SELF AUDIT CHECKLIST
PART 60-741 AFFIRMATIVE ACTION AND NONDISCRIMINATION OBLIGATIONS OF CONTRACTORS AND SUBCONTRACTORS

REGARDING INDIVIDUALS WITH DISABILITIES

Regulation / Subject

Details / Implementation

Action Date

SUBPART A
POSTINGS & NOTICES
60-741.5 Equal Opportunity Clause
EO Clause included in each covered Government
subcontract (modifications, renewals, extensions)
of $10,000, or more. States the rights of
applicants and employees with disabilities, and
contractor obligations under the law, to employ
and advance In employment, qualified individuals
with disabilities.
Incorporation of the EO Clause can only be made
by citing the regulations AND using specific,
mandatory language to alert subcontractors
to their obligations as federal contractors.

Citing the entire EO Clause is not required.
Language must be in bold text in the contract.
May have one EO Clause that includes
both Veterans’ and Individuals with
Disabilities language.
(Ref: Sample language - next page.)

- Revise EO Clause per regulations.
- Provide information to Legal/Procurement.
- Verify revisions made to subcontract terms
and conditions.
- Document implementation.
Responsibility: ___________________________

March, 2014

March 24, 2014






Individuals with Disabilities and Protected Veterans
Equal Opportunity Clause
9.03.2103 Revision

This contract is subject to the provisions of (i) Executive Order 11246, (41 CFR 60-1-4);
(ii) section 503 of the Rehabilitation Act of 1973, (41 CFR 60-741 5(a); This contractor and
subcontractor shall abide by the requirements of 41 CFR 60-741.5(a). This regulation prohibits
Discrimination against qualified individuals on the basis of disability, and requires affirmative
action by covered prime contractors and subcontractors to employ and advance in

employment qualified individuals with disabilities; and (iii) section 4212 of the Vietnam Era
Veterans Readjustment Act of 1974, (41 CFR 60-300.5(a); This regulation prohibits
discrimination against qualified protected veterans, and requires affirmative action by covered
prime contractors and subcontractors to employ and advance in employment qualified
protected veterans.

March, 2014

SELF AUDIT CHECKLIST
PART 60-741 AFFIRMATIVE ACTION AND NONDISCRIMINATION OBLIGATIONS OF CONTRACTORS AND SUBCONTRACTORS

REGARDING INDIVIDUALS WITH DISABILITIES

Regulation / Subject

Details / Implementation

Action Date

60-741.5

Notice must be posted in conspicuous places

March 24, 2014

Notice of Employee Rights - Posting
Contractors are required to post notice of
Applicant and Employee Rights under
Section 503 of the Rehabilitation Act.

and available and accessible to all employees
and applicants including remote workers.
Notice must be in an accessible format and
available to individuals with disabilities.

SUBPART A
POSTINGS & NOTICES

OFCCP to provide Notice.
- Identify locations for posting.
- Determine process for electronic posting.
- Obtain OFCCP Notice.
- Implement posting.
- Document implementation.
Responsible ______________________________

March, 2014






SELF AUDIT CHECKLIST
PART 60-741 AFFIRMATIVE ACTION AND NONDISCRIMINATION OBLIGATIONS OF CONTRACTORS AND SUBCONTRACTORS

REGARDING INDIVIDUALS WITH DISABILITIES

Regulation / Subject

Details / Implementation

Action Date

SUBPART A
POSTINGS & NOTICES

60-741.5
Solicitations, Ads, Job Postings
Contractor states appropriate language in its
job solicitations, announcements, and ad
language, regarding equal opportunity for
individuals with disabilities.

Sample Notice :
“All qualified applicants will receive
consideration for employment
without regard to race, sex, color, religion,
national origin, protected veteran status,
or on the basis of disability.”
- Draft tagline for job advertisements.
- Revise job postings to include tagline.
- Update website, Career section.
- Document implementation.

March 24, 2014






Responsibility: ______________________________

March, 2014

SELF AUDIT CHECKLIST
PART 60-741 AFFIRMATIVE ACTION AND NONDISCRIMINATION OBLIGATIONS OF CONTRACTORS AND SUBCONTRACTORS

REGARDING INDIVIDUALS WITH DISABILITIES

Regulation / Subject

Details / Implementation

Action Date

SUBPART C
AFFIRMATIVE ACTION PROGRAM
60-741.40
Applicability of AAP Requirements
Federal Contractor and subcontractor
threshold to prepare and maintain an
affirmative action plan for individuals
with disabilities; employs 50 or more
employees, with a covered contract of
$50,000, or more.

Contractor must prepare and maintain an
affirmative action plan within 120 days of
the contract start date, and, update
annually.
- Determine coverage for AAP
requirements.
- Develop/update AAP in 120 days.
- Document implementation.

