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Section II - Community-Based Organizations, Vendors and Suppliers

Failure to complete this form in its entirety will result in your plan being returned as incomplete.

Note:
If your entire company has fewer than fifteen (15) employees and you are requesting an exemption from submitting an affirmative action plan, complete the Request for Exemption form available at www.cityofmadison.com/dcr/aaFormsCBO.cfm.

	Number of Employees Worksheet

	
	Male
	Female
	

	Job Category
	White

(not of Hispanic origin)
	Black

(not of Hispanic origin)
	Hispanic
	Asian or Pacific Islander
	American Indian or Alaskan Native
	White

(not of Hispanic origin)
	Black

(not of Hispanic origin)
	Hispanic
	Asian

or

Pacific Islander
	American Indian or Alaskan Native
	TOTALS

	
	A
	B
	C
	D
	E
	F
	G
	H
	I
	J
	K

	11. Officers and Managers
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	12. Employees w/Disability
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	13. Professionals
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	14. Employees w/Disability
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	15. Technicians
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	16. Employees w/Disability
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	17. Sales
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	18. Employees w/Disability
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	19. Clerical & Admin. Support
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	20. Employees w/Disability
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	21. Craft Workers
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	22. Employees w/Disability
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	23. Operatives
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	24. Employees w/Disability
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	25. Laborers, Helpers & Material Handlers
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	26. Employees w/Disability
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	27. Service Workers
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	28. Employees w/Disability
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	29. Total Employees
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	30. Total Employees w/Disability
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     


I certify that the number of employees shown above is accurate and true to the best of this employer’s ability.
31. SIGNATURE OF CEO

Section III - Policy Statement

It is our policy not to discriminate against any employee or applicant because of:

	· race

· religion

· marital status

· age

· color
	· sex

· disability

· national origin or ancestry

· income level or source of income

· arrest record or conviction record
	· less than honorable discharge

· physical appearance

· sexual orientation

· political beliefs 

· student status


We shall take affirmative action to ensure that applicants and employees are treated without regard to race, religion, color, age, marital status, disability, sex or national origin. Such action shall include, but not be limited to:

	· employment

· upgrading

· demotion or transfer

· recruitment or recruitment advertising
	· layoff or termination

· rates of pay or other forms of compensation

· selection for training including apprenticeship insofar as it is within our control


We will maintain a harassment-free work environment for all employees. We will require our employees to comply with this policy statement and affirmative action plan. All related non-discrimination policies must INCLUDE ALL of the above protected groups.

Section IV - Staff Responsibility 

Our Chief Executive Officer,       
, is responsible for


32. (Name and Title)
implementation of our Affirmative Action Plan.       
 has been


33. (Name and Title)
designated as our Equal Employment Opportunity/Affirmative Action Officer and is responsible for internal monitoring, data compilation and reporting on compliance with Section 39.02 of the Madison General Ordinances and our affirmative action plan.
Section V - Subcontractors

We agree not to discriminate against any subcontractor or person who offers to subcontract on any contract with us because of race, religion, color, age, disability, sex or national origin. We are committed to increasing our utilization of Small Business Enterprises (SBEs), including those owned by racial/ethnic affirmative action group members, women and people with disabilities as subcontractors on City of Madison projects. We will take affirmative measures to increase subcontracting opportunities to these businesses. We will require similar efforts from those companies with which we do business on City of Madison contracts. We commit to the following:

· Providing SBEs, MBEs, WBEs and DBEs maximum feasible opportunity to compete for subcontracting opportunities on City of Madison projects; and

· Making a good faith effort to increase our overall utilization of SBEs, MBEs, WBEs and DBEs as subcontractors, vendors and suppliers and to ensure that SBEs, MBEs, WBEs and DBEs receive an equitable share of our business. 

Section VI - Personnel and Other Employment-Related Policies

We will have non-discriminatory personnel and employment related policies. These policies and practices will be applied in a fair and uniform manner to achieve equal employment opportunity. We will continuously review our personnel and employment-related policies and procedures. We will take whatever action is necessary to correct those that are found to be discriminatory and/or have a disparate impact on racial/ethnic affirmative action group members, women and people with disabilities. Such review will include, but not be limited to, the following:

	Respond YES to indicate which of the following activities you have already implemented. For all NO responses, indicate date of implementation. Check last column and attach additional sheets if more detail or explanation is required. It is not acceptable to respond “N/A.” If these statements do not currently apply, circle YES to indicate policy would be practiced if/when applicable.
	If so,

circle YES
	If NO,

indicate date of implementation
	See attached sheets for more info

	Dissemination of Policy Statement and Plan
	
	
	

	34. Include policy statement and reference to Affirmative Action Plan in policy manual.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	35. Prominently display “EEO/AA Employer” on employee bulletin boards and City Public Works project sites.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	36. Make a reference copy of this plan available to any employee who requests one.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	37. Display “equal employment opportunity/affirmative action employer” in all employment-related advertising.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	38. Make available reasonable accommodations when requested by an employee or applicant with a disability.
	
