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AFFIRMATIVE ACTION/EQUAL EMPLOYMENT OPPORTUNITY

POLICY STATEMENT
___________________________________________

(Name of Company)


It is the policy and practice of this Company to assure that no person will be discriminated against or be denied the benefit of any activity, program or employment process receiving public funds, in whole or in part, in the areas of recruitment, advertising, hiring, upgrading, promotion, transfer, demotion, lay off, termination, rehiring, employment, rates of pay and/or other compensation.


This Company is an affirmative action/equal opportunity employer and is strongly committed to all policies which will afford equal opportunity employment to all qualified persons without regard to race, color, religious creed, age, marital status, national origin, ancestry, sex, sexual orientation, mental retardation or physical disability including, but not limited to, blindness, unless it is shown that such disability prevents performance of the work involved.


This policy and practice applies to all persons, particularly those who are members of the protected classes identified as being Black, Hispanic, Asian American, Native American Indian, Women and Persons With Disabilities.  This Company will implement, monitor and enforce this affirmative action policy statement and program in conjunction with all applicable Federal and State laws, regulations and executive orders.


In order to implement our affirmative action program, this Company will develop written strategies and plans designated to correct any deficiencies identified when the study of the workforce has been completed.  Managers and supervisory staff will be advised of their responsibilities to ensure the success of this program.


Ultimate responsibility for this affirmative action program will be with the Chief Executive Officer.  The day to day duties for the plan will be coordinated by _____________________________ who is hereby designated to be the Equal Employment Opportunity/Affirmative Action Officer for this Company.


This affirmative action plan has my total support. I expect each manager, supervisor and employee of this Company to aid in the implementation of this program and be accountable for complying with the objectives of this Affirmative Action Plan.

_________





_____________________________

  Date





 
Chief Executive Officer
INFORMATION PROVIDED TO EMPLOYEES/ WORK FORCE

****************************************************************


This section of the Affirmative Action Plan should describe the actions that the Company takes to inform present employees about Company equal employment opportunity and affirmative action hiring commitments.  Describe below the specific actions it takes to communicate  Company equal employment opportunity and affirmative action hiring commitments to its workers.

****************************************************************

Sexual Harassment Prevention Training and Policy Statement

****************************************************************

You are reminded that pursuant to CONN. GEN. STAT § 46a-54(15):

1) an employer with three or more employees is required to post in a prominent and accessible location a notice concerning the illegality of sexual harassment and the remedies available to victims of sexual harassment; and, 

2) an employer having fifty (50) or more employees must also provide two hours of sexual harassment prevention training and education to all supervisory employees in the state of Connecticut within six months of their assumption of a supervisory position.

Please indicate below that the company is in compliance with each of the above provisions that applies or indicate how and when the company will achieve compliance. To document compliance to the training provision, please provide specific information as to date, place, agenda, qualification of presenters and names of attendees for any training provided. If training is required, please identify a date within six months when training will be completed. 

Further information, including the required Sexual Harassment Is Illegal policy poster, regarding these provisions can be found at the CHRO web site (www.state.ct.us/chro) under the heading “Our Regulations.”

****************************************************************

INFORMATION PROVIDED TO THE PUBLIC
****************************************************************


This section of the Affirmative Action Plan should describe the actions the Company takes to inform prospective employees and subcontractors, employment recruitment resources and the public about the Company commitment to equal employment opportunity and affirmative action.  Identify below, by name and address, the recruitment resources the Company will use to recruit minority and female workers for all employment openings at the Company as they occur.  This section should also contain a commitment to keep records and documentation of all personnel activities.


State contractors are also reminded that all employment opportunities resultant from State contracts must be posted with the Connecticut State Employment Service. State contractors must include the following statement in all employment recruiting notices.

