SOUTH DAKOTA DEPARTMENT OF TRANSPORTATION

CIVIL RIGHTS PROGRAM

CONTRACTOR COMPLIANCE DESK REVIEW QUESTIONNAIRE
Please answer the following questions.  Please include examples where appropriate and copies of items requested.  If there is a question or group of questions that are not applicable, please put an “n/a” behind the subject heading (if none of the questions apply) or behind the individual question.  

CONTRACTOR: 

NAME OF PERSON COMPLETING QUESTIONNAIRE:  
NEW HIRES:

1.  Who makes the decision which employees are hired?  

2. Who else has input into the hiring process?

3. What is the established criterion that is used when recruiting for various classifications?

4. What is the process if you want to apply for work with this company?  

5. Does the company accept applications at all times or only when there is a position available?

6. Are there structured interview questions?  Who develops them?

7. How does the EEO officer ensure that the contractor is making a good faith effort to meet the workforce goals that are established in the contract?

8. How are applications maintained?

9. Is an applicant log maintained?  Who completes it, the contractor’s employee or the applicant?

10.  In addition to your headquarters location, where can applicants pick up an employment application form?  

11.   Do applicants have to report to the headquarters office for an interview?

12.   Can the superintendent hire on site?

REFERRAL SOURCES:

13. What methods do you have in place to attract minorities and females for vacant positions on this project?

14. At the beginning of this and other projects how do you establish how many employees will need to be hired?

15. Where do you advertise?  

16. Do you advertise in the newspaper?

17. Have you advertised for this project?  Do you have a copy of the ad?  Do you have a current list of recruitment resources and their responses?

18. Are recruitment resources used by contractor geared toward minorities and females?  

19. What is your success rate from these recruitment sources?

20. Have you considered another alternative to make it more convenient for applicants to travel to specific locations to complete applications plus interview?

21. How are new hires made aware of your internal EEO policy?

22. How does the company keep the employees updated on changes to the EEO policies?

TRAINING:

23. Who is responsible for making the decisions regarding which employees receive training to further their career advancement?  How is it documented?  Where is it kept?

24. What criteria are used when placing an employee in the training program?

25. Have females and minority employees received the benefit of training?  During the last construction season, who are the employees that have participated in this program?

26. What EEO/AA training do you conduct for your employees?  How is the training administered?

27. If the employee does not speak English, how are the procedures relayed to them?

ON-THE-JOB TRAINING ON PROJECT:

28. How may trainee slots are on this contract?  

29. How many trainees are currently active in the OJT program on this project?

30. When the trainee is ready to start the program, who explains how many hours are required to complete the program and a description of the program as outlined in the SDDOT OJT Program Manual?  

31. How often do you review their progress and tell them how many hours they still need to complete their program?

32. How do you fill training slots?

33. Who completed the “Monthly Trainee Report” on each active trainee, on a regular (monthly) basis as required by the OJT Program?

34. After completing the training program, are the trainees retained in classification for which they were trained?  If not, why not?

35. If the employee does not speak English, how are the procedures relayed to them?

36. What is the turnover rate for trainees?  Any reason for the turnover?

WAGES AND PAYROLLS:

37. Who evaluates your employees wages for evidence of discriminatory wage practices?

38. Do you have a written pay scale for each classification?  If not, can you provide anything in writing to explain your policies regarding wages?

39. How are the starting wage rates determined?  

40. Who approves starting wage decisions?

41. How do you verify that all subcontractors working on the contract submit Certified payrolls in a timely manner?

42. Who produces the Certified Payrolls for your company?

43. How do you ensure that all employees are paid the approved rates listed in the proposal and that the fringe benefits are included where applicable? 

44. Is this reflected on the Certified Payrolls as required?  

45. What fringe benefits to you pay your employees?

UPGRADING AND/OR PROMOTIONS:

46. Who is responsible for making promotional decisions?

47. What factors are considered when evaluating the workforce for promotions?

48. What kind of documentation do you keep regarding the promotional process?

49. Does the contractor consider promotions of minorities and females in crafts where they may be underutilized?  

50. How are the efforts to promote minorities and females documented?

51. Is there an interview process?

52. Can the superintendent make recommendations for promotions?

53. Any Comments on list of promotions:

DEMOTIONS:
54. Who decides which employee(s) will be demoted?

55. What is the process for demotions?  

56. How is this documented?

57. Who has been demoted during the last year?  

58. Any comments on list of demotions:

TERMINIATIONS:
59. Who is responsible for making the decision to terminate employees?

60. Is the reason documented in their personnel file?

61. Do you have a written termination policy?  How is this information relayed to the employees?

62. Do you have a progressive discipline policy?  What steps are taken prior to termination?  Is this documented in the personnel file?

63. Have an unusual number of minorities and/or females quit or been terminated?  

64. Who analyzes termination information?

65. If unusual number of minorities and/or females terminated (either voluntarily or involuntarily) has the contactor made any efforts to determine why?  

