EQUAL EMPLOYMENT OPPORTUNITY POLICY STATEMENT (Sample)

Company X is committed to equality of opportunity in employment. 

All employees and job applicants shall be treated equally without regard to race, color, religion, sex, medical condition (cancer), disability, veteran status, age (over 40), national origin, ancestry, or marital status in all employment practices including advertising, recruiting, interviewing, hiring, training, promotion, transfer, compensation, benefits, discipline, layoff, terminations, recalls and company-sponsored recreational programs. 

No questions regarding race, color, religion, sex, national origin, medical condition (cancer), ancestry, age (over 40), or marital status can be asked during the course of any interview.  Questions regarding medical condition or physical handicap can be asked only in regard to the individuals’ ability to perform the essential functions of the job. 

Harassment based on these factors, and sexual harassment, will not be tolerated. 

Company-sponsored training, education, tuition assistance, and social or recreational programs will be administered without discrimination. 

No segregated facilities will be maintained, nor will employees be permitted to perform services at any location under Company X’s control where segregated facilities are maintained.

Further, it is Company X’s policy to comply in all respects with the Civil Rights Act of 1964, Executive Orders 11246, 11375, and 11625, the Equal Pay Act of 1963, the Age Discrimination Act of 1967, the Vocational Rehabilitation Act of 1973, the Veterans Readjustment Assistance Act of 1974 and all regulations issued there under.  Company X endorses the policies and objectives of federal, state, and local regulations concerning equal employment opportunity, non-segregation of facilities, affirmative action, employment of individuals with disabilities, women, veterans, and utilization of minority and women’s business enterprises.

Pursuant to this policy, management personnel will exercise all reasonable efforts to carry out the purpose and letter of the law and the goals of Company X’s Affirmative Action Program.  Special emphasis will be given to increasing minority and women’s employment in management, professional, technical, sales, and clerical positions.  Only consistent valid requisites for employment and promotion will be imposed.

Overall responsibility for implementation of this policy and the annual reaffirmation and update of this Affirmative Action plan shall rest with Company Representative. 

Managers and Supervisors are responsible for implementing the policy and program at their respective locations under the direction of the Company President. 

Human Resources shall conduct analyses of all personnel actions to assure equal employment opportunity compliance. 

The EEO Officer shall be authorized to receive and investigate complaints in matters relating to equal employment opportunity and affirmative action.

 

___________________________

Perry Leader, President

January 1, 1997

 

 

We hereby certify that the following is the 1997 Affirmative Action Program of Company X, for it’s facility located at 777 Park Ave., Anywhere, California, 99999.  The plan period is 1/1/98 through 12/31/98.

 

 

_____________________

Mary Smith

EEO Coordinator

 

 

 

______________________

Perry Leader

President

 

PURPOSE AND APPLICATION OF THE AFFIRMATIVE ACTION PROGRAM

FOR MINORITIES AND FEMALES

Affirmative Action Regulations On Minority Groups and Females

(42 CFR 60-2.10)

The Company X Affirmative Action Program for minorities and females is intended to be a vehicle by which the Company ensures that its Equal Employment Opportunity policy is translated into Equal Employment Opportunity as a fact.

In this connection, the Program contains specific and results-oriented procedures to which Company X has committed itself to apply every good-faith effort.

The following material outlines these procedures and establishes responsibilities for their success.

This document is prepared pursuant to contractual requirements of the United States Government and in conformity with the regulations promulgated for affirmative action compliance by the Secretary of Labor.

The Company categorically states that nothing in the Plan and no action it takes thereunder, shall constitute an admission that the Company is in any way in violation of Executive order 11246 or any rule or regulation issued by the OFCCP or any other governmental agency.

As required by governmental regulations, the Company has used certain terminology herein such as "utilization analysis", "under utilization" and "problem area."   There terms or art are expressly disavowed as an admission of any kind; they have no independent legal or factual significance whatsoever, the criteria used in relation to them being those specified by the government.  The Company has used any such terms in total good faith in connection with its affirmative action program but such usage does not mean that the Company agrees that these terms are properly applied to any particular factual situation.

The setting of any "goal" in this Plan shall not constitute an admission that such a goal is required in order to be in compliance with Executive Order 11246; and it is expressly understood that the establishment of goals "should not be used to discriminate against any applicant or employee because of race, color, religion, sex, or national origin" as stated in 41 CFR 60-2.30.

The utilization analysis contained in this Plan is based on statistical comparisons that involve the use of certain skill and qualification assumptions, geographic areas and sources of statistics, all of which are required by government regulations as interpreted by government representatives.  The use of such geographical areas, skill and qualification assumptions, and sources of statistics does not indicate an agreement by the Company that such geographic areas are appropriate, that the skill and qualification assumptions are correct, or that the sources of statistics are relevant and is intended to have no significance outside the context of this Affirmative Action Plan. However, such statistics, skill and qualification assumptions, and geographic areas are used herein in total good faith with respect to this Affirmative Action Plan.

This Affirmative Action Plan and supporting data contains confidential information related to staffing patterns, pay scales and goals which are mandatorily exempted from disclosure under the provisions of 18 U.S.C. 1905. Chrysler Corp vs. Brown, 441 U.S. 281 (1979).  When copies of this Affirmative Action Plan and any documents and supporting data made available to any representative of the OFCCP or any other government agency, such shall be done on the condition that the government will hold this Plan and all such information so loaned totally confidential and will not release copies to any persons whatsoever, without first securing permission from the Company to do so, or if denied, without first notifying the Company that it intends to do so anyway.