"Affirmative Action/Equal Opportunity Employer"

****************************************************************

DUTIES OF DESIGNATED EQUAL OPPORTUNITY/AFFIRMATIVE ACTION 

OFFICER

****************************************************************


This section of the Affirmative Action Plan should identify who in the Company has the day to day responsibility to implement the Company Equal Opportunity/Affirmative Action Program, and list the specific duties that this person will undertake regarding this responsibility.  The person assigned to be the Equal Employment Opportunity/Affirmative Action Officer should have commensurate authority within the Company to carry out these tasks and be formally appointed to the position by written directive of the Company Chief Executive Officer.  Identify below the person who will be the Company designated Equal Employment Opportunity/Affirmative Action Officer and describe the duties of that person.
****************************************************************


TRADE CATEGORIES REQUIRED TO PERFORM WORK OF PROJECT
****************************************************************


This section of the Affirmative Action Plan should list below the trade categories that will be needed to perform the work of this specific project (include those to be employed by your Company and all subcontractors).  ****************************************************************

A.
Briefly describe the work of this project and estimate when work will be completed.

B.
List all trade categories to be employed on the project (including subcontractor trades):

COMPANY EMPLOYMENT STATISTICS REPORT
        PROJECT NO. ____________

CHRO cc-259

PROJECT NAME/LOCATION   _______________________________
  





    STATE OF CONNECTICUT

COMMISSION ON HUMAN RIGHTS AND OPPORTUNITIES

	company name


	street address 
	

	city


	state
	zip

	company official
	title
	phone #

date:


 This form should report the number of employees on your payroll on date of submission.
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PROJECT AFFIRMATIVE ACTION HIRING GOALS
****************************************************************

OPTION I


The Commission on Human Rights and Opportunities (CHRO) has identified, for each Metropolitan Statistical area (MSA) of the State, workforce participation goals for minority male and female trade workers.  The minority male goals are based upon the 1990 Connecticut Occupational Statistics.  The female goal is based upon the existing Federal requirement found in 41 CFR 60-4 (the female goal was set at 6.9% nationally by the United States Department of Labor and was derived from the 1970 labor force participation rate of women in skilled crafts in all industries).  The MSA goals are contained in Attachment I. (page 12)  The Company may choose to adopt the goals identified by CHRO for this project by  completing the sheet entitled “Project Work Force Affirmative Action Hiring Goals” (page 16)and including the goals contained in Attachment I. To use these goals, the Company should identify the MSA in which the project is to be performed and use the work force goals identified on Attachment I for that area.

OPTION II


If the Company believes that the project goals identified by CHRO are not appropriate for the project, the Company may choose to develop its own work force trade goals for the project.  In developing the goals for the project, the Company must include all of the trade categories that will be required to do the work of the project as described in the project bid specifications. 


The Company must identify each specific trade category that will be needed to perform work on the project (refer to “Trade  Categories Required To Perform Work Of Project” Section, page 8).  For each trade category required, the Company must establish separate goals for minority male trade workers and for female trade workers.  These goals must be based upon an acceptable data base for work force availability (such as the 1990 occupational statistics and/or similar publications).  The trade work force goals must be expressed as a projected percentage of work hour participation, based upon the trade work force availability, in each trade for the total project.  Attachment II and accompanying “Option II Worksheet” (pages 14 and 15), which must be completed, describes the goal setting process for the individual trade categories.


Project trade workforce goals established by the above procedure for each trade to be employed on the project must be expressed in terms of the Company committing a "good faith effort" for itself and for all on-site project subcontractors, as hiring opportunities occur, for achieving the specific percentage of total work hours in each trade to be worked by minority male trade workers and by female trade workers.


Should the Company choose to develop its own work force trade goals for the project based upon the above procedure, the sheet entitled “Project Work Force Affirmative Action Hiring Goals” (page 16) must be completed, containing the project work force trade goals developed by the Company.    
****************************************************************

ATTACHMENT I

PROJECT WORKSITE AFFIRMATIVE ACTION HIRING GOALS

State Metropolitan Statistical Area (MSA)