AAP Effective Date





Responsible ______________________________

March, 2014

SELF AUDIT CHECKLIST
PART 60-741 AFFIRMATIVE ACTION AND NONDISCRIMINATION OBLIGATIONS OF CONTRACTORS AND SUBCONTRACTORS

REGARDING INDIVIDUALS WITH DISABILITIES

Regulation / Subject

Details / Implementation

Action Date

SUBPART C
AFFIRMATIVE ACTION PROGRAM
60-741.41
Availability of the AAP
The full AAP (minus all data metrics) is made
available to employees and applicants, upon
request.

Post the location of the AAP and hours
to view the AAP at each establishment.

- Draft notice regarding AAP availability.
- Establish posting methods, locations.
- Post notice.
- Document.

AAP Effective Date






Responsibility:__________________________

March, 2014

SELF AUDIT CHECKLIST
PART 60-741 AFFIRMATIVE ACTION AND NONDISCRIMINATION OBLIGATIONS OF CONTRACTORS AND SUBCONTRACTORS

REGARDING INDIVIDUALS WITH DISABILITIES

Regulation / Subject

Details / Implementation

Action Date

SUBPART C
AFFIRMATIVE ACTION PROGRAM
60-741.42

Invitation to Self-Identify
Contractor shall invite applicants to
identify as an individual with a
disability when initially applying
for a job. A single form is used for
pre-offer and post-offer, and for the
Employee Survey.
Self-identification language provided
by OFCCP.
.

Self-Identification for Individuals with Disabilities
is offered at the same time as EO 11246 Internet
Applicant requirements for minorities and females.
Web-based application systems to include required
503 offer to self-identify. Paper application process
also includes 503 self-identification language as
mandated by OFCCP.
(Ref: Attached Self-ID Form provided by OFCCP.)
- Obtain OFCCP self-ID form
- Revise applicant tracking and HRIS systems
to include form in pre-offer and post-offer
self-ID stages.
- Applicant recordkeeping begins asap.
- Applicant analysis to occur next AAP cycle.
Responsible ___________________

March, 2014

AAP Effective Date







Voluntary Self-Identification of Disability

Form CC-305
Page 1 of 1

Name:
Employee ID:

OMB Control Number 1250-0005
Expires 05/31/2023

Date:
(if applicable)
Why are you being asked to complete this form?

We are a federal contractor or subcontractor required by law to provide equal employment opportunity to qualified people
with disabilities. We are also required to measure our progress toward having at least 7% of our workforce be individuals
with disabilities. To do this, we must ask applicants and employees if they have a disability or have ever had a disability.
Because a person may become disabled at any time, we ask all of our employees to update their information at least
every five years.
Identifying yourself as an individual with a disability is voluntary, and we hope that you will choose to do so. Your answer
will be maintained confidentially and not be seen by selecting officials or anyone else involved in making personnel
decisions. Completing the form will not negatively impact you in any way, regardless of whether you have self-identified in
the past. For more information about this form or the equal employment obligations of federal contractors under Section
503 of the Rehabilitation Act, visit the U.S. Department of Labor’s Office of Federal Contract Compliance Programs
(OFCCP) website at www.dol.gov/ofccp.
How do you know if you have a disability?
You are considered to have a disability if you have a physical or mental impairment or medical condition that substantially
limits a major life activity, or if you have a history or record of such an impairment or medical condition. Disabilities
include, but are not limited to:

•
•

Autism
Autoimmune disorder, for example,
lupus, fibromyalgia, rheumatoid
arthritis, or HIV/AIDS
Blind or low vision
Cancer
Cardiovascular or heart disease
Celiac disease
Cerebral palsy

•
•
•
•
•

•
•
•
•
•
•

Deaf or hard of hearing
Depression or anxiety
Diabetes
Epilepsy
Gastrointestinal disorders, for
example, Crohn's Disease, or
irritable bowel syndrome
Intellectual disability

•
•

•

Missing limbs or partially missing
limbs
Nervous system condition for
example, migraine headaches,
Parkinson’s disease, or Multiple
sclerosis (MS)
Psychiatric condition, for example,
bipolar disorder, schizophrenia,
PTSD, or major depression

Please check one of the boxes below:
☐

Yes, I Have A Disability, Or Have A History/Record Of Having A Disability

☐

No, I Don’t Have A Disability, Or A History/Record Of Having A Disability
I Don’t Wish To Answer

PUBLIC BURDEN STATEMENT: According to the Paperwork Reduction Act of 1995 no persons are required to respond
to a collection of information unless such collection displays a valid OMB control number. This survey should take about 5
minutes to complete.

