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COMMONWEALTH CONTRACT COMPLIANCE PROGRAM

DEFINITIONS

EEO Plan – A set of specific and results-oriented procedures to which a contractor shall apply every good faith effort to identify and eliminate all discrimination, unintentional or otherwise, against minority groups and women at all levels and segments in its work force.

Officials and managers – Occupations requiring administrative and managerial personnel, who set broad policies, exercise overall responsibility for execution of these policies, direct individual departments or special phases of a firm’s operations and are exempt from the minimum wage and overtime provisions of the Fair Labor Standards Act.  Includes:  officials, executives, administrators, middle management, plant managers, department managers and superintendents, purchasing agents and buyers and similar classifications.

Professionals – Occupations requiring either college graduation or experience of such kind and amount as to provide a comparable background.  Includes:  accountants and auditors, airplane pilots and navigators, architects, artists, chemists, designers, dietitians, editors, engineers, lawyers, librarians, mathematicians, natural scientists, registered professional nurses, personnel and labor relations specialists, physical scientists, physicians, social scientists, teachers, surveyors and similar classifications.

Technicians – Occupations requiring a combination of basic scientific knowledge and manual skill, which can be obtained through two years of post high school education, such as is offered in many technical institutes and junior colleges, or through equivalent on-the-job training.  Includes: computer programmers, drafters, mathematical aides, engineering aides, junior engineers, licensed, practical or vocational nurses, photographers, radio operators, scientific asst., technical illustrators, technicians (medical, dental, electronic) etc.

Sales – Occupations engaging wholly or primarily in direct selling.  Includes:  advertising agents and sales workers, insurance agents/ brokers, real estate agents/brokers, stock/bond sales workers, demonstrators, sales clerks, grocery clerks and cashiers/checkers etc.

Office and clerical – Administrative support occupations, including all clerical-type work regardless of level of difficulty, where the activities are predominantly non-manual, though some manual work not directly involved with altering or transporting the products is included.  Includes:  bookkeepers, billing and accounting clerks, messengers, office supervisors, office machine operators, shipping and receiving clerks, stenographers, receptionists, typists and secretaries, telephone operators, legal assistants and similar classifications.

Crafts Workers (skilled) – Manual workers of relatively high skill level having a thorough and comprehensive knowledge of the processes involved in their work.  Exercise considerable independent judgment and have usually received an extensive period of training.  Includes: the building trades (bricklayers, carpenters, electricians, plumbers, painters, sheet metal duct installers, roofers etc.), mechanics and repairpersons, skilled machining occupations, typesetters, metal engravers, pattern and model makers, stationary engineers, tailors and seamstresses, bookbinders, bakers, hand-painting and decorating occupations and similar classifications.

Operators (semi-skilled) – Workers who operate transportation or materials moving equipments, or who operate machine or processing equipment or perform other factory-type duties of intermediate skill level, which can be mastered in a few weeks and require only limited training.  Includes: apprentices (auto mechanic, bricklayer, carpenter, electrician, machinist, mechanic, plumber, building trade, metalworking trade, printing trade, etc.), operatives, attendants (auto service and parking), blasters, chauffeurs, delivery workers, sewers and stitchers, furnace workers, heaters (metal), laundry and dry cleaning operatives, milliners, mine operatives and laborers, motor operators, oilers and greasers (except auto), painters (manufactured articles), photographic process workers, truck and tractor drivers, textile machine operators, welders and flame-cutters, electrical/electronic equipment assemblers, butchers, inspectors, testers and graders and similar classifications.

Laborers (unskilled) – Workers in manual occupations that generally require no specialized training.  Perform elementary duties that may be learned in few days and require the application of little or no independent judgment.  Includes:  garage laborers; car washers and greasers; gardeners and groundskeepers, farm workers, longshoremen and stevedores; lumberjacks and wood choppers; laborers performing lifting, digging, mixing, loading, and pulling operations; and similar classifications.

Service Workers – Workers in both protective and non-protective service occupations.  Includes:  attendants (hospital and other institutions, professional and personal service, nurses aides and orderlies), barbers, child care workers, cleaners, cooks, counter and fountain workers, elevator operators, firefighters and fire protection, guards, doorkeepers, stewards, janitors, police officers and detectives, porters, waiters and waitresses, amusement and recreation facilities attendants, guides, ushers and similar classifications.