Minority/Female Trade Worker Availability


MSA
% Minority
% Female


  Workers
  Workers


Availability
Availability

Bridgeport
14%
6.9%

Hartford
15%
6.9%

New Britain
11%
6.9%

New Haven
14%
6.9%

New London/Norwich
8%
6.9%

Norwalk
17%
6.9%

Stamford
17%
6.9%

Waterbury
10%
6.9%

Bristol
2%
6.9%

Danbury
4%
6.9%

Middletown
8%
6.9%

Balance of State
2%
6.9%

Insert Map of 

“Metropolitan Statistical Areas” of State

ATTACHMENT II
OPTION II: GOAL SETTING PROCESS FOR 

INDIVIDUAL TRADE CATEGORIES FOR PROJECT


To conduct the required availability analysis, the Company must identify the employment recruitment area that it proposes to use (town, MSA, LMA, county etc.).  The employment area that the Company chooses must be reasonable and must be based upon the nature of the work and the area in which the work is to be done.  The area chosen must reflect the Company’s "good faith effort" to include minority and female workers within the project workforce.  The Company must then, based upon the individual trades that have been identified to participate on the work (refer to the “Trade  Categories Required To Perform Work Of Project” Section, page 7), identify the total numerical availability for workers in each trade using the employment recruitment area statistics previously chosen.  From that number, the Company should identify the total of all workers, the total of all male workers, the total of all female workers and the total of all minority male workers available for each trade category.


The trade goal for minority male workers is the total number of all minority male workers divided by the total number of all male workers, expressed as a percentage.



Total of all minority male workers



                                 
  = percentage



Total of all male workers  


The trade goal for female workers is the total number of all female workers divided by the total number of all workers, expressed as a percentage.



Total of all female workers 



                              = percentage



Total of all workers

OPTION II WORKSHEET

_________________________











MSA

	Trade Name
	Total   M&F
	Total    M
	Total    F
	 BM
	 HM
	NAM
	AAM
	 OM

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	



Within each trade category, list the total number of workers included in the category and all apprentice workers identified as being in the trade category, for each of the categories identified by the column heading.
PROJECT WORK FORCE AFFIRMATIVE ACTION

HIRING GOALS
_______________________________________________

(Insert Company Name and State Contract Number)


The above Company will undertake a “good faith effort” for itself and for the on-site subcontractors who will work on this State Contract, as hiring opportunities occur, to assure that no less than the following percentages of the total project work force work hours, on a trade by trade basis, will be worked by minority male trade workers and by female trade workers.

The work will take place in:
___________________

The project work force goal for minority

   male trade hours in each trade will be:


The project work force goal for female

   trade hours in each trade will be:
         6.9%


NOTICE TO GENERAL CONTRACTOR REGARDING OPTION I OR II


The general contractor has the overall responsibility for implementing the Project Workforce Affirmative Action Plan Goals, and for assuring that all project subcontractors are notified of their responsibility to support these Project Workforce Affirmative Action Plan Goals through their hiring and employment practices.
REVIEW OF EMPLOYMENT POLICIES AND PRACTICES

TO ASSURE NONDISCRIMINATION

****************************************************************


In this section of the Affirmative Action Plan, the Company should review the employment policies and practices which it uses to recruit, hire and promote people to determine if there are any barriers in the procedures that appear to unfairly limit opportunities for minority or female workers and/or applicants for employment in the workplace.  If the Company identifies any employment barriers, the Plan must indicate what the Company will do to eliminate those barriers (for example, if tests are identified as a barrier, is the Company able to find another means to qualify applicants and/or has the test been validated as a legitimate test of required skills?).  Describe below the results of the review of each practice, identifying any barriers found, and list corrective actions to be taken.

Job Qualifications:

Job Specifications:

Recruitment Practices:

Personnel Policies:

Job Structuring:

Training and Apprenticeship Program:

Subcontracting Practices:

Layoff and Termination Policies:

SPECIAL PROVISION 
APPRENTICESHIP TRAINING PROGRAM FOR STATE CONTRACT

VALUED IN EXCESS OF $10.0 MILLION AND WITH A PROJECTED DURATION OF EIGHTEEN (18) MONTHS OR MORE

****************************************************************

A Company to be awarded a state contract valued in excess of $10.0 million and which has a projected duration of eighteen (18) months or more, must report below:

a)
Whether the Company has,(or is a signatory to a collective bargaining agreement which sponsors), a state registered apprenticeship program; and,

b)
What “good faith effort” the Company will make to include registered apprentices in its direct workforce and/or in the workforce of project subcontractors during the course of the project.
****************************************************************