For Employer Use Only
Employers may modify this section of the form as needed for recordkeeping purposes.
For example:
Job Title: _______________
Date of Hire: _______________

SELF AUDIT CHECKLIST
PART 60-741 AFFIRMATIVE ACTION AND NONDISCRIMINATION OBLIGATIONS OF CONTRACTORS AND SUBCONTRACTORS

REGARDING INDIVIDUALS WITH DISABILITIES

Regulation / Subject

Details / Implementation

Action Date

SUBPART C
AFFIRMATIVE ACTION PROGRAM

60-741.42
Annual Employee Survey
Contractors will invite employees to self-ID
as an individual with a disability during
first year it is subject to 503 Final Rule
requirements, and every 5 years,
thereafter.

Contractor HRIS systems updated to
accept self-identification information
from employees at anytime during their
employment period.
- Establish date and process for
conducting first-year survey.
- Establish record retention process.
- Establish schedule for “Reminder
Notice” during 5-year survey interval.
- Document implementation.

Responsibility: ______________________

March, 2014

03/24/14
to
03/23/15







EEO AAP Resources
Action Plan for Disability Survey

o

Timing of the 5-Year Survey should coincide with a relevant event, i.e., (a) November focuses
on Disability and Ability, Anniversary of the Rehabilitation Act, June 26, 2020.

o

Communication Plan should include multiple events in support of the 5-Year Survey.

o

Senior Management’s awareness and support of this obligation is considered.

o

Concerns regarding the confidentiality of disability information should be answered in
management messages, statements on privacy, assurance of the use of disability data only
for government reporting.

o

Establish a goal to reach in terms of meeting the 7% National Disability Goal for AAP.

1

EEO AAP Resources

OFCCP Definition of Internet Applicant

2

EEO AAP Resources

OFCCP Definition of Internet Applicant
“Internet Applicant” Means Any Individual Who:
A.

Submits an expression of interest in employment through the
Internet or related electronic data technologies;

B.

The contractor considers the individual for employment in a
particular position;

C.

The individual’s expression of interest indicates the individual
possesses the basic qualifications for the position; and,

D.

The individual at no point in the contractor’s selection process prior
to receiving an offer of employment from the contractor, removes
himself or herself from further consideration or otherwise indicates
that he or she is no longer interested in the position.

3

EEO AAP Resources

Definition
Expression of Interest
1.

Candidate directly submits a resume or completes an
employment application for a particular position.

2.

Employer considers individual from external databases or
other indirect sources.

4

EEO AAP Resources

Definition
Considers the Individual
1.

Employer assesses the substantive information (i.e., work experience,
education, skills, etc.) provided in the expression of interest to determine
whether the individual meets the basic qualifications for a particular
position
Limitations on Considering the Individual
1. The Employer may establish uniform ‘employment application
procedures’ (e.g., submit resume on-line only, identify an open position)
that must be followed in order for the individual’s expression of interest to
be considered
2. The Employer may limit the number of individuals considered by using
data management techniques (for large numbers of expressions of
interest)
a. No review of qualifications
b. Random sampling
c. Numerical limits

5

EEO AAP Resources

Definition
Basic Qualifications
1.

Advertised Qualifications

2.

Non-advertised but criteria established in advance

3.

Non-comparative (specific vs. relative)

4.

Objective (specific vs. subjective)

5.

Relevant to Performance of the Position

6

EEO AAP Resources

Recruitment Process
(Direct) Expression of Interest
via Internet & Related
Technologies

Internal Posting

Requisition

Job Posting (with
job description
and/or basic
qualifications)-

Company Web Site
Email
Internal Applicants
Employee Referrals
Resumes from Postings
(Scanned into System)

Must Retain All
Records

External Database Linked
to Company Web Site

External Posting

Must Retain All Records in
this Database

(Indirect) Expression of Interest
Added by Employer

System
Screens for
Basic
Qualifications
(Search Criteria
Retained)

Database

Filter

Exclude
Candidates
Using Data
Mgmt
Techniques

• Employment Agencies
• External Database Sources
• Recruiting Events
• Unsolicited

7

EEO AAP Resources
Considers Individuals
•Self-Id

Selection Process

•IRA Pool Identified

Applicant
Not
Interested

•Recordkeeping *
Results of
System Filter

Result of Confirmed
Qualifications

Results of Employer
Screening

Employer
Confirms
Individuals with
Basic
Qualifications
(Internet
Applicants)

Employer Screens
for Better Qualified
Applicants

Employer Contacts
Applicants to
Determine Further
Interest &
Qualifications

Upon Further
Review, Employer
Rejected Candidates
Not Possessing
Basic Qualifications

Remove as an
Internet Applicant

Remove as an
Internet Applicant

Interested &
Qualified

Refer to Hiring Manager

Offer(s)
Extended

Manager Selects
Applicants for Interview

Applicant
Hired

*Recordkeeping Includes Recording of All Dispositions.
8

EEO AAP Resources

Internet Applicant Recordkeeping Rules
Job advertisements & postings, hiring records, applications, and any
and all expressions of interest through the Internet or related electronic
data technologies as to which the contractor considered the individual
for a particular position (see 60-1.12(a)).
1. Internal Database
Each resume added to the database & direct expression of
interest to employer to a particular position.
2. External Database
Each search with search criteria & position, resumes of job
seekers, date of the search, and those who met the basic
qualifications for a particular position and were considered
by the employer.
Any & all records produced or received during the Selection Process.

