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Labour Branch Direction générale du travail Certificate N° :

Federal Contractors Programme de contrats

Program fédéraux

Certificate of Commitment to Implement Employment Equit
ORGANIZATION
Legal Name of Organization Parent company is located outside Canada
Yes No

Operating Name (if different) Procurement Business N° :
Employer’s North American Industry Classification System (NAICS) Code Total no. employees in Canada
Number (Full-Time/Part-Time/Temporary) »

Address (street, building, etc.) City Province Postal Code

Telephone Fax

EMPLOYMENT EQUITY CONTACT

Name Title

Telephone E-mail

CERTIFICATION

The above-named organization:

e having a workforce of 100 or more permanent full-time, permanent part-time and/or temporary employees in Canada,
AND

e intending to bid on, or being in receipt of, a Government of Canada goods or services contract valued at $200,000.00 or
more,

hereby certifies its commitment to implement and/or renew its commitment to employment equity, if awarded the aforementioned
contract, in keeping with the Criteria for Implementation under the Federal Contractors Program for Employment Equity.

SIGNATORY

NOTE: The signatory must be the Chief Executive Officer OR a prescribed person in a senior management position with authority
to act on behalf of the organization.

Name (print) Title
Signature Date
IMPORTANT

e Your organization will be required to implement an Employment Equity Program once awarded a contract of
$200,000 or more. You could then be subject to a compliance review which could take up to a year to complete.
e Please fax a copy of the signed form to the Labour Branch, at (819) 953-8768.
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CRITERIA FOR IMPLEMENTATION Canada



FEDERAL CONTRACTORS PROGRAM

Criterion 1: Communication of Employment Equity to Employees

Contractors can fulfill this criterion by communicating with employees, through the Chief
Executive Officer or President:

o a corporate objective to achieve employment equity for the four designated groups
(women, Aboriginal peoples, persons with disabilities and members of visible
minorities)

e the measures the organization has undertaken or will undertake to develop an
employment equity program and to meet the corporate objective

. the progress toward implementation of employment equity

Employment equity should be supported by communication activities such as posting the
corporate objective or related employment equity messages on bulletin boards and
distributing flyers or notices. In addition, the use of e-mail, web sites, newsletters and
information sessions for management and employees may also be considered.

To support ongoing communication, the organization should maximize opportunities to
educate management, employees’ representatives and supervisory personnel on their
responsibilities with respect to employment equity and to seek their cooperation in order to
achieve the corporate objective. An Employment Equity Committee can often serve as an
excellent channel for communications (see criterion 2).

Contractors are encouraged to consult Guideline 2: Communications for more information.

Reference: Employment Equity Act, Section 14 and Paragraph 15(1)(a)
Employment Equity Regulations, Subsection 11(j)

HRSDC Internet site at:
http://www.hrsdc.gc.ca/asp/gateway.asp?hr=en/lp/lo/Iswe/we/legislation/guidelines/index-
we.shtml&hs=wzp
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Criterion 2: Assignment of Senior Official to Be Responsible for
Employment Equity

Contractors can fulfill this criterion by assigning a senior official to be responsible for
employment equity. It is important that the senior official given this responsibility be known
and respected throughout the organization and have sufficient authority and available
resources to effect necessary changes. The responsibilities of the senior official are to:

o demonstrate at all times the commitment among senior management to employment
equity and communicate this commitment to all levels of the organization

o establish an Employment Equity Committee with the aim of articulating the concerns
of the workforce and in particular the needs and suggestions of the designated groups

. consult and encourage employees’ representatives to participate in the process of
implementing employment equity, as such involvement will help ensure that the
Employment Equity Program receive the necessary support from all parties

. ensure that the other 10 Federal Contractors Program (FCP) Criteria for
Implementation are carried out with the support of the above-noted individuals

. sign off the EE Plan

In cases where the organization is geographically dispersed, it may be more practical to
assign responsibility for planning and implementing the employment equity program to the
manager/director of each region or branch. However, the organization still requires a senior
official to oversee and educate the managers/directors. This will ensure meeting FCP
requirements across the organization.

Contractors are encouraged to consult Guideline 3: Consultation and Collaboration for
more information.

Reference:  Employment Equity Act, Section 15
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Criterion 3: Collection of Workforce Information

Contractors can fulfill this criterion by collecting and recording the following workforce
information for the designated group members and all employees:

. internal representation data (stock data) taken from the self-identification survey (a
high response rate is recommended as a foundation for further analysis)

e  hiring, promotion and termination data (flow data) that will allow the contractor to
track the progress of employment equity over time

o salary data including top and bottom salary ranges
The above workforce data must be further broken down by:
o employment status (permanent full-time, permanent part-time and temporary)

. four-digit National Occupational Classification (NOC) code grouped into the
appropriate 14 Employment Equity Occupational Groups (EEOGs)

NOTE: Use of the Employment Equity Computerized Reporting System
(EECRY) is strongly recommended to facilitate the collection and
management of internal workforce data.

