CONTRACTOR: _______________________________DISTRICT: _________ REVIEW DATE: ____________ 





WisDOT EEO PROGRAM COMPLIANCE REVIEW


QUESTIONNAIRE





GENERAL 





Provide the name and title of the company’s Equal Employment Opportunity (EEO) Officer? 


_____________________________________________________________________________ 


	


	2. How long has this person been performing these duties for the EEO Program?  ___________ 





3. Does the EEO Officer have management authority for the EEO Program? ___Yes       ___No 





	4. Provide a copy of the related job duties.








EQUAL EMPLOYMENT OPPORTUNITY POLICY 





1. Are EEO clauses included in all applicable subcontracts? 





2. Are EEO clauses included in collective bargaining union agreements?





3. Do you provide a copy of your company’s EEO policy statement to unions?  





If applicable, please provide a copy of the notification(s).





4. Does your company include the statement “An Equal Opportunity Employer” in recruitment     publications and any ads for workers?   





Please provide a copy of the advertisements.





Where do you place notices and posters stating your company’s EEO Policy? 





How accessible are the notices and posters to employees, applicants, and potential employees? 





Is a signed copy of the company’s EEO policy posted along with the required posters? 











DISCRIMINATION AND SEXUAL HARASSMENT POLICIES AND GRIEVANCE PROCEDURES





Describe how your company’s discrimination policy works. (Ensure inclusion of all protected classes pursuant to the Wisconsin Fair Employment Law) 


 


Provide a copy of your policy.





Explain how your company’s policy prohibits sexual harassment. 





Provide documentation of the policy.





3. Does your company have a comprehensive complaint procedure to address violations of your company’s policies of non-discrimination and sexual harassment, and addresses protection from retaliation?  





Please describe the process including timelines for resolution.





How is employee made aware of the following:





		that discrimination in the workplace is prohibited





	whom they should contact to make a complaint





	how is the employee informed of their legal right to make a complaint to state and federal agencies


	about what they believe are discriminatory actions

















EQUAL OPPORTUNITY PLAN


       


Who is responsible for development and implementation of the company’s equal opportunity plan?





When, and how often, is the company’s EEO plan reviewed, assessed, and revised for updated program and company goals?





Does diversity plan contain specific procedures, or implementation steps for addressing deficiencies?





		4.   What steps or procedures does your company have in place to implement the updated program and  company goals.


          





PLAN DISSEMINATION





Please explain how often and when you review the company’s EEO and related personnel policies with employees having responsibility for enforcing them. (Who does it, what do you say?)








Are written records kept identifying the time and place of the compliance related meetings, persons in attendance, and specific issues discussed and outcomes? (Please provide copies) 








Are supervisors/management evaluated at least annually and do these evaluations include reviewing their adherence to, and performance under the company’s, EEO policies and compliance obligations? (Reference FHWA 1273 provision)








�



UNIONS UNDER AGREEMENT





Does your collective bargaining agreement(s) state that your company must obtain its employees from the union?  Please provide documentation of this requirement.








Please explain your understanding of the union(s)’ referral practices and policies.











Have you specifically requested females and minorities from the unions?  What was the result of those requests?








Does your company refer walk-in applicants to the unions?








Has your company previously recommended females or minorities to the unions even if you didn’t have a need for additional employees?  If yes, what was the outcome?








Please provide me with a written list of the referrals and follow-up efforts with the union(s).





	


Has your company considered using its best efforts to incorporate an equal opportunity clause into all union agreements to the end that such unions will be contractually bound to refer applicants without regard to race, color, religion, sex or national origin?  





What efforts has your company made to obtain the cooperation of the unions to increase minority and female opportunities within the union?  Do you maintain records of those efforts?











RECRUITMENT


	


Please provide a copy of your recruitment sources.





Does your company’s recruitment practices include written notification to targeted recruitment sources and to community organizations when you have employment opportunities. (Need copies)





Does your company maintain a record of the recruitment sources responses? (Need copies)





How does your company encourage present employees to refer minority and female applicants for employment?








Are written notifications sent to targeted organizations describing the openings, screening procedures, and test to be used in the selection process at least one month prior to the date for the acceptance of applications for apprenticeship or other trainings?














PERSONNEL PRACTICES





Has the employment application been reviewed to ensure that all inquiries are employment/skill related? 





Please explain your entire application process from the point of a walk-in applicant to the point of an interview. 








Does your company require a test for any job?  





If so, has the test been validated for its relationship to the performance of the essential job duties?








Please describe the interview process, specify forms used, questions or tests implemented in the process.





Does your company use formal or informal hiring criteria (e.g. standard guidelines) designed to ensure staff with hiring authority makes objective selection decisions?  





Please describe the guidelines.





Does your company retain applications that are received when no jobs are currently available?





Who determines which applicants to interview when work does become available?





How/when does the applicant get interviewed by a hiring authority.





Who makes the determination?





Does your company conduct an exit review of all employees to determine why they have separated from your company outside of seasonal lay-offs?  





How long are employment applications and related personnel materials retained?





Are I9 forms completed? ______Yes _____No Where are they filed?





Do you do Voluntary Identification Forms? _____Yes _____No    Where do you file them?














PROMOTIONAL OPPORTUNITIES





Does your company regularly monitor and evaluate efforts to ensure equal consideration of qualified minority and female employees for promotional opportunities, and encourage these employees to seek or to prepare for such opportunities?





How does your company inform employees of promotional and training opportunities available?  Do you document these efforts?








What is the selection criteria for promoting and training employees? 

















TRAINING OPPORTUNITIES





What training opportunities have been provided to support the role of EEO Officer?





What training programs does your company participate in?








If applicable, please explain and/or describe your company’s efforts for meeting the contractual Apprenticeship and/or OJT goals. (Apprentices and hours, forms, etc.) 











WORKING ENVIRONMENT





Are recruitment, training and development, promotions, and/or other employment practices achieving equal employment results?  Please explain.








Where possible, do you assign two or more women to each work site?








What does your company do to ensure that all facilities and company activities are non-segregated except for separate or single-user toilet and necessary changing facilities? 





How does your company ensure that your on-site supervisory personnel are informed and comply with the company’s policies to maintain a working environment free of discrimination and harassment, intimidation, and coercion at all work sites?











SUBCONTRACTORS





How do you inform subcontractors and lower tier subcontractors, about the required EEO contract provisions when working on WisDOT projects?  (EEO policies, DBE goals, compliance postings.)





How does your company solicit, or plans to solicit, (DBE/WBE) minority and female construction contractors and suppliers, if your contract includes such goals?





Does your company document and maintain a record of all solicitations of offers?





What efforts does your company make to insure that subcontractors comply with their EEO obligation?


                                                                                                                                                       





OTHER





Have all related required federal and state reports been submitted? (Certified Payrolls, 1391, etc.)





HANDOUTS
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