9

EEO AAP Resources

Internet Applicant Data – General Guidelines
• ‘Basic qualifications’ records - keep.
• All “expressions of interest” considered - keep.

• All results of screens for basic qualifications - keep.
• Demographic information on applicants who meet the basic
qualifications - keep.
• Changes in ‘basic qualifications for the same position - keep.
• Unsolicited resumes not submitted for a particular position -

do not keep.

10

EEO AAP Resources

Internet Applicant Data – General Guidelines (cont’d)
Data Management Techniques
1. Data management techniques can be used to limit the
number of applicants considered for a specific position.
2. Data management techniques are to be used before
considering applicants and their qualifications.
3. Does not reduce the total number of applicants (the total
number of individuals who apply).
4. Keep records of random sampling or numerical limits
methodology.
5. No minimum number of persons need to be considered.
6. However, be aware of 1-to-1, applicant-to-hire, ratio.

11

EEO AAP Resources

Applicant Tracking and
Recordkeeping Requirements

12

EEO AAP Resources

General Recordkeeping Requirements
The Employer must:
➢ Keep (and have available for review by OFCCP) any
& all records created, produced or received during
the employment recruitment and selection process;
➢ Invite applicants to Self-Identify for race/ethnicity
and sex; applicants may opt-out; and,
➢ Maintain all records for a period of not less than 2
years.

13

EEO AAP Resources

What Information Should be Collected and Maintained?
Recruitment Process Recordkeeping:
➢
➢
➢
➢
➢
➢

Requisition/Job Posting
Job Qualifications
Sources
Candidate Pool
Race/Ethnicity and Sex Data
Consideration of Each Candidate
➢

➢
➢
➢
➢
➢
➢

Application of job criteria

Phone Screen
Candidates Interviewed
Interview Questions
Interview Evaluation Forms / Notes
Disposition of Each Candidate
Reason(s) for Non-Selection

14

EEO AAP Resources

Recruitment and Selection Recordkeeping
➢Establish and Document the Steps in the Recruitment
and Selection Process.
➢Establish Relevant Job-related Qualifications for
Filling Open Positions.
➢Determine When in the Recruitment and Selection
Process to Capture Race/Ethnicity and Sex
Information.
➢Establish a Systematic Process for Collecting and
Maintaining Records.

15

EEO AAP Resources

16

EEO AAP Resources

Questions & Answers
Questions & Answers

17

SELF AUDIT CHECKLIST
PART 60-741 AFFIRMATIVE ACTION AND NONDISCRIMINATION OBLIGATIONS OF CONTRACTORS AND SUBCONTRACTORS

REGARDING INDIVIDUALS WITH DISABILITIES

Regulation / Subject

Details / Implementation

Action Date

SUBPART C
AFFIRMATIVE ACTION PROGRAM
60-741.44(a)
Policy Statement
EO AAP policy statement included
in the AAP with Executive management
support statement. Policy covers
all employment actions, provides
for reasonable job accommodation
request, identifies Company Official
responsible for the EEO AAP Program.

EO AAP policy statement posted on company
bulletin boards and communicated internally
and externally to: employees, applicants, vendors,
and suppliers. Notice must be accessible and
understandable to individuals with a disability.

- Draft/revise policy statement, including
an indication of executive management
support.
- Establish posting methods, locations.
- Post EO Policy statement.
- Document implementation.






Responsibility: ___________________________

March, 2014

AAP Effective Date

SELF AUDIT CHECKLIST
PART 60-741 AFFIRMATIVE ACTION AND NONDISCRIMINATION OBLIGATIONS OF CONTRACTORS AND SUBCONTRACTORS

REGARDING INDIVIDUALS WITH DISABILITIES

Regulation

/ Subject

Details / Implementation

Action Date

SUBPART C
AFFIRMATIVE ACTION PROGRAM
60-741.44(b)
Review of Personnel Processes
Contractor personnel processes provide
for a review of job qualifications for
employees and applicants in the AAP.

Develop a systematic method for careful,
thorough review of all job qualifications
for applicants and employees with known
disabilities, for job vacancies.
(60-741 Appendix C: Sample Methodology)
- Establish review process/procedures.
- Identify the last review period and
the schedule for the next review.
- Document implementation.

