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Indiana Department of Transportation

This section outlines the Indiana Department of Transportation’s internal review of DEI
position, departments, activities, procedures, and programs as required by Executive Order 25-
14.

DEI Department

INDOT did not have a department dedicated to DEI initiatives.

DEI Staff Positions
INDOT did not employ any staff dedicated to DEI initiatives.

Mission Statement or Value Statement

INDOT does not have a mission or value statement including DEI.

Programs Administered to the Public

o INDOT's website lists a strategic goal of the agency to "continue to develop a
transportation network that increases access, equity, and environmental sustainability

though research, public-private partnerships, and federal initiatives/funding/programs."

o In Oct. 2024, INDOT hosted a public meeting regarding Revive I-70. During the public
meeting, a slide deck was shared that includes INDOT's work on equity services. The
Equity Initiative Services, now known as the Business Opportunity Division,
administers INDOT's federal disadvantaged business program (DBE), codified by 49
CFR 26. By federal statute, INDOT is required to administer the DBE program as a

requirement of receiving federal highway funds for road construction projects.

o OnINDOT's webpage, there are minutes from a Bloomington Monroe County
Metropolitan Planning Organization (BMCMPO) meeting on June 14%, 2024. In the
minutes, they address and present findings from focus groups, including a diversity,
equity, and inclusion focus group. This was a public involvement meeting related to
INDOT's Statewide Transportation Plan (STIP). INDOT is required to host public
meetings to afford public involvement for our STIP pursuant to 49 USC 5304. Such

meetings are conducted pursuant to Indiana’s Open Door Law, IC 5-14-1.5.



Grant Conditions

o

INDOT does not have any DEI grant conditions.

Training/Instruction Administered to the Employees

O

INDOT allows Employee Friend Resource Groups (EFRG). EFRGs are voluntary groups
led by employees who may share a common characteristic or life experience. INDOT
will rename EFRG’s to Colleague Engagement Networks (CEN). CENs would be a
group of INDOT team members that are linked by common purpose, interest, or goal.
This program would support INDOT employees while increasing retention and

organizational commitment to INDOT. (See Appendix 1 and 2)

INDOT uses job profiles from SPD, which often include DEI language. As we are
required to use SPD job profiles, we will look to SPD to release updated language in the
job profiles removing DEI language.

INDOT has recently revised its Equitable Guide to Hiring, removing all references to
DEI and replacing with language that captures a fair and efficient hiring process. (See
Appendix 3 and 4)

Job Applicant Requirements

o

INDOT does not have any DEI job applicant requirements.
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INDIANA DEPARTMENT OF TRANSPORTATION

Purpose

Employee & Friends Resource Group (EFRG) are voluntary groups led by employees who may share a common
characteristic or life experience, such as age, gender, religion, etc. The goal of EFRGs is to provide support to their
members and help foster a diverse, equitable, and inclusive workplace. The purpose of this document is to
highlight key points from the State of Indiana’s EFRG policy. For more detailed information, please refer to the
state EFRG website.

Scope
This policy applies to all full-time and part-time employees of the Indiana Department of Transportation (INDOT).

Description

o The State of Indiana supports employees’ ability to freely associate and form EFRGs.

o EFRGs are independent of, and operate separately from, the State of Indiana, and their activities are not
state action.

o Ifyou elect to establish and operate an EFRG, it must be done in a way that does not violate the Indiana
Code of Ethics or the Information Resource Agreement (IRUA).

o EFRGs must be open to all INDOT employees regardless of any attributes that make each person unique
and cannot exclude non-members from its activities.

o Please be mindful that as you establish and operate your EFRG that uses state property, such as your state
computer or state email account, for communication or other purposes involving your group, it could result
in a public record.