White Collar – Persons engaged in formal training for official, managerial, professional, technical, sales, office and clerical occupations.

Blue Collar – Persons engaged in formal training to be crafts workers, operators, laborers or service workers.

Race/ethnic designations as used here do not denote scientific definitions of anthropological origins. For the purposes of this report, an employee may be included in the group to which he or she appears to belong, identifies with, or is regarded in the community as belonging. However, no person should be counted in more than one race/ethnic group. The race/ethnic categories for this survey are:

White (Not of Hispanic origin) – All persons having origins in any of the original peoples of Europe, North Africa, or the Middle East.

Black (Not of Hispanic origin – All persons having origins in any of the Black racial groups of Africa.

Hispanic – All persons of Mexican, Puerto Rican, Cuban, Central or South American, or Carribean island origin regardless of race.
Asian or Pacific Islander – All persons having origins in any of the original peoples of the Far East, Southeast Asia, the Indian Subcontinent, or the Pacific Islands. This area includes, for example, China, India, Japan, Korea, the Philippine Islands, and Samoa.

American Indian or Alaskan Native – All persons having origins in any of the original peoples of North America, and who maintain cultural identification through tribal affiliation or community recognition.

	Contractor’s Name:
	     

	Federal I.D. Number:
	     
	

	COMPLIANCE REVIEW QUESTIONNAIRE

	
	
	YES
	NO

	1.
	Does your company/organization have an Affirmative Action/Equal Opportunity Plan with analysis of problems and action plan?  If yes, attach a copy.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Does your company/organization have a nondiscrimination policy?  If yes, attach a copy and describe how it is disseminated.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Are the Commonwealth’s nondiscrimination poster and your policy statement posted conspicuously throughout the various locations/offices in your company?  If yes, identify locations where the posters and policy statements are displayed.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Does your company/organization have a written Sexual Harassment policy?  If yes, attach a copy and describe how employees are made aware of it.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
	Does your company/organization have procedures for handling cases of alleged discrimination/sexual harassment filed by employees?  If yes, attach a copy.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
	If you have said procedures, do they include discrimination complaint filing addresses for your company/organization, Pennsylvania Human Relations Commission (PHRC) and Equal Employment Opportunity Commission (EEOC)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.
	Does your company/organization have an employee handbook?  If yes, attach.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.
	Does your company/organization include “An Equal Opportunity Employer” or ”EOE” and, if space, “Minorities and women are encouraged to apply” statement in all recruitment publications?  Please attach a copy of an ad showing the date.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9.
	Does your company/organization recruit from sources likely to yield minority and/ or women applicants?  If yes, attach documentation to or from said sources.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10.
	Is the nondiscrimination clause included in all of your company’s subcontracts?  If yes, attach a copy of each.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11.
	Has your firm/organization been involved in any legal action with PHRC, EEOC, or other federal, state, or local agency with respect to employment discrimination within the past two years?  If yes, provide docket number, date filed, basis (sex/ race/creed/color) and status (being investigated/cause/no cause/resolved).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	12.
	Does your firm/organization use a pre-employment application?  If yes, attach.  Explain your employment process from recruitment to final selection.  
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	13.
	Does your firm/organization review payroll for pay equity/wage disparity?  Who (what title/position) conducts the wage reviews and how frequently?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	14.
	Has your firm/organization done business with the Commonwealth in the past?  If so, with what agencies, in what parts of the state and over what period of time?
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	EMPLOYEE RECRUITMENT SOURCES
	PERIOD IN WHICH CONTACTS WERE MADE

	
	FROM:                                            
	TO:       

	List of employment referral sources (staffing agencies, newspapers, community organizations, etc.) with which referral procedures have been established or from which referrals of minorities and women have been received within the last year.  If none within the last year, show the last contacts that were made.