When designing a self-identification survey, contractors should follow the format established
in the Employment Equity Regulations.

Contractors are encouraged to consult Guideline 4: Collection of Workforce Information for
more information.

Reference:  Employment Equity Act, Paragraph 9(1)(a), Subsections 9(2) and 9(3) and
Section 17

Employment Equity Regulations, Sections 3, 4, 5, 6, 7 and Subsections 11(a),
11(b), 11(c), 11(d), 11(e) and 12(1) and 12(2)
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Criterion 4: Workforce Analysis
Contractors can fulfill this criterion by:

. analyzing the organization’s internal representation data (stock data) generated in
Criterion 3 by comparing these data with the external representation (availability)
using reasonable areas of recruitment at the Employment Equity Occupational Group
(EEOG) and/or NOC Unit Group level and at the national, provincial/territorial or
Census Metropolitan Area (CMA) level, as appropriate

e  analyzing the concentration of the four designated groups by comparing their
distribution with that of non-designated group employees at the EEOG level. For
example, comparing the distribution of Aboriginal peoples with that of non-
Aboriginal peoples

o analyzing the salary levels of the four designated groups by comparing with all non-
designated group employees at the EEOG level

o analyzing the hiring, promotions and terminations data (flow data) generated in
Criterion 3 for each designated group in each occupational group where
underrepresentation has been found by comparing

— shares of internal hiring with external representation from the Census of Canada
and the Participation and Activity Limitation Survey (PALS)

— shares of internal promotions with internal representation

— shares of internal terminations with internal representation

Please note: This flow data analysis only applies to follow-up compliance
reviews.

The contractor must prepare a narrative summary of the results of the above analyses.

HRSDC provides various tools to help contractors complete a workforce analysis.
Specifically, these are the Workforce Analysis function in the EECRS, Workforce Analysis
Template, the Salary or Clustering Analysis Template and the Employment Equity Data
Report which contains the latest Census and PALS data available that provides information
about the level of designated group representation in the Canadian workforce. These are all
available on the HRSDC Internet site.

Contractors are encouraged to consult Guideline 5: Workforce Analysis for more
information.

Reference:  Employment Equity Act, Subsection 5(b) and Paragraph 9(1)(a) and

Subsection 9(3)
Employment Equity Regulations, Sections 6 and 7 and Subsection 11(f)
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Criterion 5: Employment Systems Review

For each designated groups where underrepresentation was found in the workforce analysis
(Criterion 4), contractors can fulfill this criterion by:

o conducting an extensive review of all formal and informal employment policies and
practices to eliminate systemic, actual or potential barriers to employment that may
exist in the ways in which the organization traditionally recruits, selects, hires,
develops and trains, promotes, retains, terminates and accommodates employees

o modifying any policies and practices that might discourage designated group
members from applying for employment or participating fully in the organization’s
opportunities and benefits

o demonstrating that new policies and practices used at all levels of the organization
where human resource decisions are made are free of bias toward designated group

members

Contractors are urged to invite designated group members of their organizations to
participate in the employment systems review.

Contractors are encouraged to consult Guideline 6: Employment Systems Review for more
information.

Reference:  Employment Equity Act, Subsection 5(a), Paragraph 9(1)(b) and Section 17
Employment Equity Regulations, Sections 8, 9 and Subsection 11(g)
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Criterion 6: Establishment of Goals
Contractors can fulfill this criterion by establishing:

. numerical (quantitative) goals to address any deficiencies identified in the workforce
analysis and in the flow data analysis (Criterion 4)

o non-numerical (qualitative) goals to address any deficiencies identified in the
employment systems review (Criterion 5)

These goals are to be clearly stated in the Employment Equity Plan (as described in Criterion
7), accompanied by target dates for their achievement and the individual responsible for
achieving these goals should be clearly identified. Goals must include realistic targets
related to projected opportunities for hiring and promotion and must clearly correct an
underrepresentation and/or concentration of designated groups in specific occupations.

Numerical goals must be real numbers and/or percentages that show, in measurable terms,
the expected change in the representation of each designated group. Where corporate
forecasts do not predict any job vacancies, provisional numerical goals should be stated in
the event that unanticipated vacancies arise. Short-term numerical goals are usually set for a
period of three years while long-term numerical goals are set for a period of over three years.