	
	 FORMCHECKBOX 


	Recruitment
	
	
	

	39. Review employment application form to ensure that information requested is bias-free and job-related.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	40. Utilize a self-identification form for all applicants to provide affirmative action data. Include notification of Affirmative Action Plan. At a minimum, applicants must be able to self-identify their race/ethnicity, gender, and whether or not they qualify as a person with a disability. See sample self-identification form at:

http://www.cityofmadison.com/dcr/documents/SelfIDform.pdf
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	41. Supply job applicants with a reference copy of this affirmative action plan upon request.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	42. Notify City Affirmative Action Division of all job openings in Dane County at least one week prior to any solicitation of applicants. 
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	43.a. Have available for review and maintain applications of all racial/ethnic affirmative action group members, female applicants, and applicants with disabilities for a minimum of six (6) months. Use these applications as a recruitment source for future openings. 
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	43.b. Attach summary of the number of all women, racial/ethnic affirmative action group members and applicants with disabilities for 2011. Please include status of each applicant.
	
	
	 FORMCHECKBOX 


	44.a. Encourage current racial/ethnic affirmative action group members, female employees, and employees with disabilities to assist in the recruitment of prospective racial/ethnic and female applicants. 
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	44.b. How many women, racial/ethnic affirmative action group members and employees with disabilities currently assist in recruitment? (Attach summary)
	
	
	 FORMCHECKBOX 


	45.a. Review scope and methods of recruitment to ensure that prospective racial/ethnic affirmative action group, female applicants and applicants with disabilities are being reached. 
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	45.b. Attach a listing of your current recruitment resources.
	
	
	 FORMCHECKBOX 


	46. Review personnel policies and practices and revise as necessary to ensure that they are reliable and unbiased.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	47. Establish selection criteria which accurately identify actual skill requirements of jobs, including an essential functions job evaluation for applicants with a disability.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	Selection Criteria
	
	
	

	48. Use reliable and unbiased screening methods application (oral and written tests, interview questions, etc.) to measure job-related skills.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	49. Review layoff, discipline, employee or applicant, termination procedures and workplace accommodations policy to ensure that there is no adverse impact on racial/ethnic affirmative action group members, female employees or employees with a disability. Employees with disabilities will be given all rights under this policy prior to discipline, termination or layoff.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	Payroll Practices
	
	
	

	50. Review, at a minimum of every two years, the entire payroll for potential Equal Pay Act and Title VII issues, wage discrimination, and disparities in wage and promotional opportunities in the workforce. Attach documentation, if applicable.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	51. Maintain records of any potential problems discovered in the review and the goals established to eliminate them.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	52. Review and take into account workforce and salary goals when hiring, promoting, laying off and terminating employees.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	53. Make hiring, promotion, bonus and other pay decisions without regard to race/ethnicity, gender or disability.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	54. Review payroll policies to ensure that wage, salary and benefit decisions are based on nondiscriminatory factors.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	Staff Development
	
	
	

	55. Participate, when feasible, in area training programs such as the Job Training Partnership Act and the Targeted Jobs Tax Incentive Program, which expressly include racial/ethnic affirmative action groups, women and people with disabilities, or other upgrading, training and apprenticeship programs relevant to our needs.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	56. Ensure all employees equal access to training & promotional opportunities.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	57. Review training programs, promotional opportunities and seniority systems to ensure that they are nondiscriminatory.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	58. Take affirmative steps to provide promotional and career advancement opportunities, including compensable training to affirmative action group members.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	Harassment-Free Work Environment
	
	
	

	59. Ensure a harassment-free work environment for all employees.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	60. Be sure that all managers and supervisors know their responsibility for eliminating harassment.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	61. Distribute anti-harassment policy to all employees.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	Complaint Procedures
	
	
	

	62. Make certain that all employees are aware of the appropriate person(s) to whom discrimination and harassment complaints should be made.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	63. Make employees aware of internal complaint process.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	64. Inform employees of their right to file complaints with external enforcement agencies if harassment is not eliminated.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	65. Develop procedure for internal investigation of discrimination and harassment complaints.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	Subcontractors
	
