HENMNEPIN COUNTY

Submit your project workforce — Prime

Step 1: Enter your subcontractors

1. You will receive an email from hc.mail.service@hennepin.us with directions to enter workforce information

2.

into Hennepin County’s Project Workforce System. Click the link in the email to get started.

Subject: Enter your committed project workforce for Hennepin County Project [Project name]
Body:

Hennepin County has assigned [Project name] to [Prime contractor name] in the Project Workforce System. Please click the link below to log into the Project
Workforce System and invite your subcontractors to submit their workforce details and, if applicable, submit your own workforce details.

Overall committed project workforce details on the project are due by [due date and time]. You are responsible for making sure all subcontractors complete this
task and that you are attaining overall project goals.

Click here to submit your workforce details.

Click here for help guides.
As a reminder, Hennepin County has the following workforce goals on all construction projects over $100,000:

« People of Color: 33%
«  Women: 23%

Please note that contract award is contingent upon approval of your D&I plan, which includes meeting workforce goals or submitting approved good faith efforts. See
the Construction Diversity and Inclusion Reguirements.

Questions? Contact your Compliance Specialist.
Login to the Project Workforce System. If you do not have an account, create one — see quick guide.
Signin

Email

Password Forgot your password?

Don't have an account?

Create account
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3. Click Project title name.
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4. Click Add Contractor to project to start adding your subcontractors. Do not add material suppliers, only
subcontractors that be paid prevailing wage.

HENNEPIN COUNTY A Home Contractor List  Help document  Sign Off
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5. Start typing in your subcontractor’s name in the Contractor field, then select their name from the drop-down.

Add Contractor to project

Contractor *

[ TestingSubContractor|

Choose a contact e-Mail *

Save Changes

NOTE: If the name does not appear, contact your Hennepin County Compliance Specialist and they will add
the contractor.

6. Choose a contact e-Mail from the drop-down. This contact will enter the subcontractor’s workforce details for
the project.

Add Contractor to project

Contractor *

TestingSubContractor1

Choose a contact e-Mail *

TestCPWProject10212@mailinator.com

Save Changes

NOTE: If the email you need is not in the dropdown, contact your Hennepin County Compliance Specialist
and they will add a new contact for your subcontractor.
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7. Click Save Changes.

Add Contractor to project

Contractor *

TestingSubContractor1

Choose a contact e-Mail *

TestCPWProject10212@mailinator.com

Save Changes

8. Repeat the steps above for all of your subcontractors. Do not click submit until all subcontractors have
entered their workforce details AND you have entered your own workforce details (see Step 2).

9. Your subcontractors will receive an email from hc.mail.service@hennepin.us with directions to login to the
Project Workforce System to submit their workforce details. You will receive an email each time a
subcontractor has submitted.

You are responsible for making sure all subcontractors have submitted their workforce details.

Subject: Enter your committed project workforce for Hennepin County Project [Project name]

Body:

[Prime contractor name] has assigned [Subcontractor name] as a subcontractor on [Project name]. Hennepin County has the following werkforce goals on all construction projects over
$100,000:

« People of Color: 34%
«  Women: 23%

To assist [Prime contractor name] in attaining the workforce goals, please log into the Project Workforce System and submit your workforce details. Please note that [Prime contractor
name] must submit overall project workforce details by [due date and time]. Submit your workforce details as soon as possible, preferably 2 days before the prime's due date.

Click here to submit your workforce details.

Click here for help guides.
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Step 2: Enter your workforce information

10. After all subcontractors have submitted workforce data, enter your own workforce data. Include all

Quick Guide

apprentices (e.g. Community Productive Day Apprentice, WEP Apprentice, etc.) Click the green plus sign next

to your company name.