AAP Effective Date





Responsibility: ____________________________

March, 2014

SELF AUDIT CHECKLIST
PART 60-741 AFFIRMATIVE ACTION AND NONDISCRIMINATION OBLIGATIONS OF CONTRACTORS AND SUBCONTRACTORS

REGARDING INDIVIDUALS WITH DISABILITIES

Regulation / Subject

Details / Implementation

Action Date

SUBPART C
AFFIRMATIVE ACTION PROGRAM
60-741.44(c)
Review of Physical and Mental
Qualifications
Contractor AAP states it has a schedule
for periodic reviews of all physical and
mental job qualifications.

Develop a regular method to review
job qualifications for consistency and
job relatedness for each position.
- Establish review process/procedures.
- Establish/conduct the schedule.
- Document implementation.

AAP Effective Date





Responsibility: _______________________________

March, 2014

SELF AUDIT CHECKLIST
PART 60-741 AFFIRMATIVE ACTION AND NONDISCRIMINATION OBLIGATIONS OF CONTRACTORS AND SUBCONTRACTORS

REGARDING INDIVIDUALS WITH DISABILITIES

Regulation / Subject

Details / Implementation

Action Date

SUBPART C
AFFIRMATIVE ACTION PROGRAM
60-741.44(d)
Reasonable Accommodation to
Physical and Mental Limitations
Contractor AAP states it will make
reasonable accommodation to the
known physical or mental
limitations of qualified individuals
with a disability.

Policy/practice communicated to employees
and applicants in EO policy, job postings.
Supervisors and managers receive training
on company job accommodation policy/practice.
- Review current accommodation policy.
- Identify documentation factors.
- Communicate accommodation
process to employees and
applicants.
- Establish Supervisor training. Document.
- Identify Company contact for requests.
- Document implementation process.

AAP Effective Date









Responsibility: _______________________________

March, 2014

I.

EEOC Policy on Reasonable Accommodation

EEOC’s policy is to fully comply with the reasonable accommodation requirements of the Rehabilitation Act of 1973. Under the law, federal
agencies must provide reasonable accommodation to qualified employees or applicants with disabilities, unless to do so would cause undue
hardship. EEOC is committed to providing reasonable accommodations to its employees and applicants for employment in order to assure that
individuals with disabilities enjoy full access to equal employment opportunity at EEOC. EEOC provides reasonable accommodations:
•
•
•

When an applicant with a disability needs an accommodation in order to be considered for a job;
When an employee with a disability needs an accommodation to enable him or her to perform the essential functions of the job or to gain
access to the workplace; and
When an employee with a disability needs an accommodation to enjoy equal benefits and privileges of employment.

EEOC will process requests for reasonable accommodation and, where appropriate, provide reasonable accommodations in a prompt, fair and
efficient manner.
In order to effectuate this policy, EEOC has dedicated centralized funding resources to pay for reasonable accommodations. In addition, EEOC
has designated a Disability Program Manager who has direct administrative responsibility for the program, agency-wide.
Employees may refer to the Commission’s “Enforcement Guidance on Reasonable Accommodation and Undue Hardship Under the Americans
with Disabilities Act” (available on EEOC’s internet and intranet sites) for additional information on the rights and responsibilities of applicants and
employees requesting reasonable accommodation, and the responsibilities of EEOC personnel involved in responding to those requests.
As a model employer, EEOC may take steps, as appropriate, beyond those required by the reasonable accommodation process.
DEFINITION OF KEY TERMS
•
•
•

•

•

Reasonable Accommodation: Any change in the work environment or in the way things are customarily done that would enable a qualified individual with a disability to
enjoy equal employment opportunities.
Qualified Individual with a Disability: An individual with a disability is qualified if (1) s/he satisfies the requisite skill, experience, education, and other job-related
requirements of the position/ and (2) s/he can perform the essential functions of the position, with or without reasonable accommodation.
Essential Functions: Those job duties that are so fundamental to the position that the individual holds or desires that s/he cannot do the job without performing them. A
function can be “essential” if, among other things: the position exists specifically to perform that function; there are a limited number of other employees who could perform
the function/ or the function is specialized and the individual is hired based on his/her ability to perform it. Determination of the essential functions of a position must be done
on a case-by-case basis so that it reflects the job as actually performed, and not simply the components of a generic position description.
Reassignment: Reassignment is a form of reasonable accommodation that, absent undue hardship, is provided to employees (not applicants) who, because of a disability,
can no longer perform the essential functions of their job, with or without reasonable accommodation. Reassignments are made only to vacant positions and to employees
who are qualified for the new position. If the employee is qualified for the position, s/he will be reassigned to the job and will not have to compete for it.
Undue Hardship: If a specific type of reasonable accommodation causes significant difficulty or expense, then EEOC does not have to provide that particular
accommodation. Determination of undue hardship is always made on a case-by-case basis, considering factors that include the nature and cost of the reasonable
accommodation needed and the impact of the reasonable accommodation on the operations of the agency.

