
 
 
 

This document was printed at state expense. Information on the cost of publication may 
be obtained by contacting the Montana Department of Administration. 
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