The Company considers this Affirmative Action Plan to be exempt from disclosure, reproduction or distribution under the Freedom of Information Act upon the grounds, among others, that such material constitutes: 

1. Personnel files, the disclosure of which would constitute clearly unwarranted invasion of personal privacy, and which are exempt from disclosure under 5 U.S.C. 522(b)(6); 

2. Confidential, commercial or financial information which is exempt from disclosure under 5 U.S.C. 522(b)(4); 

3. Investigatory records compiled for law enforcement purposes, the production of which would constitute an unwarranted invasion of personal privacy and which are exempt from disclosures under 5 U.S.C. 522(b)(7)(C); and 

4. Matters specifically exempted from disclosure by statute which are exempt from disclosure under 5 U.S.C. 552(b)(3). Notice is hereby given of a request pursuant to 41 CFR 60-60.4.(d) that portions of this Plan be kept confidential. 

Thus, the Company wishes to make it clear that it does not consent to the release of any information whatsoever contained in the Affirmative Action Plan under the Freedom of Information Act or otherwise.  If the United States Government or any agency or sub division thereof should consider breaching the conditions under which this Plan should be loaned to such government or should release of any of the information in this Plan be sought by anyone, the corporate representative to be contacted immediately is Mary Smith, telephone number (510)555-1212.

The Company further requests that anyone who has any contact with or access to this Affirmative Action Plan, or its supporting documents and other data, treat such information as confidential and that such information not be released to any unauthorized person whatsoever.  The Company also claims that retention or disclosure of information related to identifiable individuals may also violate the Privacy Act of 1974.

Although the Company does not believe any violation of Title VII to have occurred, this Affirmative Action Plan was drawn up in accordance with and in reliance upon EEOC’s guidelines on Affirmative Action, 20 CFR SS 1608.

Individuals with disabilities and veterans are included in Part Two of this Program; however, nothing contained herein in reference to these groups should be viewed as an admission.  In addition, demographic statistics and numerical representations are not required by United States government regulation.

The use of pronouns of the male gender and terms containing the word "man" are used purely for convenience. These are generic terms of long standing and are intended to include females as well as male employees.  The Company does not prefer one sex over the other in filling of these jobs and no such preference should be inferred or implied.

 

REAFFIRMATION OF THE EQUAL EMPLOYMENT OPPORTUNITY POLICY -- MINORITIES AND FEMALES

(60-2.13(a) and 60-2.20)

 

Company X is dedicated to the achievement of equality of opportunity for all of its employees and applicants for employment. In this connection, the policy requires at least the following:

Recruit, hire, train, and promote persons in all job classifications without regard to race, color, religion*, sex, national origin, disability or veteran status.

Base decisions on employment so as to further the principle of equal employment opportunity.

Ensure that promotion decisions are in accord with principles of equal employment opportunity by imposing only valid requirements for promotional opportunities.

Ensure that all personnel actions such as compensation, benefits, transfers, layoffs, return from layoff, company-sponsored training, education, and social and recreational programs will be administered without regard to race, color, religion*, sex, national origin, disability or veteran status.

Employees and applicants are protected from coercion, intimidation, interference and/or discrimination for filing a complaint or assisting in an investigation under Executive Order 11246, the Veterans Readjustment Assistance Act and the Vocational Rehabilitation Act.

Overall responsibility for ensuring the compliance and continued implementation of the policy is assigned to Mary Smith, as the Equal Employment Opportunity Officer. The Equal Employment Opportunity Officer for this facility shall coordinate this policy, monitor the facility’s performance and report on the results.

*The term "religion" as used herein includes religious practices and observances, as well as beliefs.

 

DISSEMINATION OF THE POLICY - MINORITIES AND FEMALES

(60-2.13(b) and 60-2.21)

 

The following steps have been taken in order to assure implementation of the Affirmative Action Program. 

1. Internal Policy Dissemination 

a. Company X’s Equal Employment Opportunity Policy is distributed to all personnel and is posted within the facility where it is seen by employees and applicants. 

b. Required Governmental EEO posters are posted in the facility where they are seen by employees and applicants. 

c. The Company’s EEO policy is given to all new employees as part of their orientation, and is stated in the Employee Handbook. 

d. Meetings are held with supervisorial and managerial employees for the purpose of informing them about Company X’s Equal Employment Policy and Affirmative Action Program. 

e. Management and other employees engaged in employment, placement and training receive briefings on the applicable equal employment opportunity laws. Their individual responsibility in assisting Company X in meeting its affirmative action objective is outlined. 

f. Company publications include both minority and non-minority men and women. 

2. External Policy Dissemination 

a. Major recruiting sources including minority and female organizations are advised at least annually of Company X’s Equal Employment Opportunity Policy. 

b. When advertisements for employment are placed, they are placed in media which reach minority communities.  If individuals are featured in employment advertisements, both minority and non-minority men and women will be pictured, as will individuals with disabilities.  All employment advertisements identify the Company as "EOE M/F/V/D". 

c. Company X enlists the support of recruiting sources including state employment agencies and rehabilitation facilities to aid Company X in its commitment to provide meaningful employment opportunities to qualified females and minorities.  Suitable employment openings will be listed with the local office of the state employment service in addition to using other recruiting sources. 

d. The employment application is free of any reference to race, color, religion, age, sex, national origin, sexual preference, marital status and ancestry, and includes a statement that the Company is an Equal Opportunity Employer. 

e. The Equal Employment Opportunity Clause is incorporated in all leases, contracts, collective bargaining agreements, etc., covered by Executive Order 11246, as amended, and implementing regulations, in addition to Executive Order 11625 and Minority Business Enterprises (41 CFR 1-1310). 

f. Vendors and suppliers are notified of relevant obligations under Executive Order 11246. 
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