	NAME AND ADDRESS

OF 

RECRUITMENT SOURCE
	TELEPHONE #
	DATE OF 

CONTACT
	REASON FOR CONTACT
	RESULTS

(# Minorities, # Women)

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	PREPARED BY:

     
	DATE:

     
	TELEPHONE NUMBER:

     


	PERSONNEL TRANSACTIONS WITHIN THE LAST SIX MONTHS

(New Hires, Promotions, and Terminations)
	PERIOD

	
	FROM:                                    
	TO:       

	NAME
	RACE
	SEX
	TYPE OF TRANSACTION

(CHECK APPLICABLE COLUMN)
	DATE OF TRANSACTION
	JOB CLASSIFICATION
	REASON FOR TERMINATION

	
	
	
	NEW HIRE
	PROMOTION
	TERMINATION
	
	
	

	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     
	     

	PREPARED BY:

     

	DATE:

     
	TELEPHONE NUMBER:

     

	PERSONNEL INFORMATION

	COMPANY/

ORGANIZATION

POLICY OFFICER 

OR PRESIDENT
	NAME

     
	TITLE

     

	
	E-MAIL ADDRESS

     
	TELEPHONE NUMBER.

     

	
	
	FAX NUMBER

     

	COMPANY/

ORGANIZATION

EEO OFFICER
	NAME

     
	TITLE

     

	
	E-MAIL ADDRESS

     
	TELEPHONE NUMBER

     

	
	
	FAX NUMBER

     

	CONTRACT INFORMATION

	List all current Pennsylvania contracts/grants you hold as a contractor or grantee.  (Include contract/grant number, and PA county/counties where work may be performed or goods/services may be delivered.)  If more space is needed, please attach additional 8 ½ x11 inch sheets.  

	NAME OF 

COMMONWEALTH AGENCY
	CONTRACT NO.
	EFFECTIVE DATE
	TERMINATION DATE
	COUNTY/COUNTIES WHERE WORK IS PROVIDED
	DOLLAR AMOUNT

	     
	     
	     
	     
	     
	$     

	     
	     
	     
	     
	     
	$     

	     
	     
	     
	     
	     
	$     

	PREPARED BY:

     
	DATE:

     
	TELEPHONE NUMBER:

     


CONTRACT WORKFORCE UTILIZATION REPORT

Instructions:  Please attach a recent federal EEO-1 report OR complete a copy of this form for each contract/grant you have with the Commonwealth and show the workforce assigned to each.  If you attach a recent federal EEO-1 report, you only need to complete the top (contract number and county/counties) and bottom sections (starting with check box and company name) of this page.
	Contract/Grant Number
	County/Counties in or to which goods/services are provided
	Payroll Period Ending Date

	     
	     
	     

	OCCUPATIONS/

JOB CATEGORIES
	MALE EMPLOYEES
	FEMALE EMPLOYEES
	TOTAL

ALL 

EMP.

	
	Total 

Male
	Minority Groups
	Total Female
	Minority Groups
	

	
	
	Black
	Hispanic
	American

Indian
	Asian/

Pacific

Islander
	
	Black
	Hispanic
	American

Indian
	Asian/

Pacific

Islander
	

	1
	Officials and

Managers
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	0 FORMTEXT 

0


	2
	Professionals
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	0 FORMTEXT 

0


	3
	Technicians
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	0 FORMTEXT 

0


	4
	Sales Workers
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	0 FORMTEXT 

0


	5
	Office and Clerical
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	0 FORMTEXT 

0


	6
	Craft Workers

(Skilled)
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	0 FORMTEXT 

0


	7
	Operative

(Semi-skilled)
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	0 FORMTEXT 

0


	8
	Laborers

(Unskilled)
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	0 FORMTEXT 

0


	9
	Service Workers
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	0 FORMTEXT 

0


	10
	TOTAL
	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0


	11
	Total Employment

From Previous

Report, If Any
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	0 FORMTEXT 

0


	11B Date of previous report:       
The Trainee Data Below Shall Also Be Included In The Figures For The Appropriate Occupational Categories Above.

	12
	On-The-Job

Trainees
	White

Collar
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	0 FORMTEXT 

0


	13
	
	Blue Collar
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	0 FORMTEXT 

0


	

	 FORMCHECKBOX 
 See attached recent federal EEO-1 report.


	Name of Company/organization 

	
	     

	(Construction only)

 FORMCHECKBOX 
 See attached recent Monthly Contract Compliance Report (STD-28)
	

	Signature of Responsible Company Official:
	Date Signed:

	     
	     

	Print Name and Title:
	Telephone NUMBER:

	     
	     


PAGE  
2

