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Equal Employment
Opportunity Checklist

	The contract EEO Special Provisions, in general terms, obligate the contractor: 

	

	(1) not to discriminate, (2) to have a policy, (3) to name an equal employment officer, (4) to disseminate policy and procedures, (5) to recruit with emphasis on minorities and women, (6) to handle wage and personnel actions of every type without regard to race, color, religion, sex or national origin, (7) to make full use of apprenticeship, pre-apprenticeship and other training programs, (8) to use best efforts to obtain cooperation of unions to effect referrals of minorities and women and increase opportunities for minorities and women, (9) to use best efforts to utilize minority subcontractors and subcontractors having minority and women employees, and (10) to keep records of minority, non-minority and women employees and submit certain reports.

Listed below are 36 detailed obligations contained in these special provisions reduced to a checklist for quick reference.  

These special provisions require the contractor to agree:

	 1.  


 2.


 3.

 4.

 5.


 6.


 7.

 8.

 
 9.

10.

11.

12.

13.


14.


15.


16.



17.
	Not to discriminate, and to take affirmative action to assure equal employment opportunity on the contract work without regard to race, color, religion, sex or national origin.

To include these requirements in every subcontract of $10,000 or more (not including contracts for supplying material).

To accept the prepared policy statement as operating policy.

To name an equal employment opportunity officer.

To make staff who are responsible for personnel cognizant of the equal employment opportunity policy and active in its implementation.

To hold periodic meetings with supervisory and personnel employees before start of work, and then not less often than once every six months, to review policy and its implementation.

To give indoctrination to all new supervisory and personnel employees within thirty days of initial employment.

To instruct all employees engaged in direct recruitment in the firm’s methods of locating and hiring minorities and women.

To make the policy known to all employees, prospective employees and sources of employees.

To post notices of the firm’s policy in areas readily accessible to employees and potential employees.

To bring the firm’s policy and its implementation to the attention of all employees.

To include in advertisements for employees “An Equal Opportunity Employer” notation.

To put ads (when used) in newspapers having a large circulation in minority group areas from which employees would normally be derived.

To conduct recruitment through public and private referral sources likely to yield qualified minority and women applicants, including state employment agencies, schools and minority organizations.

To identify sources of potential minority group and women employees and to establish procedures under which applicants from these sources may be referred to the contractor.

To provide immediate written notification to the office of Federal Contract Compliance Programs (OFCCP) when- ever a union fails to refer back to the contractor minorities or women who were originally sent to the union by the contractor.

To provide immediate written notification to the OFCCP when the contractor has other information that the union referral process impeded the contractor’s efforts to meet its obligations.
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	18.


19.


20.


21.

22.

23.


24.

25.


26.

27.


28.



29.


30.


31.



32.


33.

34.

	To encourage present employees to refer minority group and women applicants by posting notices and by discussing procedures with them.

To take action on wages, working conditions and personnel matters of every type without regard to race, color, religion, sex or national origin.

To conduct periodic inspections of job sites to insure that working conditions and facilities do not indicate discriminatory treatment.

To check spread of wages within a classification to guard against discrimination.

To review selected personnel actions in depth to detect and correct discrimination.

To investigate all complaints and resolve or take corrective action where necessary and inform the complainant of all avenues of appeal.

To assist in locating, qualifying and increasing skills of minority and women employees and applicants.

To make full use of pre-apprenticeship, apprenticeship and on-the-job training programs in the area of the contract (consistent with manpower requirements and regulations under law)

To advise employees and applicants of available training programs and entrance requirements.

To review training and promotion potential of minority and women employees and to encourage eligible employees to apply for training and promotion.

To use best efforts to obtain cooperation of unions to get them to refer minorities and women.  (Note: The failure by a union to refer either minorities or women when requested by a contractor shall not excuse the contractor’s obligations under Executive Order 11246.)

To use best efforts to develop joint training programs with unions to increase skills of minority group and women employees.

To use best efforts to incorporate equal employment opportunity clauses in all union agreements as a means to bind unions to refer applicants without regard to race, color, religion, sex or national origin.

To fill employment vacancies (when union is unable to refer applicants within time limit set forth in union agreement) through recruitment procedures without regard to race, color, religion, sex or national origin, making full efforts to obtain qualified minorities and women.

To use best efforts to utilize minority subcontractors or subcontractors having meaningful representation of minorities and women.

To use best efforts to assure subcontractor compliance.

To keep such records as are necessary to determine compliance with equal employment opportunity obligations.  These records should indicate:

	(a)
(b)
(c)
(d)
	number of minority, non-minority and women in each classification or contract;
progress and efforts in getting union cooperation to increase minority and women opportunities;
progress and efforts in locating, hiring, training and upgrading minorities and women;
progress and efforts made in securing minority subcontractors and subcontractors with a meaningful representation of minorities and women.

	

	35.
	To retain records for 3 years following completion of the contract work and keep them available for government inspection.

To report number of minority, non-minority and women employees in each classification on contract work to the Illinois Department of Transportation every month for the duration of the project.


	
	
FOR MORE DETAILS REGARDING THESE REQUIREMENTS, SEE THE CONTRACT EEO PROVISIONS.
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