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Ensure harassment-free working 

environment

Ensure and maintain a working environment free of harassment, intimidation, and coercion at all

sites, and in all facilities at which the Contractor’s employees are assigned to work. The

Contractor shall specifically ensure that all supervisory personnel are aware of and carry out the

Contractor’s obligation to maintain such a working environment, with specific attention to

minority or female individuals working at such sites or in such facilities.

Disseminate EEO and Sexual 

Harassment Policies to all 

business partners

Disseminate the Contractor’s EEO Statement and Sexual Harassment Policy:

a. by providing notice of the policies to unions and training programs and requesting their

cooperation in assisting the Contractor in meeting EEO/AA obligations; 

b. by including it in any policy manual and collective bargaining agreement; by publicizing it in

the company newsletter, annual reports, etc.; 

c. by specific review of the policy with all management personnel and with all minority and

female employees at least once a year; and 

d. by posting the company EEO/AA policy statement on bulletin boards accessible to all

employees at each location where construction work is performed.

Disseminate EEO and Sexual 

Harassment Policies in all 

advertising and media

Disseminate the Contractor’s EEO policy commitment externally by including it in any advertising

in the news media, specifically including minority and female news media. Provide written

notification to and discuss the Contractor’s EEO policy with other Contractors and

Subcontractors with whom the Contractor does or anticipates doing business.  

Report non-referrals Provide immediate written notification to the Urbana Human Relations Office when the union or

unions with which the Contractor has a collective bargaining agreement has not referred to the

Contractor a minority person or woman sent by the Contractor, or when the Contractor has

other information that the union’s referral process has impeded the Contractor’s efforts to meet

its obligations.

Applicant Tracking/Maintain 

records on EEO hiring/activities

The Contractor shall designate a responsible official to monitor all employment related activity

to ensure that the company EEO policy is being carried out, to submit reports relating to the

provisions hereof as may be required by the City and to maintain records. Records shall at least

include for each employee the name, address, telephone numbers, construction trade, union

affiliation if any, employee identification number when assigned, race, gender, status, hours

worked per week in the indicated trade, rate of pay, and locations at which the work was

performed. Records shall be maintained in an easily understandable and retrievable form;

however, to the degree that the existing records satisfy the requirement, Contractors shall not be

required to maintain separate records.

Partner with existing minority 

workforce to identify other 

qualified minorities

Encourage present minority and female employees to recruit other minority persons and women

and, where reasonable, provide after school, summer and vacation employment to minority and

female youth both on the site and in other areas of a Contractor’s work force. 
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Partner with minority and 

female recruitment sources

Establish and maintain a current list of minority and female recruitment sources, provide written

notification to minority and female recruitment sources and to community organizations when

the Contractor or its union have employment opportunities available, and maintain all records of

the organizations’ responses.  

Maintain detailed applicant 

tracking with demographic 

information

Maintain a current file of the names, addresses and telephone number of each minority and

female off-the-street applicant and minority of female referral from a union, a recruitment

source or community organization and of what action was taken with respect to each such

individual. If such individual was sent to the union hiring hall for referral and was not referred to

the Contractor by the union or, if referred, not employed by the Contractor, this shall be

documented in the file with the reason therefore, along with whatever additional actions the

Contractor may have taken.

Develop OJT and internship 

training opportunities

Develop on-the-job training opportunities and/or participate in training programs for the area

which expressly include minorities and women, including upgrading programs and

apprenticeship and trainee programs relevant to the Contractor’s employment needs. The

Contract shall provide notice of these programs to the sources complied under paragraph 6.

Conduct an annual EEO 

compliance review

Conduct an annual review of the company’s EEO policy obligations under these specifications

with all employees having any responsibility for hiring, assignment, layoff, termination or other

employment decisions including specific review of these items with on-site supervisory

personnel such as Superintendent, general foremen, etc., prior to the initiation of construction

work at any job site. A written record shall be made and maintained identifying the time and

place of these meetings, persons attending, subject matter discussed, and dispositions of the

subject matter.

DOCUMENT EVERYTHING…“IF IT IS NOT DOCUMENTED, IT IS NOT DONE”
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