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 BLOOMINGTON HUMAN RIGHTS COMMISSION 
 Model Affirmative Action Plan 
 
 Policy Statement 
 
_________________________________________, Inc., declares its policy to provide equal opportunity in employment, 
training and advancement, and to administer its employment practices without regard to race, color, religion, sex, 
national origin, ancestry or disability.  Our policy of nondiscrimination will prevail throughout every aspect of our 
employment practices, including recruitment, hiring, training and all other terms and conditions of employment.  We 
shall implement an affirmative action plan to make it widely known that equal employment opportunities are available on 
the basis of individual merit.  We shall survey and analyze our employment workforce annually to determine what steps, 
if any, are needed to conform effectively with this equal employment policy. 
 
 Responsible Officer 
 
Mr. or Ms. _______________________________________________ (or the _____________________________ 
officer) is the equal employment opportunity officer for our company and is responsible for implementing this 
affirmative action policy. 
 
 Publication of Policy 
 
Our employees will be made aware of our commitment to affirmative action through the following procedures: 
 

• posting notices on employee bulletin boards, 
• including our policy statement and plan in our personnel manual, 
• regularly sending out notice of our policy in paycheck envelopes, and 
• training supervisors to recognize discriminatory practices. 
 

We will make potential employees aware of our policy through the following procedures: 
 

• including the words "Equal Opportunity Employer" in all of our advertisements and notices for job 
openings, 

• notifying employment agencies about our commitment, and 
• sending notice of our policy to unions. 

 
 Implementing Our Policy 
 
Our affirmative action plan will be implemented by widening our recruitment sources.  We shall advertise in newspapers 
and other media that reach people in protected classes.  We shall send job notices to schools with large percentages of 
students in the protected classes and to local groups that serve these classes. 
 
We shall examine our hiring practices periodically to insure that we consider only job-related qualifications in filling our 
positions.  We shall discard irrelevant educational requirements and unnecessary physical requirements.  We shall retain 
only job-related questions on our employment application. 
 
We shall keep affirmative action information on each applicant, but separate from his or her application.  We shall keep 
records on our hiring decisions to evaluate the success of our affirmative action measures.  We shall decide placement, 
duties, benefits, wages, training prospects, promotions, layoffs and terminations without regard to race, sex, religion, 
color, national origin, ancestry or disability. 
  
 

 
Grievance Procedure 
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If an employee feels he or she has been discriminated against on the basis of race, sex, religion, color, national origin, 
ancestry or disability he or she may bring the complaint to his or her immediate supervisor.  If the complaint is not 
resolved readily at that level, he or she may submit it to __________ _____________________________________ 
(personnel officer, corporate president, other) who will make a final decision on its validity.  This grievance process does 
not preclude his or her complaining to local, state or federal civil rights agencies.  We will not retaliate against an 
employee or applicant for voicing a grievance or for filing a complaint with the appropriate agency. 
 
Our current workforce breakdown is shown on the attached form. 
 
 
______________________________ ____________________________ 
Corporate President    Date 