II. Requests for Reasonable Accommodation

A request for reasonable accommodation is a statement that an individual needs an adjustment or change at work, in the
application process, or in a benefit or privilege of employment for a reason related to a medical condition. The reasonable
accommodation process begins as soon as the request for accommodation is made.
A request does not have to use any special words, such as “reasonable accommodation,” “disability,” or “Rehabilitation Act.” An
individual with a disability may request a reasonable accommodation whenever s/he chooses, even if s/he has not previously
disclosed the existence of a disability. Any EEOC employee or applicant may consult the Disability Program Manager for
further information or assistance in connection with requesting or processing a request for reasonable accommodation.
•

An employee may request a reasonable accommodation orally or in writing from his/her supervisor; another supervisor
or manager in his/her immediate chain of command; the Office Director; or the Disability Program Manager.

•

An applicant may request a reasonable accommodation orally or in writing from any EEOC employee with whom the
applicant has contact in connection with the application process. The Office of Human Resources is responsible for
training staff that is involved in the application process to recognize requests for reasonable accommodation and to
handle them appropriately. Field office directors also should ensure that all staff having contact with applicants, know
how to recognize and handle requests for reasonable accommodation.

•

A family member, health professional, or other representative may request an accommodation on behalf of an EEOC
employee or applicant. The request should go to one of the same persons to whom the employee or applicant would
make the request.

Employer Obligations
Reasonable Accommodation
A contractor will make reasonable accommodation to the
known physical or mental limitations of an otherwise qualified
individual with a disability unless it can be shown that the
accommodation would impose an undue hardship on the
operation of the business.

EEO AAP Resources

OFCCP Directive
Compliance Evaluation Policy:
• Effective immediately, all compliance evaluations shall include a
review of the contractor’s online application systems to ensure that
the contractor is providing equal opportunity to qualified individuals
with disabilities and disabled veterans.
• The review should include whether the contractor is providing
reasonable accommodation, when requested, unless such
accommodation would cause an undue hardship.
• The term ”online system” shall include, but not be limited to, all
electronic or web-based systems that the contractor uses in all of
its personnel activities.

EEO AAP Resources

Recommendations
• Prominently display a notice outlining your reasonable
accommodation process, and provide timely and effective
accommodation.

• Allow people who cannot use the online system because of a
disability to apply in an alternate way.

Reasonable Accommodation
Obligations
• Section 503 of the Rehabilitation Act of 1973, as amended.
• The Vietnam Era Veteran’s Readjustment Assistance Act of
1974, as amended.

• Title I of the Americans with Disabilities Act of 1990,
as amended.

Definition
Reasonable accommodation - any change or
adjustment to a job or work environment that permits a
qualified applicant or employee with a disability to
participate in the job application process, to perform the
essential functions of a job, or to enjoy benefits and
privileges of employment equal to those enjoyed by
employees without disabilities.
Ref: ADA (EEOC 1991)

Definition
Qualified individual with a disability:

. . . an individual who satisfies the requisite skills, experience,
education, and other job-related requirements of the
employment position the individual holds or desires, and who,
with or without reasonable accommodation, can perform the
essential functions of the position.

(Note: Federal Contractor obligation regarding reasonable
accommodation deals with a request from a qualified individual
with disability.)

Factors to Consider
• The process of reasonable accommodation is meant
to be informal, flexible, and interactive.
• A request for a job accommodation may be made anytime
during the employment process.
• Job accommodation contact information should be
visibly posted on a federal contractor’s web site or
career page.

Factors to Consider
• Job accommodations are made on a case-by-case basis, tailored
to match the essential functions of a job with the capabilities of the
individual.
This is essential to compete for a diverse range of jobs.
• Designing an accessible career page or website deals with the
obligation to provide equal employment opportunity.

Job Accommodation Process
(Example)
An individual requests a job accommodation.
- An employee requests an accommodation from his/her supervisor,
another manager, HR, Disability Program Manager, etc.

- An applicant requests accommodations from the individual
they have contact with during the application process.
- A third-party may request a job accommodation for
an employee or applicant.

The Job Accommodation Process
(Example)

Any staff member can receive a job accommodation request.
Their responsibility includes:
- who will be responsible for handling the request?;
- forwarding a copy of the request to the appropriate
individual as soon as possible (rec.within 2 business days);
- Typical Individuals who could process job accommodation
requests: HR, employee supervisor, the Disability Program
Manager, interviewers and other managers.

The Job Accommodation Process
(Example)

Time frame for processing job accommodation requests:
- Job accommodation requests that do not need supporting (i.e.
medical) information, should be processed and accommodations
made, as soon as possible (specify time frame).
- Requests made by the Disability Programs Manager, should
be processed within 7 business days from the request date (rec.).
- Job accommodation requests requiring medical documentation, or
forwarded to a higher organizational level for approval, may take
longer (specify time period).

- All requests should provide timely feedback to the requestor

The Job Accommodation Process
An Example
Denial of an accommodation should be documented by the
decision-maker. Information regarding any reconsideration
should be sent to the requesting individual.