X is the prime contractor

View
Contractor Tier  Added By
Emp
*
Popehn 0
Construction
] Popehn
TestingSubContractor1 Construction

11. Click Add Employee

X is the prime contractor

View
Contractor T
Emp

@

er  Added By

¥ Popehn
Construction

Add Employee Name

BIPOC %
employees  BIPOC  employees

1] 0
1] 0
BIFOC Y

employees  BIPOC

Category

Female

Total WEP
Female  employees
0 0 1
0 0 1
ems pe e 5 -
Female % Total
employees  Female  employees
a 0 1
Race Gende

hours

DOCCR Date

hours Submitted

0 05/25/2023 B

WEP DOCCR
hours hours

0 0
Hours

Date
Submitted

12. Enter the employee’s name in the Employee field, if known. If you do not know the name, leave this field

blank.

Add Employee

Employee

Tom Brady

Skill level *

Gender *
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13. Select Skill level for the employee/apprentice from the drop-down menu.

Employee

Tom Brady

Journeyworker

Apprentice

WEP Apprentice

Community Productive Day Apprentice

14. Select from the Trade drop-down menu, or type in a keyword to refine the list.

Skill level *
Journeyworker

Trade *
[Reinforcing iron and rebar workers]

15. Select from the Gender and Race drop down menus and enter the number of hours they will perform on the
project in the Hours field.

Trade *

Reinforcing iron and rebar workers

Gender *

Male

Race *

White

Hours *

100
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16. Click Save Changes. This will save the data and clear the data fields so can add more employees.

Add Employee

Employee
Tom Brady

Skill level *
Journeyworker

Trade *

Reinforcing iron and rebar workers

Save Changes

17. Once you are done adding employees, click Close. Click the plus sign to review your employee details and
make sure they are complete.

* Popehn

% 0 1 12 2 38 3 i i 05/25/2023
Construction
Add Employee Mame Category Race Gender Hours
/7 Tom Brady Journeyworker White Male 100 |
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Step 3: Review your project goal participation

Quick Guide

18. At the top of your project page, review the goals section. Here you will see the set goals for BIPOC (Black,

Indigenous, People of Color) and female workforce and your participation based on what you and

subcontractors have already submitted. After all subcontractors have submitted, if either goal is below the
county goals (text will be red) your attestation will include a section where you will be required to answer all
good faith effort questions.
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MINNESOTA

M Home Contractor List Help document  Sign Off
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Linden Hills Library

Filter on contractor name

Step 4: Submit

Female:
Participation goal:

Projected participation:

BIPOC: @
20% Participation goal:
50% Projected participation:

32

17

WEP:

Hours goal:

DOCCR Productive Day:

Hours goal:

Add Contractor to project ‘

‘ Submit ‘

19. After all subcontractors have entered and submitted their workforce hours, click Submit. (Double check the

“Total Employees” column to confirm subcontractors have added employees).
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20. Click Submit in the pop-up box. Do not click submit until all subcontractors have entered their workforce

details AND you have entered your own workforce details

Submit?

Do not submit this attestation without first entering in your workforce

hours. - -

Step 5: Complete the attestation

21. Fill out the EEO Info section. This is contact information for your equal employment opportunity coordinator
(e.g. person responsible for this compliance plan). Click Next.
Generate PDF

EEQ Policy Sample affirmative action policy LCP Tracker

o Fill out the EEO Info e Fill out the good faith questions e Fill put the attestation o Done

Address:
12345 ABCD ST NE

City:
Johndoeville

State.
Minnesota

Zip code:
54545

Company Phone:
(242) 424-2424

EEO Coordinator:
John Doe

EEQ Coordinator Phone:
(255) 353-3535

EEO E-mail
Johndoe@yahoo.com
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22. If you are not meeting goals, you will see a good faith questions section (if required). Click Next.