	
	

	66. Regularly review City of Madison list of certified SBEs, MBEs, WBEs and DBEs and identify SBEs, MBEs, WBEs and DBEs from which to solicit bids/quotes.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	67. Assure that SBEs, MBEs, WBEs and DBEs are solicited whenever they are potential sources.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	68. Refer prospective SBEs, MBEs, WBEs and DBEs to the City for certification.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	69. Provide the City of Madison with a list of subcontractors, vendors and suppliers for covered projects. Identify SBE, MBE, WBE and DBE subcontractors. Notify the AAD of changes in subcontractors, vendors or suppliers.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	70. Maintain and make available for City review, records of solicitation and utilization of SBEs, MBEs, WBEs and DBEs on City contracts.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 


	71. Comply with the special requirements of the respective program(s) for City projects with SBE, MBE, WBE and/or DBE goals.
	 FORMCHECKBOX 
 Yes
	     
	 FORMCHECKBOX 



72.  FORMCHECKBOX 

We are party to collective bargaining agreement(s) with the labor union(s) listed below. 
	Union, Local, Address
	Has EEO Policy?

	73.a.
	     
	73.b.
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	74.a.
	     
	74.b.
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	75.a.
	     
	75.b.
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No


We will request, in writing, that these unions refer racial/ethnic affirmative action group members, women and people with disabilities for work on City Public Works projects in order to achieve the City's goals. We have attached a copy of each request and union response with this affirmative action plan. We understand that the failure of any labor union to refer racial/ethnic affirmative action group members, women and people with disabilities does not excuse us from our responsibility to achieve the project utilization goals of this plan.
We will notify the City Affirmative Action Division of all job openings at least one week prior to any solicitation of applicants.

76.  FORMCHECKBOX 

This contractor is not party to any collective bargaining agreements with any labor union.

Section VII - Goals and Timetable

This affirmative action plan has two long range goals:

1.
To achieve a balanced workforce which includes at least 7.44% racial/ethnic affirmative action group members and 41.52% women; and people with disabilities throughout all job categories.

2.
To achieve a balanced payroll in which racial/ethnic affirmative action group members and women receive a percentage of total compensation paid by the company that is equivalent to their percentage representation in the workforce.

The goal of this affirmative action plan is to achieve a balanced work force which employs racial/ethnic affirmative action groups, women and people with disabilities throughout all job categories. We have analyzed our current workforce. Based upon our projections of changes in the workforce and the availability of racial/ethnic affirmative action groups and women we have set goals for the coming year. This data is contained in the Workforce Analysis and Goals Sheet accompanying this plan.

We understand that we are expected to make good faith efforts to eliminate wage disparities and to document these efforts.

Section VIII - Workforce Analysis and Goals (WAGS)

NOTE:
Column 3A should equal Columns 1A + 2A - 2B. Column 5A should equal Columns 3A + 4A - 4B. For companies required to submit an Affirmative Action Plan to the City of Madison for the first time, start with Column 3A. Incomplete applicable information will result in your plan being returned as incomplete.
77.
For each job category and in the Totals section, indicate your target workforce (column 5A). This number must either DEMONSTRATE YOUR COMMITMENT TO: maintain a workforce which is in compliance with the goals stated on page 5 OR bring your workforce into compliance with the goals stated on page 5 OR make annual progress towards reaching those goals.

	Job Category
	Number of Employees 1 year Ago
	%
	Number of Employees Hired During Past Year
	Number of Employees Who Left During Past Year
	Current Number of Employees
	%
	No. of Employees to be Hired w/in Next Year
	Number of Employees to Leave

w/in

Next Year
	Target Work

Force
	%

	
	1A
	1B
	2A
	2B
	3A
	3B
	4A
	4B
	5A
	5B

	78.
Officials & Managers: Total Employees
	     
	100%
	     
	     
	     
	100%
	     
	     
	     
	100%

	79. Racial/Ethnic AA Group Employees
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	80. Women Employees
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	81. Employees with a Disability
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	82.
Professionals: Total Employees
	     
	100%
	     
	     
	     
	100%
	     
	     
	     
	100%

	83. Racial/Ethnic AA Group Employees
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	84. Women Employees
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	85. Employees with a Disability
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	86.
Technicians: Total Employees
	     
	100%
	     
	     
	     
	100%
	     
	     
	     