Documentation regarding the outcome of job
accommodation requests should be forwarded to Human
Resources or the Disability Programs Manager.

Job Accommodation ‘Guidelines’
a. An individual requesting accommodation must be otherwise qualified
for the job. He/she can suggest an accommodation based on personal
experience.
b. A job accommodation may be obvious and therefore, quickly approved at the
most practical level.
c. An employer must make a reasonable effort to identify an accommodation,
if one is not obvious.

d. Informal consultation between the employer and an individual with a disability can
result in the identification of an accommodation.
e. However, if the consultation process does not result in an appropriate
accommodation, the employer must try to identify an accommodation.

f. Ultimately the employer’s judgment and knowledge should make it possible to
suggest an accommodation based on (a) identification of essential job functions
or, a written job description, prepared before publishing.

SELF AUDIT CHECKLIST
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60-741.44(e)
Harassment
Contractor AAP states a policy or practice
to ensure employees with disabilities
are not harassed because of disability.

Harassment policy / practice
communicated to employees.
Managers and supervisors informed
and trained on policy or practice.
- Develop/review workplace
harassment policy.
- Disseminate policy.
- Develop/provide training.
- Document implementation.






Responsible ______________________

March, 2014

AAP Effective Date
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60-741.44(f)
Outreach and Positive Recruitment
Contractor AAP states commitment to
undertaking appropriate outreach and
positive recruitment for qualified
individuals with disabilities.

Contractor develops a process to (a)
document outreach and positive recruitment
actions (b) evaluate its outreach and recruitment
efforts, and ( c) maintain the documentation
for a period of three (3) years.
- Identify outreach resources, programs.
- Select organizations; schedule activity level.
- Document contacts, activities, results.
- Develop assessment of outreach and
recruitment activities, annually.

AAP Effective Date






Responsibility: ______________________________

March, 2014
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60-741.44(f)
Outreach and Positive Recruitment
Contractor to notify subcontractors
in writing of company affirmative action
status & their obligation to take affirmative
action and equal opportunity for applicants
and employees, if needed.

Notify subcontractors of nondiscrimination
and affirmative action obligations, including
the requirement to have written AAP and
and reporting requirements.
- Identify subcontractors to receive notice
or provide notice to all vendors.
- Draft notices.
- Schedule/send out notices.
- Document vendor responses.

AAP Effective Date






Responsibility: _______________________________

March, 2014

March 24, 2014

TO: ALL SUPPLIERS OF GOODS AND SERVICE

Company Name is a federal government contractor and, as such, is subject to the requirements of
Executive Order 11246, as amended; Section 503 of the Rehabilitation Act of 1973, as amended;
the Vietnam Era Veterans Readjustment Assistance Act of 1974; and, the Jobs for Veterans Act of
2003 (JVA). Pursuant to these requirements, our suppliers, contractors and subcontractors are
obligated to take affirmative action and to provide equal employment opportunity to applicants and
employees, without regard to race, color, religion, sex, national origin, disability or veteran status.
Those obligations include compliance with one or more of the following:


Equal Opportunity Clause. Suppliers, contractors and subcontractors with contracts
exceeding $10,000 (Executive Order 11246/Section 503), or $100,000 (VEVRAA/JVA) in any
12-month period are required to include the Equal Opportunity Clause in each of its
nonexempt contracts.



VETS-100 Report. Suppliers, contractors, and subcontractors with contracts of $100,000 or
more in any 12-month period, entered into on or before December 1, 2003 are required to
complete and file on an annual basis a VETS-100 report with the U.S. Department of Labor,
Office of Veterans’ Employment and Training.



Vets-100A Report. Suppliers, contractors and subcontractors with contracts of $100,000 or
more in any 12-month period entered into or modified on or after December 1, 2003 are
required to complete and file on an annual basis a VETS-100A report with the U.S.
Department of Labor, Office of Veterans’ Employment and Training.



EEO-1 Report. Suppliers, contractors or subcontractors with 50 or more employees, and
contracts, subcontracts or purchase orders amounting to $50,000 or more, must file an EEO-1
Report (Standard Form 100) on an annual basis with EEOC’s EEO-1 Joint Reporting
Committee.



Affirmative Action Plan. Suppliers, service contractors and subcontractors with 50 or more
employees and at least one covered contract for $50,000 or more (Executive Order
11246/Section 503), or 50 or more employees and a covered contract for $100,000 or more
(VEVRAA/JVA) are required to prepare a written Affirmative Action Plan for each of its covered
establishments.

We thank you for your support.

Sincerely,

________________________________________________________
Company Name

Revised 12/16/2009
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60-741.44(g)
Internal Dissemination of Policy
Contractor AAP must include procedures for
internal communication of its policies
and procedures for affirmative action
for qualified individuals with disabilities.