“GOOD FAITH EFFORTS” UNDERTAKEN TO INCLUDE MINORITY AND

WOMEN OWNED COMPANIES AS PROJECT SUBCONTRACTORS OR

SUPPLIERS OF MATERIALS
****************************************************************


In this section of the Affirmative Action Plan, the Company should document the "good faith efforts" that it undertakes to include a fair and equitable representation of small contractors(SBE)and companies owned by racial/ethnic minorities (MBE), woman(WBE)and disabled persons(DIS)as project subcontractors or suppliers of material.*  List below the names of all companies solicited and the resources that were used to identify bidders etc. (attach additional sheet if needed)

****************************************************************

A)
List the names of all companies solicited for this project


and identify which companies are SBE’s, MBE’s,WBE’s and


DIS’ 

B)
List the names of all resources used to identify the 

companies mentioned in Item # A

C)
Describe what other actions were and/or will be undertaken 
by the contractor to solicit bids from SBE’s, MBE’s, WBE’s 
and DIS’ for this project

*
The State definition for Minority Business Enterprise includes businesses owned by racial/ethnic minorities, woman and disabled persons.  The complete listing of state certified SBE’s, MBE’s, WBE’s & DIS’ is available on the CT Dept. of Admin. Services’ website.  (www.das.state.ct.us/purchase/setaside/index.html)    

MINORITY BUSINESS ENTERPRISE PROJECT GOALS
****************************************************************


In this section of the Affirmative Action Plan, the Company must identify the small contractors(SBE) and companies owned by racial/ethnic minorities (MBE), woman(WBE)and disabled persons(DIS) which are to be included on the project. 


For projects in which the contract awarding agency has established a small contractor and minority business enterprise contract set aside requirement, the Company must identify by company name and value what company(s) will be used to satisfy the requirement.  “Set aside” contractors must have a valid certification from the CT Department of Administrative Services(DAS)and be listed in the DAS website. (www.das.state.ct.us/purchase/setaside/index.html)
SBE, MBE. and WBE contractors that participate on this project to document compliance to the “Small Contractor Set-Aside Program” goal must perform not less than fifteen (15) per cent of the work with his/her own forces and shall require that not less than twenty five (25) per cent of  the work be performed by contractors or subcontractors eligible for awards under this section to comply with CONN. GEN. STAT.§4a-60g(f).


For projects in which there is no set aside requirement, the Company must still undertake a "good faith effort" to include companies owned by MBE’s, WBE’s and DIS’ as subcontractors and suppliers.  This section of the Plan should describe the "good faith efforts" that were taken.  Should a Company submit the name of a company which is not certified as a Minority Business Enterprise by DAS, that company may still be identified as such by submitting the CHRO affidavit, which is contained in the bid document.


Once the Company has identified the subcontractors to be used to comply with the above requirements, the Company shall not substitute these subcontractors during the project except for “good cause” as defined in CONN. GEN. STAT. Section 

4b-95(c).(refer to the bid document) 


The Company should use Attachment III (page 21) to identify the small and small, minority business set aside subcontractors to be employed on this project.(attach additional sheets as necessary) ****************************************************************
















Attachment III

Small Contractor and Minority Business Enterprise Goals and/or “Good Faith Effort” Contractor Participation
Total project value is $__________. 

Project has SBE requirement of____%, which include MBE requirement of____%; OR,






Project requires only  “good faith effort” for MBE contractors____. 