EEO Policy Sample affirmative action policy LCP Tracker

@ Filout the EE0 Info @ Fill out the good faith guestions 3] ut the &

o
5.b Share any related terms detailing how the subcontractors will be held accountable for helping meet
the Workforce Goals during the project, such as regular meetings with subcontractors 1o report
workforce goals, resources provided 1o increase workforce participation, wamnings, and terminations of
contracts if subcontractors fail to show good faith efforts:

1. Tell us about the racial and gender diversity of your current workforce in the construction trades,
including how many employees you have in each of the trades in your permanent team.

Type your comment here (1000 characiers max) {Type your comment here (1000 characters max)

~
)
2. What specific strategies are you using to retain women, peaple of color, and indigenous people in the i .
trades? Provide examples like skill enhancement, promations, mentoring and similar efforts: 6. Check all the recruitment sources you contacted 1o recruit workers for this project, notified of the
Waorkforce Goals for women, people of color,and Indigenous people, and sought relevant referrals.
Recruitment of women, people of color, and Indigenous people (including, but not limited to):
Type your comment here (1000 characters max) 0 w
Oither
/1 Othe
O Communitybased o
[J Educational and/or training irstitutes “
3. Provide examples of how you are addressing workplace culture to ensure a welcoming and respectful
envirenment for women, people of color, and indigenous pecple. Tell us about your trainings, policies, [] Werkiorce cansars
and procedures related to ending sexual harrasment, addressing implicit bias and racial equity, equal
employment opportunity, and similar efforts. [0 sebsie
[0 Eusresssacnsowed recruiting vers.
[0 suidngtrades councis
Type your comment here (1000 characters man)
& 7. Check all the organizations, colleges, partnerships, and/or recruitment inftiatives you developed to
recruit women, people of color, andindigenous people:
4. What partnerships have you developed with unions, professional associations, community-based
organizations, colleges/vocational programs, and job fairs 1o identify and sponsor women, people of T g/ but not limited to):
color and indigenous people into the trades?
Non-profit organizations Colleges
[0 CosdwillEaseer Seals [0 oumwsoey College of Technaicgy
Type your comment here (1000 characters max) [0 Memick Community Senvices [0 #eanegin Technical Caliege
3 [0 summit kcademy CIZ O  Horth Henrepin Commurnity Callege
[ Twin Cites Rize [0 Morthlard Commurity and Techrical Callege
5a F.‘mmdn pertinent language from your subcontractor agreements that address Workforce Goals as a bl oraanieations [] Rochester Gommurity and Techricel Gollsge:
requirement of the confract. ¥
Trikal Emgloyment fights [fices (TER(0s]: Red Lake, Bos [ s PaulCoiege
[] Fore Wikne Sarth, 4e Laes ard/aor Leech Lake Sards of
Cibwe []  samecizud Tashrizal ang Cammunity Collage
Type your comment here (1000 characters max) Government
# [] b mpe. of Empizymars & Szzremic Develzamers (] Orher Colleges
“
5.b Share any related terms detailing how the subcontractors will be held accountable for helping meet
the Workforce Goals during the project, such as regular meetings with subcontractors to report
‘workforce goals, resources provided to increase workforce participation, wamings, and terminations of
Back

contracts if subcontractors fail to show good faith efforts:
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23. Complete the attestation section. Read each item and check the boxes to confirm your agreement. All boxes

must be checked to complete your submission.

o Fill aut the EEQ Info o Fill out the good fath questions e Fill out the attestation 0 Done
* All of the following boxes must be checked in order to continue

We will keep a project file containing the items below, to be made available to the county upon reguest:
B Aldizt of all bids zoleited on all tiers of subcontracts; and

Alist and copies of all bids solicited from firms owned by women and people of color; and

B Copies of respanses from all companies thet declined to bid on subcontracts; and

B Copies of the subcontractor egreements with terms outlining workforce goals es a labor performance tem.

We agree to the following regarding our Egual Emplayment Opportunity (EEC) Policy:
B we will complete end post the EED Palicy at ell worksites; and
B We will disseminate our EEQ Palicy to ell tiers of subeontractors; and

‘We will discuss the EEQ policy with other contractors and subcontractors with whom we anticipate doing business an this
project.