Establishing an EFRG
INDOT will follow the guidelines established by the Indiana Office of the Chief Equity, Inclusion, and
Opportunity Officer. Here is a summary of the requirements
e Review and understand the State of Indiana’s policy on EFRGs.
e Consult with the Chief Equity, Inclusion, and Opportunity Officer (CEIOO) office on guidelines & best
practices.
e Review and identify the areas of focus for your EFRG as identified in the SOI policy on EFRGs
e Create a Charter Proposal for the EFRG
e Although not required, it is recommended you find an executive sponsor (Director level or above).
e Submit your EFRG request to INDOT’s Equity and Inclusion team at inclusionandbelonging@indot.in.gov.
Once you have received notice of receipt from INDOT’s Equity and Inclusion team you may submit your
plan to the office of CEIOO.

EFRG Guidelines 11/2/22—



FAQs

Q: Can the group meet during work hours?

A: EFRG’s operate independent of the State so as a general rule meetings and events must take place
outside of work hours which includes your lunch break. Under the WHOLE policy, agencies can be
flexible with their employees’ schedules if the event is considered professional/organizational
development, community outreach or philanthropy focused.

Q: Will INDOT fund EFRGs?

A: EFRGs are employee-funded and may not use state funds. However, in some instances state funds may
be requested if being used for approved, operational activities related to work.

Q: How much support can we expect from INDOT?

A: We will support by integrating EFRG leaders into the I&B teams, helping them gain visibility to
opportunities and leverage various internal and external networks to achieve their goals. INDOT supports
EFRGs and appreciates the value they bring to the agency. Currently, the process and approval of EFRG’s
are completely managed by the Office of the Chief Equity, Inclusion, and Opportunity Officer. INDOT will
and abide by all guidelines and policies set forth by the Governor's Office.

Q: How many members do I need?

A: At least 10 members to start. There is no limit on the maximum number of members.

Q: Is there anything leaders need to submit to the CEIOO regularly?

A: Yes — EFRG leaders need to submit quarterly reports and annual action plans & goals.

References:

IRUA Policy
WHOLE Policy'

EFRG Guidelines 11/2/22
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Categories of Colleague Engagement Networks

To determine eligibility of events and initiatives, a CEN must fall into one of the three recognized
categories:

e Peer Networking and Support
o This network can provide a mechanism for employees to share information, advice,
support and guidance with each other.
e (Career Progression
o This network may help promote the professional development of specific employee
groups in areas such as business practice, presentation and/or leadership skills.
e Shared Interest

o This network can provide space for colleagues who share a similar interest, hobby, or
demographic.

Establishing a Colleague Engagement Network

1. A chair and co-chair of the suggested CEN must be decided and in agreement with the goals and
focus of the group that align with one of the CEN categories outlined in this guidance.

2. Establish the operating structure and recruit initial members to join.

3. Complete the Colleague Engagement Network Proposal Worksheet to submit to the Talent
Management Inbox (TalentManagement@indot.in.gov).

a. Proposals for the creation of CENs are reviewed upon receipt of the proposal. The
Employee Engagement Representative will get back to you with a request for further
information, approval, and/or denial of your proposal within 5 business days.

4. Continue to recruit members, meet once every quarter, and maintain open communication with
your Executive Sponsor to maintain active status.

Sustaining a Colleague Engagement Network

Each Chair and Co-Chair of the active CENs will be required to meet with the Employee Engagement
Representative in a bi-annual CEN group meeting. At this time, all CENs will be required to provide the
current list of members, the name of their Executive Sponsor, a list of meetings/ events the CEN

conducted since the last meeting, and their schedule of meetings/ events planned before the next
meeting.

Use of State and People Resources
“Peer Networking and Support” or “Career Progression” Category:

e Eligible to operate during agency hours, pull in members of the agency to assist or participate in
initiatives and/or meetings, and host meetings during agency hours.

“Shared Interest” Category:

e Intended to operate outside of agency hours and only offer certain initiatives during agency
hours with the Talent Management Representative and Executive Sponsor’s approval.
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All Colleague Engagement Networks:

e Eligible to operate on agency time during meetings called by the Employee Engagement
Representative and/or the Executive Sponsor.
e  Must create communications (flyers) using personal resources to market events, initiatives, or
membership.
o CENs can hang flyers in the office
e Canonly use free resources provided by INDOT.
o Microsoft Teams channel to communicate with one another and plan meetings.
o CENs cannot create a CEN-related Outlook Email.