	100%

	87. Racial/Ethnic AA Group Employees
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	88. Women Employees
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	89. Employees with a Disability
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	90.
Sales: Total Employees
	     
	100%
	     
	     
	     
	100%
	     
	     
	     
	100%

	91. Racial/Ethnic AA Group Employees
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	92. Women Employees
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	93. Employees with a Disability
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	94.
Clerical & Admin. Support: Total Employees
	     
	100%
	     
	     
	     
	100%
	     
	     
	     
	100%

	95. Racial/Ethnic AA Group Employees
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	96. Women Employees
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	97. Employees with a Disability
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	98.
Craft Workers: Total Employees
	     
	100%
	     
	     
	     
	100%
	     
	     
	     
	100%

	99. Racial/Ethnic AA Group Employees
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	100. Women Employees
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	101. Employees with a Disability
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	102.
Operatives: Total Employees
	     
	100%
	     
	     
	     
	100%
	     
	     
	     
	100%

	103. Racial/Ethnic AA Group Employees
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	104. Women Employees
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	105. Employees with a Disability
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	106.
Laborers, Helpers, Material Handlers:
Total  Employees
	     
	100%
	     
	     
	     
	100%
	     
	     
	     
	100%

	107. Racial/Ethnic AA Group Employees
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	108. Women Employees
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	109. Employees with a Disability
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	110.
Service Workers: Total Employees
	     
	100%
	     
	     
	     
	100%
	     
	     
	     
	100%

	111. Racial/Ethnic AA Group Employees
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	112. Women Employees
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	113. Employees with a Disability
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	114.
Total Employees
	     
	100%
	     
	     
	     
	100%
	     
	     
	     
	100%

	115.
Total Racial/Ethnic AA Group Employees
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	116.
Total Women Employees
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	117.
Total Employees with a Disability
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     


	118.
	Total Promotions in last year
	     
	
	Out of this total how many:

	
	
	
	
	119. Racial/Ethnic AA Group
	     
	
	120. Women
	     
	121. Individuals with Disabilities
	     
	

	
	
	
	
	
	
	
	
	
	
	


Note: Your plan may be returned if it is determined that a good faith effort has not been made to bring your target workforce into compliance with the City’s goals as accepted in this plan.

Section IX - Performance Evaluation

The Affirmative Action Division will evaluate our performance under this plan continuously throughout each City funded project, as well as the remainder of the approval period for which we are qualified by the City. This contractor will cooperate with this monitoring process.

Section X - Compliance

We understand that we are in compliance with the City of Madison Affirmative Action Ordinance and Contract Compliance Program when we fulfill all City of Madison ordinance provisions and meet or exceed utilization goals. If we do not meet the utilization goals, we must demonstrate good faith efforts to do so in order to be in compliance. Compliance is determined by the Civil Rights Department Director, whose determination may be appealed by following the procedure contained in Section 39.02(9)(g) of the Madison General Ordinances.

Section XI - Additional Affirmative Action Program

We understand that the City of Madison must apply certain additional federal equal opportunity or affirmative action requirements to its contractors, when applicable. These requirements will be made a part of the appropriate contract documents.

Section XII - No Private Cause of Action

This plan is not intended to create a private right of action by or on behalf of any employee or applicant for employment based upon a claim that this plan, or the employer's contractual obligation have not been complied with. An employee or applicant for employment who claims a violation of this plan or the employer's agreements with the City may file a complaint as provided in Section 39.02(9)(h) of the Madison General Ordinances.

Section XIII - Acknowledgment

On behalf of this contractor and with its authorization the undersigned acknowledges that he/she has read, reviewed and adopted this affirmative action plan and agrees to be bound by it. Further, the information provided herein is accurate and true to the best of this employer's ability. The undersigned further acknowledges that the City of Madison has the right to review the records of this employer, which shall be maintained as documentation of this employer's agreement to be bound by the current plan and supplemental data we have submitted.

122. Submitted at Madison, Wisconsin this 
     
 day of 
     
20
     
.

	Chief Executive Officer

123. Signature

     

125. Name (please print or type)
	EEO/AA Officer

124. Signature

     

126. Name (please print or type)


Section XIV - Review Checklist (For Office Use Only)

 FORMCHECKBOX 

Complete Model Affirmative Action Plan for       

 FORMCHECKBOX 

Inconsistent policy statements:      


 FORMCHECKBOX 

Omitted Answers:
     


     


 FORMCHECKBOX 

Omitted Attachments:
     

 FORMCHECKBOX 

Other:
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