‘We agree to the following regarding our affirmative action policy (AA Policy):

‘We heve edopted or will edopt an AA Policy that contains the same policies as the county's sample affirmative action policy;

and
B We will notify all employees and job applicants of our A& Policy and have a grievance process in place; and

B ‘wia will notify 2l subcontractors and vendors in writing of our AA Policy and require supportve action on their part.

‘We agree to hold owr subcontractors acccuntable to meet workforce goals on this project by:
B including workforce goals for this project in our subcontractor agreements a= & labor performance tem;: and

Heving subcontractors provide the estimated hours and percentages of women and people of colar to help the prime mest

te workforce goals; and

B Holding regular meetings with subcontractors to discuss their contribution to workforce gogls and providing them

recrutment resources; and

Ensuring thet all subcontractors are discuszing and displaying the EED policy at their worksites.

We agree to the following:

B ‘we conducted or will conduct an annual review/training with constrection personnel, including Project Manegers,

Supervizors, and Forepersons on our EEQ and affirmative action obligations; and

‘we will keep records of the above, including dates, sign-in lists of attendess, a copy of the agenda, coples of EED Palicy
disgamingtion, and related communications; and

B Wi will provide monthly regorts to the county containing our workforce perticipation data through LCP Tracker, and will

notify it of delays, amendments, change orders, extensions, and/or completion of the project.

By tvping anything in the text box below and clicking the Finish button, vou represent that:

24. Read the blue box text and enter your name below.
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25. Click Finish. If the Finish button is grayed out, review the page to make sure all boxes are checked and your

name is entered.

We w

notify it of delays, amendments, change orders, extensions, and/or completion of the praject.

Il provide monthly reports to the county contaiming our workforce partcipation data thrawsgh LCP Tracker, and wall

By typing anything in the text box below and clicking the Finish button, you represent that:
= You are authorized on behalf of your company to submit this information
« You agree that you are electronically signing this form
« ‘You understand and agree that your electronic signature is the legal equivalent of a manual signature
and that the Hennepin County may rely on it as such in connection with any and all agreements that you
may enter into with respect to this form

Type your name below

[Fohn Dod
Back Finish

Step 6: Submit Committed Project Workforce Form to the county’s Contract Compliance

System.

26. You will receive an email from hc.mail.service@hennepin.us with the Committed Project Workforce form PDF.

Subject: Complete the last step in submitting your workforce details for [Project name]

Body:

Attached are the committed workforce details for [Prime contractor name] on [Project name]. To complete the submission of your workforce details:
Download the attached pdf {Committed Project Workforce Form).

Login to Hennepin County’s Contract Compliance Systern.

Locate your Utilization Plan for [Project name].
Upload the document to your Utilization Plan and submit the plan for approval.

Eal S e

See help guide for more detailed instructions.

After you submit in the Contract Compliance System, your compliance specialist will review your overall Diversity and Inclusion plan for this project (which includes the Utilization Plan and
Waorkforce Plan) and approve or return the plan to you for corrections. See the Construction Diversity and Inclusion Reguirements.

Questions? Contact your Compliance Specialist.
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27. Open the PDF and save to your computer.

Save As x

« v o < Desktop » Committed Project Workforce Form ~ 0 2 Search Committed Project ...

Organize « New folder Bz - o

B*  Name Status Date modified Type Size

|

[ Mo items match your search.

&

(VI

i

[}
<

File name: | [(ilE

Save as type: | Adobe PDF Files (*.pdf) ~

Settings...

~ Hide Folders Cancel

28. Log into the Contract Compliance System.

System Access Login

Username

[ Remember Username
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29. Go to your project’s Utilization plan. (Assigned Utilization Plans are displayed on the dashboard in the
Utilization Plans section. All current and previous plans will be listed along with their corresponding status.
Plans requiring action are in red. You can also access your Utilization Plans by selecting View from the left

menu, then My Utilization Plans.)