DEFINITIONS

Colleague Engagement Network (CEN)

o A group of Indiana Department of Transportation (INDOT) team members that are linked by a
common purpose, interest, or goal.

Chair

o Will guide the network and play a key role in shaping its agenda and be the lead contact for the
Executive Sponsor.

Co-Chair

o Supports the activities of the Chair, assists in coordination and is second in command in the
event the Chair is unavailable.

Executive Sponsor

o A senior executive that can advocate on behalf of the network, guide the network’s strategy and
direction, help solve any issues, and generally raise the profile and influence of the network
within the agency.

Talent Management Representative

o Typically, a member of Employee Engagement, the Talent Management Representative regulates
and follows up with all CENs regularly to ensure compliance and follow-through on the goals and
initiatives set out in the CEN Proposal Worksheet.

Colleague Engagement Network Proposal Worksheet

o The document needed to be submitted to the Talent Management Representative to establish a
new CEN. This document also provides an overview of the operating structure of your network,
identifies the goals and mission of the CEN, guides key activities, and determines eligibility of
events and meetings to be held within working hours.

Active Status
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o ACEN that is still eligible to continue operating within the expectations of this guidance and the
initiative set out in the CEN Proposal Worksheet.

REFERENCES

Colleague Engagement Network Proposal Worksheet
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Introduction

Welcome! The Equitable Hiring Guide was designed to assist hiring managers across INDOT with equitable
interviewing practices during the hiring process. The purpose of this tool is to standardize the interviewing
process so we can offer the best experience to candidates.

Additionally, and most importantly, we aim to ensure that the interviewing process operates through an equitable
and inclusive lens that promotes diversity. INDOT values Diversity, Equity, and Inclusion, and is committed to
hiring a talented and highly skilled workforce to serve all Hoosiers.

The guide flows in order from prepping before the interview(s), conducting the interview(s), deciding to hire, and
then welcoming the new hire to the team.

Your role as a hiring manager is a crucial one. We appreciate your efforts, and we want to make the process easier

for you, no matter if you are a seasoned pro or are hiring for the first time. By following the guide, you will be
able to create a smooth, effective process that results in a positive candidate experience.

/@ Inclusion&

" Belonging
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Highlights

e About how long should each interview be?

o Screening Interview (optional): 15-20 minutes.

o  First-round: 45-60 minutes.

o Second-round (if needed): 45-60 minutes.

o See page 6 for more information.

e What questions should I ask in a screening interview?

o Basic questions (e.g., tell me about yourself), resume details, interest in the position, salary

expectations.

o See page 7 for more information.

e Rubrics for second-round interviews make evaluating candidates easier for you, help reduce bias, and
provide a more objective review of candidates.

o See pages 12-14 for a template you can print.

e [tis important to keep biases in check. Two common types of bias that can show up when interviewing:

“Just Like Me” Bias Halo/Horns Effect

This is being biased in favor of candidates who The halo effect occurs when a positive

are like you. Maybe this candidate went to the impression or seeing one trait positively leads

same college as you, grew up in the same town, you to treat someone more favorably and

or they have a similar personality to you. This overlook their bad traits. Conversely, the horns

is not a harmful thing, but it can mean that other effect occurs when a negative impression/trait

qualified candidates are overlooked. leads you to treat someone more poorly and this
overshadows positive traits. See page 20 for
more information.

e How do I foster a sense of belonging for a new employee?

o There are many things you can do, such as celebrating accomplishments or personalizing

introductions more.

o See page 23 for more information.

e  What do I do if a candidate asks me questions about equity and inclusion?

o Avoid sharing your personal views and share the agency’s stance.

o See page 24 for more information.
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Before the Interview

There is ample planning and prep work that occurs before the actual interview. The target time to hire metric is
20 days or less.