Contractor procedures makes the policy
available to employees, includes the policy
in management training, and identifies and
includes individuals with disabilities in
company publications.
- Identify /review programs, procedures,
and methodologies for dissemination of
EEO/AAP policies to employees and supervisors. 
- Review/revise messaging content and
process, if needed.

- Document policy dissemination process.


Responsibility: _______________________________

March, 2014

AAP Effective Date
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60-741.44(h)
Audit and Reporting
A Contractor must measure the effectiveness
of its affirmative action program, indicating
any need for remedial action, determine the
degree to which its objectives have been
attained, whether individuals with disabilities
have had the opportunity to participate in all
company professional/social activities, and
measure compliance with affirmative action
Program specific obligations.

March, 2014

An AAP audit system will generate the necessity
of documentation. Contractors must maintain
records regarding its measurements of self-audit
requirements and keep records for the required
period of time (3 years).
- Establish the audit system as an annual
process in AAP development.
- Establish measurement criteria.
- Document audit findings and maintain
for 3 years.

AAP Effective Date
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Identify responsible company Official
and provide Executive level management
support for the Program.

AAP Effective Date

SUBPART C
AFFIRMATIVE ACTION PROGRAM
60-741.44(i)
Responsibility for Implementation
A contractor Official shall be assigned
responsibility for implementation
of the Affirmative Action Program for
Individuals with Disabilities.

- Identify /position/person responsible
for AAP implementation.
- Identify duties and responsibilities.
- Communicate information in policy and
dissemination activities.





Responsibility: _____________________________

March, 2014
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60-741.44(j)
Training
Contractor AAP includes a commitment
to provide training regarding
implementation of its Affirmative
Action Program for Individuals
with Disabilities.

Contractor implements training for all
personnel involved in its employment,
recruitment and selection processes,
and for management, on a regular basis,
regarding equal employment for Individuals with
Disabilities.
- Identify AA policy and program information
that impacts employment selection processes.
- Identify stakeholders in the employment.
- selection process.
- Provide training and other programs to
educate stakeholders.
- Schedule/deliver training activities.
- Document implementation.

AAP Effective Date








Responsibility: ___________________________________

March, 2014
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60-741.44(k)
Data Collection & Analysis
OFCCP intends to measure workforce
demographic changes from year-to-year
regarding outreach and recruitment
results, by AAP establishment, for
Individuals with Disabilities.

Complete and accurate documentation and
recordkeeping for: applicants, hires, outreach
and recruitment, will be the basis for compliance
for the Individuals with Disabilities AA Program.
Data elements to gather and maintain for 3 years
include:
(a) position applied for (b) date of application,
(c( search criteria used, (d) resumes of all job
seekers with basic qualifications, and (e)
positive recruitment and outreach efforts
for individuals with disabilities.
- Define additional HRIS data elements needed for
recordkeeping for individuals with disabilities.
- Identify stages where data collection and
recordkeeping will begin.
- Revise applicant tracking, HRIS, and other
systems to collect and maintain data/records.

AAP Effective Date





Responsibility: _________________________________
March, 2014
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60-741.45
Utilization Goals
Contractors must conduct an annual ‘utilization
analysis’ in the AAP to evaluate the
representation of Individuals with Disabilities
in the workforce, using the ‘utilization goal’
established by OFCCP.
The ‘utilization goal’ serves as an equal
employment objective, attainable by
complying with all aspects of 503
Affirmative Action program requirements.

Contractors must establish a utilization goal for
AAP Effective Date
each job group in the AAP, or, for the entire
workforce, if the total company employs less
than 100 individuals. The goal will be established
annually. When the percentage of individuals with
disabilities in the workforce is less than the
utilization goal established, the contractor must
assess its efforts to determine if impediments exist
to equal employment opportunity. The analysis includes
assessing:
- Personnel processes.

- The effectiveness of outreach programs.

- The results of the entire AAP.

- Existence of additional/alternative outreach.

- Corrective-action-oriented programs.

- Documentation of all affirmative action efforts.


Responsibility: _________________________________
March, 2014
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SUBPART E
ANCILLARY MATTERS
60-741.80
Recordkeeping
AAP Recordkeeping requirements for
individuals with disabilities established for
three (3) years primarily for outreach,
positive recruitment, applicant
and hire information.

OFCCP has access to all records including off-site
materials. Upon discussion with a
contractor, OFCCP can require records in a
specific format that is kept by the contractor

Contractor record retention guidelines
changed to reflect a new three-year
requirement. All AAP applicants, hires,
and documentation on outreach and
recruitment must now be maintained for
3 years.
- Begin maintaining records asap.

- Establish a three (3) year record retention. 
- Gather and maintain data for: applicants,
offers, hires, outreach efforts.

- Reporting begins the following AAP year.


Responsibility: ___________________________

March, 2014

AAP Effective Date