Dashboard Displaying records assigned l:ul Vour company % |

Utilization Plans Total < 7 days = 7 days
Pending Submission i 1} i
Submitted = 1 0 i

30. Click Utilization Plans.

Dashboard Displaying records assigned to | your company W
Utilization Plans Total < 7 days > 7 days
Pending Submission = i 0 1
Submitted = i 0 1

31. Select the project.

32. In the “Step 1: Provide Utilization Plan Information” box, click Fill in Utilization Plan Details.

Step 1: Provide Utilization Plan Information

Use this section to provide information on the plan. Click the button to Fill in Utilization Plan Details

Utilization Plan Information
Estimated BidTransaction Amount $1,000,000

Fill In Utilization Plan Details |
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33. Click Attach File.

Utilization Plan: Enter Plan Details

In this section provide comments and attach files related to the plan as required by the organization. You may also be required to enter the
estimated bidAransaction amount if not already entered by the organization

* required entry

Utilization Plan Details

Estimated Bid/Transaction Amount * 1,000,000 |

Utilization Plan Details

Attached File(s) Aftach File

Comments

Spell Check | save | Cancel |

34. Click Choose Files and select the Committed Project Workforce form PDF you saved to your computer.

Attach Files cLosewinDow  EJ

Select File(s)

Click Choose Files or drag files to Drop Files Here. The maximum permissible size per file is 500.0 MB.

Choose Files | No file chosen

i Drop Files Here

File Attachments

The following file(s) are attached. When finished uploading files, close this window.

1 FILE TITLE Prime Contractor Project Name Commited Project Workforce Form.pdf
FILENAME Prime_Contractor_Preject_Name_Commited_Project_Workforce_Form_20230525132411_2777.pdf
FILE SIZE 205.60 KB

FILE DESCRIPTION

l View File I [ Download File I [ Edit Profile I [ Delete l

Customer Support ErncThis Peze

Copyright © 2023 E2Gnove. All rights reserved.
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35. Click Save.

Utilization Plan: Enter Plan Details

In this section provide comments and attach files related to the plan as required by the organization. You may also be reqguired to enter the
estimated biditransaction amount if not already entered by the organization.

* required entry

Utilization Plan Details

Estimated Bid/Transaction Amount * 1.000,000

Utilization Plan Details
Attached File(s) Atach File |

Comments

Spell Check Save Cancel |

36. Scroll to bottom and click Submit Utilization Plan.

Step 4: Sign and Submit Utilization Plan

To submit this plan click the button below. You will be asked to provide your full name as your signature, titie, company name, and check the
affirmation box. If any warnings are listed, you must address them before submitting the plan

Submit Utilization Plan

Fill in the required fields below, check the box to affirm your resubmission, and click Submit Utilization Plan.

Sign & Submit This Utilization Plan

Type your full, legal name™* Type your title®

Chris Chapman CEO

Type the legal name of your organization® Enter today's date™

JCC Test Vendor 6/30/2014 (mm/dd/yyyy)

\¥! By checking the box | affirm that the informiation provided in this utilization plan is true and accurate. Making false representations or
including information evidencing a lack of good faith as part of, or in conjunction with, the submission of a Utilization Plan is prohibited by law
and may resultin penalties including, but not limited to, termination of a contract for cause, loss of eligibility to submit future bids, and/or
withholding of payments._ Firms that do not perform commercially useful functions may not be counted toward MWBE utilization.

Submit Utilization Plan |I

Your Diversity and Inclusion plan is now submitted.

If your Diversity and Inclusion plan is returned for deficiencies, you will receive an email from the Contract
Compliance System. Click the Utilization Plan link in the email and check the “Reviewer Comments” in the

Utilization Plan Summary box.
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