Interviewing should take place within two weeks of posting a position. Tip: Select an ideal start date for your new
position and move backwards to schedule. For example, if you ideally want a traffic engineer to start on May 1%,
you will then aim to finish interviewing, decide on a top candidate, and notify them by April 14" and complete
pre-hire checks/provide a final offer by April 20™.

If you will be using an interview panel, identify panel members as early as possible (even before posting the job)
and work with them to block off adequate time on their calendars for interviews. Also, carefully consider who to
include on the panel. Does the panel embody diverse perspectives and identities? Do they represent INDOT well?

How many rounds of interviews should I do?

We recommend no more than 3 interviews total, including the screening interview. We want to be
respectful of interviewees’ time and not lose top talent from having too long of a process.

Should the interviews be in person or virtual?

We recommend conducting a brief phone screen, then having either an in-person or Teams interview,

or both if you are doing 3 interviews. It is important to acknowledge possible differences in preferred
mode of interview as well. If you only conduct in-person interviews, this may be a barrier for candidates
and thus, you could be missing out on high-quality talent. With a diverse candidate pool of applicants,
we suggest a virtual interview first followed by an in-person interview so that everyone can shine in the
format they are comfortable with. This way, we have an equitable process for everyone.

How long should each interview be?

Interview Mode Recommended Length of Time
Screening Interview (Optional) 15-20 minutes
First-Round 45-60 minutes
Second-Round (If needed) 45-60 minutes
r o |

Remember! Be sure to accommodate any reasonable needs if requested by the candidate,
such as an accessible parking space, a break for a breastfeeding mother to express milk, a
private space for prayer, etc. If you do not know how to reserve rooms or where accessible
parking is, you can reach out to your HR Representative. For more information, visit:
https://www.in.gov/spd/policies-and-procedures/americans-with-disabilities-act/
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The Screening Interview

The first stage of interviewing is the screening interview. The purpose of the screening interview is to get an
overall impression, clarify the resume, and weed out those who do not meet qualifications. Screening interviews
are meant to be brief, and is not the time to ask the in-depth, open-ended questions.

How to conduct a phone screen:

1. Introduce yourself and ask the candidate how they are doing.

a. Ifthere is a piece of their resume or experience you connect with — bring it up. For example, if
you see they previously lived in a state you love to visit, say so. Kind, authentic small talk can
put the candidate more at ease.

2. Outline what to expect during the interview.

3. Ask the basic questions.

4. Ask resume details.

5. Ask about their interest in the position.

6. Ask about salary expectations.

7. Ask and answer if there are any questions the candidate may have for you.

8. Thank them and provide details on next steps.

Here are some examples of questions to ask for each category. Pick one or two from each category.

Basic Questions

e Can you walk me through your background?
o Tell me a little bit about yourself.

e  When could you begin working? (Note: this may give the impression that the candidate is further along
in the process.)

Resume Details
e  What skills have you gained that match this position?
e (Can you tell me more about [one previous job or experience that may be relevant to position]?

Desire for the Position

e  What attracted you to this position?
e  Why did you apply for this position?
e How did you hear about this position?

Salary Expectations

e How much would you like to earn in this position?
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Red Flags:
I- Talking negatively about a previous employer.
[ Extreme focus on the pay.
I- Shows no interest in the specific role.

I- Shows a lack of preparedness.

Tips:
- o
i () “w
Although you may want to Be mindful of time. Do not Keep an open mind and be
knock out all the screening ask too many questions and mindful of your biases to
interviews in a block of time, leave time at the end for any limit its influence on your
don’t schedule calls back- questions they have for you. decision-making concerning
to-back. You would then be the candidate. See Page 18 for
rushing through questions, and more information on bias.

if one call ran late then all the
following calls would start late.
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First/Second-Round Sample Interview Questions

You’ve scheduled the next round of interviews with candidates, and now you need to plan what questions to ask.
Creating interview questions could be the most challenging part of the process for a hiring manager. Included
here are sample questions you can use. It is important to think about what questions will best give you the
information you need to determine a candidate’s skills for the job.

