§60-2.11

the relevant labor pool, the contrac-
tor’s affirmative action program in-
cludes specific practical steps designed
to address this underutilization. Effec-
tive affirmative action programs also
include internal auditing and reporting
systems as a means of measuring the
contractor’s progress toward achieving
the workforce that would be expected
in the absence of discrimination.

(2) An affirmative action program
also ensures equal employment oppor-
tunity by institutionalizing the con-
tractor’s commitment to equality in
every aspect of the employment proc-
ess. Therefore, as part of its affirma-
tive action program, a contractor mon-
itors and examines its employment de-
cisions and compensation systems to
evaluate the impact of those systems
on women and minorities.

(3) An affirmative action program is,
thus, more than a paperwork exercise.
An affirmative action program in-
cludes those policies, practices, and
procedures that the contractor imple-
ments to ensure that all qualified ap-
plicants and employees are receiving
an equal opportunity for recruitment,
selection, advancement, and every
other term and privilege associated
with employment. Affirmative action,
ideally, is a part of the way the con-
tractor regularly conducts its business.
OFCCP has found that when an affirm-
ative action program is approached
from this perspective, as a powerful
management tool, there is a positive
correlation between the presence of af-
firmative action and the absence of dis-
crimination.

(b) Contents of affirmative action pro-
grams. (1) An affirmative action pro-
gram must include the following quan-
titative analyses:

(i) Organizational profile—§60-2.11;

(ii) Job group analysis—§60-2.12;

(iii) Placement of incumbents in job
groups—§60-2.13;

(iv) Determining availability—§60-
2.14;

(v) Comparing incumbency to avail-
ability—§60-2.15; and

(vi) Placement goals—§60-2.16.

(2) In addition, an affirmative action
program must include the following
components specified in the §60-2.17 of
this part:
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(i) Designation of responsibility for
implementation;

(ii) Identification of problem areas;

(iii) Action-oriented programs; and

(iv) Periodic internal audits.

(c) Documentation. Contractors must
maintain and make available to
OFCCP documentation of their compli-
ance with §§60-2.11 through 60-2.17.

§60-2.11 Organizational profile.

(a) Purpose. An organizational profile
is a depiction of the staffing pattern
within an establishment. It is one
method contractors use to determine
whether barriers to equal employment
opportunity exist in their organiza-
tions. The profile provides an overview
of the workforce at the establishment
that may assist in identifying organi-
zational units where women or minori-
ties are underrepresented or con-
centrated. The contractor must use ei-
ther the organizational display or the
workforce analysis as its organiza-
tional profile:

(b) Organizational display. (1) An orga-
nizational display is a detailed graph-
ical or tabular chart, text, spreadsheet
or similar presentation of the contrac-
tor’s organizational structure. The or-
ganizational display must identify each
organizational unit in the establish-
ment, and show the relationship of
each organizational unit to the other
organizational units in the establish-
ment.

(2) An organizational unit is any
component that is part of the contrac-
tor’s corporate structure. In a more
traditional organization, an organiza-
tional unit might be a department, di-
vision, section, branch, group or simi-
lar component. In a less traditional or-
ganization, an organizational unit
might be a project team, job family, or
similar component. The term includes
an umbrella unit (such as a depart-
ment) that contains a number of subor-
dinate units, and it separately includes
each of the subordinate units (such as
sections or branches).

(3) For each organizational unit, the
organizational display must indicate
the following:

(i) The name of the unit;

(ii) The job title, gender, race, and
ethnicity of the unit supervisor (if the
unit has a supervisor);
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(iii) The total number of male and fe-
male incumbents; and

(iv) the total number of male and fe-
male incumbents in each of the fol-
lowing groups: Blacks, Hispanics,
Asians/Pacific Islanders, and American
Indians/Alaskan Natives.

(c) Workforce analysis. (1) A workforce
analysis is a listing of each job title as
appears in applicable collective bar-
gaining agreements or payroll records
ranked from the lowest paid to the
highest paid within each department or
other similar organizational unit in-
cluding departmental or unit super-
vision.

(2) If there are separate work units or
lines of progression within a depart-
ment, a separate list must be provided
for each such work unit, or line, in-
cluding unit supervisors. For lines of
progression there must be indicated
the order of jobs in the line through
which an employee could move to the
top of the line.

(3) Where there are no formal pro-
gression lines or usual promotional se-
quences, job titles should be listed by
department, job families, or dis-
ciplines, in order of wage rates or sal-
ary ranges.

(4) For each job title, the total num-
ber of incumbents, the total number of
male and female incumbents, and the
total number of male and female in-
cumbents in each of the following
groups must be given: Blacks, His-
panics, Asians/Pacific Islanders, and
American Indians/Alaskan Natives.
The wage rate or salary range for each
job title must be given. All job titles,
including all managerial job titles,
must be listed.

§60-2.12 Job group analysis.

(a) Purpose: A job group analysis is a
method of combining job titles within
the contractor’s establishment. This is
the first step in the contractor’s com-
parison of the representation of mi-
norities and women in its workforce
with the estimated availability of mi-
norities and women qualified to be em-
ployed.

(b) In the job group analysis, jobs at
the establishment with similar con-
tent, wage rates, and opportunities,
must be combined to form job groups.
Similarity of content refers to the du-

§60-2.14

ties and responsibilities of the job ti-
tles which make up the job group. Sim-
ilarity of opportunities refers to train-
ing, transfers, promotions, pay, mobil-
ity, and other career enhancement op-
portunities offered by the jobs within
the job group.

(c) The job group analysis must in-
clude a list of the job titles that com-
prise each job group. If, pursuant to
§§60-2.1(d) and (e) the job group anal-
ysis contains jobs that are located at
another establishment, the job group
analysis must be annotated to identify
the actual location of those jobs. If the
establishment at which the jobs actu-
ally are located maintains an affirma-
tive action program, the job group
analysis of that program must be anno-
tated to identify the program in which
the jobs are included.

(d) Except as provided in §60-2.1(d),
all jobs located at an establishment
must be reported in the job group anal-
ysis of that establishment.

(e) Smaller employers: If a con-
tractor has a total workforce of fewer
than 150 employees, the contractor
may prepare a job group analysis that
utilizes EEO-1 categories as job groups.
EEO-1 categories refers to the nine oc-
cupational groups used in the Standard
Form 100, the Employer Information
EEO-1 Survey: Officials and managers,
professionals, technicians, sales, office
and clerical, craft workers (skilled),
operatives (semiskilled), laborers (un-
skilled), and service workers.

§60-2.13 Placement of incumbents in
job groups.

The contractor must separately state
the percentage of minorities and the
percentage of women it employs in
each job group established pursuant to
§60-2.12.

§60-2.14 Determining availability.

(a) Purpose: Availability is an esti-
mate of the number of qualified mi-
norities or women available for em-
ployment in a given job group, ex-
pressed as a percentage of all qualified
persons available for employment in
the job group. The purpose of the avail-
ability determination is to establish a
benchmark against which the demo-
graphic composition of the contractor’s
incumbent workforce can be compared
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