A.
Please identify MBE/WBE/DIS contractors who will participate on the project.

	company name
	address
	DAS certification

expiration date
	contract value
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	=____% of project value


B.
Please identify SBE contractors who will participate on the project.

	company name


	address
	DAS certification

expiration date
	contract value
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total SBE/MBE/WBE/DIS contract value=
	
	=____% of project value


Please use additional sheets if necessary

PROGRAMS/INITIATIVES TO SUPPORT

MINORITY OWNED BUSINESSES
****************************************************************


In this section of the Affirmative Action Plan, the Company should describe below any actions, programs or initiatives that the Company supports to help small contractors(SBE) and companies owned by racial/ethnic minorities(MBE), woman(WBE)and disabled persons(DIS) to grow and develop as successful businesses. 
****************************************************************

PROJECT REPORTING AND MONITORING PROCEDURES
****************************************************************


During the time of actual construction work on this project, the Company will prepare and submit the following information to report on the progress of its implementation of the Affirmative Action Plan for this work:

Workforce Goals:


The Company will submit a monthly report to the Contract Awarding Agency and to the Commission on Human Rights and Opportunities on behalf of itself and all subcontractors who perform work on the project during the given month to report the work hour participation of minority and female workers in each trade category on the project.  The report will be submitted on CHRO form 257 by the 15th day following the end of each month.(Refer to Addenda # A)
Small Contractor Set Aside Goals:


On state contracts which include small contractor set aside goals, pursuant to CONN.GEN.STAT. Section 4a-60g, the Company will submit to the Contract Awarding Agency and to the Commission on Human Rights and Opportunities a quarterly small contractor and minority business enterprise payment status report.  The report will be submitted on CHRO form 258 within 15 days of the end of each calendar quarter. (Refer to Addenda # B)
****************************************************************

CONCLUDING STATEMENT

I have read and pledge my full support to all sections of this Affirmative Action Plan.  The Plan, and the commitments therein, are true and correct to the best of my knowledge and I pledge a "good faith effort" to achieve the objectives of the Plan within the established time frames.


The implementation of the goals in this Plan will be evidence that this Company is willing to cooperate with the Commission on Human Rights and Opportunities in its effort to promote equal employment opportunity and affirmative action in the State of Connecticut.  I will continue my commitment and total support to the principles of a strong Affirmative Action Plan for this Company.

_________





_______________________

  Date





Chief Executive Officer 

_________





__________________________

  Date





Affirmative Action Officer

P: revised affirmative action 

   plan format 5-7-02
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Contract Compliance Unit
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Hartford, CT 06106
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____________________________
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	3. PROJECT AAP GOALS
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	4. REPORTING PERIOD
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	NAME AND LOCATION OF CONTRACTOR (submitting report):
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	5.
	                                                      6. WORK HOURS OF TRADE WORKERS EMPLOYED ON PROJECT
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	11. COMPANY OFFICIALS SIGNATURE AND TITLE


	12. TELEPHONE NUMBER (Including area code)
	13. DATE SIGNED
	PAGE

________OF________


Addenda # A  (rev 5-7-02)                                                                                 CHRO CC-257
QUARTERLY SMALL CONTRACTOR AND

MINORITY BUSINESS ENTERPRISE

PAYMENT STATUS REPORT










Quarter Ending _____

1)
General Contractor Name

2)
State Contract Number

3)
State Contract Award Agency

4)
Project Name


5)
Estimated Completion Date ____

6)
Project Value


7)
Percent Completed to Date ____


(Include all change orders)

8)
Listing of all small contractors and minority business enterprise contractors on the project to comply with contractual small business set aside provisions:

Company Name


Total Contract Amount
   
Total Monies






  (Include all

   
Paid to Date






   change orders)

___________________

_____________________
   
____________

___________________

_____________________
   
____________

___________________

_____________________
   
____________

___________________

_____________________
   
____________

___________________

_____________________
   
____________

___________________

_____________________
   
____________

___________________

_____________________
   
____________

______________________________________


   _______________

Signature of Company Official



   Date of Report

Copy:
1) Contract Awarding Agency


2) Commission on Human Rights & Opportunities:


   21 Grand Street, Hartford, CT 06106   

Addenda # B







CHRO cc-258

For additional information concerning Affirmative Action Regulations that cover the preparation of Affirmative Action Plans, please see the Commission on Human Rights and Opportunities (CHRO) website:

http://www.state.ct.us/chro/metapages/regulations/AARegs.htm
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