What makes a good interview question?
v' They are open-ended, meaning that they cannot be answered with a simple “yes” or “no.”
v" They do not intend to trick the interviewee.

v" They illustrate a direct link to the competencies and knowledge necessary for the position.

What is a competency-based question?

A competency-based question is a behavioral interview question that seeks to assess a specific skill or
competency needed for the position. It lets you know how a person has handled a situation in the past
and/or how they may handle a situation in the future.

Which round should I ask competency-based questions?

You can use these questions for any round. However, for a screening interview, it may be best to use
fewer of these types of questions, if any, and focus more on walking through the candidate’s resume and
asking why they are interested in the position.

When deciding on what questions to ask, first think about what skills/competencies matter most for the position.
Then you can narrow down what specific questions you want to ask.

Additional Considerations:

e Historical questions (“tell me about a time when”) and easy to prepare questions may result in a good
storyteller and could be inaccurate in predicting success in a position.

e Instead of asking typical problem-solving questions, you can provide candidates a description of a real
problem they will face on the job and have them walk you through steps they would take to solve it.

o  Sell the position and INDOT. You can proactively ask, “what are the top factors that you’ll use to
consider a job offer?” and then give compelling information in response to their top factors.

Remember! Be mindful of how many questions you can feasibly ask
in a set amount of time. Also, you’ll want to leave about 10 minutes for
the interviewee to ask you questions. They are interviewing you too!
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Example Interview Questions

Competency

How have you worked well with someone who had a different experience, education,
training, or perspective than you?

What makes an inclusive work environment and how do you plan to promote inclusion and
a sense of belonging in this position?

Tell me about an occasion when you were able to connect people from different
backgrounds/cultures in a united effort.

Diversity

Describe a time when a team experience was rewarding. What made that experience
rewarding?

Describe a time when you helped a team member solve a problem without being asked.

Teamwork

What challenges have occurred when coordinating work with other departments/units/
divisions?

Give an example of a time when you had to change your communication style with a
particular person.

Communication

Outline the steps you’d take to adapt when a dramatic, unexpected change occurs.

Tell me about a time when you had to adapt to an uncomfortable situation.

Adaptability

How do you develop a project’s goals and project plan?

What is a significant project that you managed and how did you make sure that everything
was getting done correctly and on time?

Project Management

What are challenges leaders may face and how would you overcome them?
What leadership skills do you find most useful?

Tell me about a time when you effectively demonstrated leadership skills.

Leadership

Outline the steps you would take in dealing with an especially difficult employee or
coworker. What would a successful outcome look like?

Give an example of a situation where you disagreed with a coworker’s idea. How did you
express your opposition and what happened as a result?

Conflict Resolution

Give an example of a time when you used effective time management skills to complete a
project ahead of schedule. What was the project and how did you prioritize tasks?

Tell me about a time when you missed a deadline. How did you handle it?

How do you limit distractions?

Time Management
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How have you dealt with failure in the past? Integrity
Give an example of how you have acted with integrity in your work.

What does integrity in the workplace mean to you?

Tell me about a time when you recognized a potential problem as an opportunity.
Initiative/Motivation
Give an example of something you have done to make your job easier or more interesting.

Describe a time when you had a project that required you to work well under pressure. How Stress Management
did you deal with it?

What steps do you take to prevent a situation from becoming too stressful to manage?

Tell me about a time when you helped resolve a group problem. What caused the problem Problem-Solving
and what was the solution?

Describe a time when you faced an unexpected challenge at work.

Give an example of a situation when your ability to notice another person’s feelings or Empathy
concerns enabled you to proactively address an issue.

Describe a work situation that required you to really listen and display compassion for a
coworker who was telling you about a personal or sensitive issue. What did you do?

How do you build team spirit in an environment of low morale? Building Morale

How do you celebrate an individual’s or your team’s successes?

Outline the steps you'd take to continuously learn and maintain your expertise in one Learning
important technical area.

What is something you plan to learn for this position?

Outline your learning process when learning a new skill.