66. If a problem is identified, what has the contractor done to alleviate the problem(s)?

67. Does the EEO Officer have a role in the termination process?  If so, please explain.

68. Any comments on list of terminations:

TRANSFERS:
69. How does the contractor determine who will be transferred from project to project?  Who makes this decision?

70. Have any employees been transferred either to this project or from this project within the last week.  If so, what were the reasons for transfers?

71. Are most of the employees on this project transferred from other projects, and to other projects as needed?

72. Are OJT Trainees transferred from project to project?  How are their program hours calculated on each project?  What is the process that is used when transferring an OJT trainee?

73. Is your Project Manager informing SDDOT when a trainee(s) is being moved or transferred from project to another?  Are you aware that approval must first come from the SDDOT EEO Officer?  

CONTRACTOR’S PROCEDURE FOR FILING & INVESTIGATING COMPLAINTS:

74. Does the contractor’s procedure for filing and investigating complaints of discrimination have:

a. An in-house procedure with timetables?

b. A list of the name and address of State and Federal agencies that should be contacted?

c. Do you know the timeframes allotted for contacting these agencies?

75. Have the employees been made aware of the procedures?  If so, how are they made aware of them?

76. Is the Company EEO Officer listed as a contact person in the complaint process?

77. What background or training does the EEO Officer have in investigating complaints of discrimination?

78. How often is the policy reviewed or updated?

79. Is it posted on the bulletin board and in the home office?

80. Any comments on review of complaint process:

PENDING COMPLAINTS OF DISCRIMINATION:

81. Have you had a complaint of discrimination in the past five years either formal or internal filed against your company?

82. What process was used to investigate the complaint?  

83. What was the determination?

84. Who investigated the complaint?

85. Have you received any complaints on this project?

RECORDS & REPORTING:

86. How are project records maintained, and where are they located?

87. How long do you retain your project files and employment information?

88. Are required reports submitted in a timely manner?

UNIONS:
89. Does the union have Exclusive Referral rights?

90. Have the unions been made aware of Equal Opportunity goals?

91. How are employees referred from the union to the contractor?

92. Any comments on review of Collective Bargaining Agreement.  Are minorities/females addressed throughout the plan?

AFFIRMATIVE ACTION PLAN/EEO POLICY:

93. Do you have a written Affirmative Action Plan?

94. Has it been updated within the last 6 months and signed by the company official?

95. Do the employees receive a copy of the AAP?  Is it posted in the home office?

96. Are DBE contractors addressed in the Plan?

97. Are minorities/females addressed throughout the plan?

98. Submit copy of EEO Affirmative Action Plan and/or EEO Policy

EEO & BULLETIN BOARDS:

99. How often does the Project Superintendent/Engineer review the Company’s EEO policy with the employees?  How is this information relayed to the employees?

100. Who is responsible for seeing that the information is properly displayed on the project bulletin board?  In the home office?

101. Are there regularly scheduled meetings to discuss project problems and allow the employees to ask questions regarding EEO and other company policies?

Please check the appropriate box.
	YES
	NO
	N/A
	ACTION TAKEN

	
	
	
	A.  Are required posters conspicuously displayed:  

     Where:

	
	
	
	B.  Have required written notices been sent to unions?

	
	
	
	C.  Do recruiting publications identify that the contractor is “An Equal Opportunity Employer”?

	
	
	
	D.  Are such publications circulated around minority-orientated communities?

	
	
	
	E.  Has certification re: Use of Non-Segregated facilities been made?  

      When:  

	
	
	
	F.  Are such facilities in effect provided on a non-segregated basis?

	
	
	
	G.  Have other reports required by Federal, State, municipal or other statutes, regulations, directives, etc. been submitted?

	
	
	
	H.  Have compliance or other reviews made by other agencies resulted in determination of compliance?

	
	
	
	I.  Are prescribed EEO clauses included in all applicable purchase orders and subcontract agreements?

	
	
	
	J.  Are applications for employment accepted, and are selections made without regard to race, color, religion, sex or national origin?

	
	
	
	K.  Have EEO meetings been held with supervisory personnel before the start of work and not less than once every 6 months for the purpose of explaining and reviewing the Contractor’s EEO program?

1. Date of initial meeting:

2. Date of latest meeting:

3. Copy of Sign-In sheet submitted?  ____ Yes _____ No

4. Copy of EO/AA related information submitted?  ______ Yes _____ No

	
	
	
	L.  Are the contractor’s EEO policy and implementation procedure brought to the attention of the employees by means of meetings, employee-handbook, etc.? 

1. If by meeting, give date of latest meeting: 

2. Submit copy of Sign-In Sheet?  _____ Yes ______ No

3. Submit copy of EO/AA related information?  ______ Yes _____ No

	
	
	
	M.  Does contractor have letter designating EEO officer and signed by company official?

Date of Letter:

	
	
	
	N.  Does the contractor have written job duties for the EEO Officer?
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