For additional competencies used by the State, check out these resources:

SAP Competencies List:
https://www.in.gov/indot/files/SAP-Competencies-List.pdf

Competency Development Guide:
https:/www.in.gov/indot/files/ COMPETENCY-DEVELOPMENT-GUIDE _Final.pdf
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Interview Rubrics

Using rubrics to evaluate responses to interview questions is a great way to assess a candidate’s skills and have
a record of notes for later reference. Rubrics help maintain consistency and fairness with evaluating and ranking
candidates. This consistency results in a more objective review of candidates and helps with reducing bias.

What is a rubric?

A rubric is a matrix that allows you to assign a score to how the question was answered. It defines the thresholds
for various levels and the must-haves of the role.

See the example of an abbreviated interview rubric on the following page. This Communicating Effectively
example is just one section of a whole interview. This format can be repeated with multiple question sets
concerning competencies such as critical thinking, organization, and/or other competencies you want to assess.

We encourage you to take this rubric example and use it for your own interviews. Feel free to incorporate
questions best targeted for the position (see our Sample Interview Questions).
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INTRODUCTIONS

1. Introductions: Name, Title, & Short Description of Your Role

a. Order of Introductions:

2. What aspects of this position are you excited about and best fit your interests and skills?

[Category of Questions] Example: COMMUNICATING EFFECTIVELY

3. We find that what works with one person does not necessarily work with another. We must be flexible in
our style of relating to others. Give an example of when you had to vary your communication style with a
particular person.

4. Follow Up: When communicating across differences (such as race, gender identity, etc.) how do you

effectively convey your message?

Beginner (1) Benchmark (2) Milestones (3) Advanced (4)
COMMUNICATE | Experiments Participates in Demonstrates Demonstrates
EFFECTIVELY | with communicating the knowledge the knowledge
communicating | across difference to communicate to communicate
effectively. in a silo, effectively and across | effectively and across
Ability to learn | unintentionally. while they may difference while
new methods is | Ability to learn see connections to also clearly seeing
doubtful. new methods is workplace issues. the connection to
uncertain. Ability to learn new workplace issues.

systems is apparent.

Ability to learn new,
complex methods is
apparent.
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At the end of the interview:

CANDIDATE WRAP-UP

5. What questions do you have for us?

Next Steps:

e Thank you for taking the time to go through this process and interview with us!

Candidate Strengths Candidate Areas of Growth

Overall Score (Out of 16; Up to 4 points per category):

Communicating Effectively Score:

[Category] Score:

[Category] Score:

[Category] Score:
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Legally Impermissible Personal Questions Chart

There are some topics that are legally off-limits to ask an interviewee due to Title VII of the Civil Rights Act of
1964, such as age, disabilities, national origin, citizenship, criminal record, marital status, or military discharges,
while other topics may be acceptable depending on what you are specifically asking.

The table below provides different topic areas and what is prohibited and permissible to ask.

TOPIC DON'T ASK THIS ASK THIS INSTEAD
Address/Residence  About foreign addresses that * Phone number and other
would indicate a national origin contact information, like

current address.
* Who do you live with?

* Do you own or rent?

Age * How old are you? * No questions should be asked
about a person’s age. Your HR
* When were you born? Representative will verify age,

if necessary.

» Any question that would tend
to identify persons who are 40
and older (“Do you remember
working before e-mail was

around?”)
Arrest and Conviction * Have you ever been arrested? Your HR Representative will
conduct a background check
» Have you ever gone to jail? which includes the candidate’s
criminal convictions.
Attendance/Reliability | < Who is going to babysit your » What hours and days can you
children? work?
* Do you have pre-school age * Are there specific times that
children at home? you cannot work?

* Do you have a car?

Citizenship/National » What is your national origin? * No questions should be asked
Origin about a person’s citizenship
* Are you native-born or naturalized? or national origin. Your HR
Representative will verify if the
* Where are your parents from? new hire is authorized to work in
the United States.

* What is your maiden name?

* (Before hiring) Can you show proof
of citizenship?