Non-numerical goals support the organization’s broader employment equity objectives and
include initiatives aimed at ongoing communications, modification of employment policies
or practices (e.g., recruitment strategies), provision of training and development,
improvement of accessibility for persons with disabilities, and establishment of a positive
work environment.

The goals must consider:

o areas where improvement is possible based on historical turnover and future business
plans

o the impact of using alternative recruiting sources and adjusted qualification
requirements

o restrictions imposed by collective agreements on hiring or staff movement

. the effect of filling certain positions in fields that require specialized skills

e  anticipated future vacancies
In cases where a contractor’s workforce is located in more than one geographic area, the
organization may establish goals for each area. This will allow for the recognition of
regional differences and reinforce local management accountability for the achievement of
employment equity. However, when managers develop goals for their own operations, these

goals should also be reviewed at the corporate (head office) level to ensure consistency and
adherence to the corporate commitment.
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Contractors are encouraged to consult Guideline 7: Employment Equity Plan for more
information.

Reference:  Employment Equity Act, Paragraphs 10(1)(d) and 10(1)(e), Subsections 10(2)
and 10(3), Sections 11 and 13
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Criterion 7: Development of an Employment Equity Plan

The objective of the Employment Equity Plan is to guide the organization toward meeting its
employment equity goals. It should contain:

o numerical goals (Criterion 6)
. non-numerical goals (Criterion 6) that:

— identify barriers to be eliminated as a result of the employment systems review
(Criterion 5)

— specify the temporary special measures, reasonable accommodation (Criterion 8)
and permanent positive policies and practices (Criterion 9)

— identify how the program will be regularly communicated (Criterion 1)

— indicate how the program will be monitored (Criterion 10)

Theses goals have to be assigned to individuals or units within the organization with a
schedule of activities over the first three years for short-term goals and for more than three
years for long-term goals.

The plan should be viewed as a working document and as such, be reviewed regularly.
Changes to the plan should be made as required when a goal or activity needs to be altered.
The plan should form an integral part of the organization’s overall operational planning
process.

In cases where a contractor’s workforce is dispersed over more than one geographic area, the
organization may wish to delegate responsibility for developing individual plans of action to
each geographic unit so that goals and proposed activities are relevant to the respective
situations. However, such region or branch plans must be integrated into a comprehensive
corporate plan to allow effective monitoring of achievement by both the organization’s
executives and Human Resources and Skills Development Canada.

Contractors are encouraged to consult Guideline 7: Employment Equity Plan for more
information.

Reference:  Employment Equity Act, Section 10, Paragraph 15(1)(b) and Subsections

15(2) and (3)
Employment Equity Regulations, Subsections 11(/4) and 11(7)
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Criterion 8: Adoption of Special Measures and Reasonable
Accommodation

Contractors can fulfill this criterion by taking temporary special measures within their
organizations to accelerate the entry, development and promotion of designated group
members. The aim of these special measures is to redress past inequities and directly
increase the representation of designated groups in the organization’s workforce.

Special measures may include activities related to recruitment, training and skills upgrading
for future promotion and assignments (for example, temporary modification of promotion
requirements or targeted recruitment/training).

Reasonable accommodation refers to steps taken to address the different needs of designated
groups. This might include such actions as adjusting job duties, reevaluating skill
requirements or making structural changes to meet the needs of persons with disabilities. It
might also include special leave provisions to accommodate the observance of traditions of
persons from different cultural and religious groups.

Contractors are encouraged to develop and implement a written accommodation policy.

Contractors are encouraged to consult Guideline 6: Employment Systems Review and
Guideline 7: Employment Equity Plan for more information.

Reference:  Employment Equity Act, Subsections 5(b) and 6(a), Paragraphs 10(1)(a) and
10(1)(c) and Subsection 10(3)
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Criterion 9: Establishment of a Favourable Work Environment
Contractors can fulfill this criterion by creating a corporate environment that not only
encourages the introduction of new employees from designated groups, but also is conducive
to the retention and movement of all employees from one occupational level in the
organization to another.
Positive policies and practices may include:

o formal written policies on employment equity and non-harassment

o an employee assistance program

e  mentoring programs

o exit interview procedures

. multicultural events to promote the understanding of designated groups

Reference:  Employment Equity Act, Section 2
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Criterion 10: Adoption of Monitoring Procedures

Contractors can fulfill this criterion by including in the organization’s Employment Equity
Plan measures to regularly monitor and evaluate the organization’s employment equity
program and retain all relevant statistics and documentation.

The description of the monitoring system should include:

. methods to be used to determine the organization’s status with respect to meeting its
employment equity goals at any given time

o time frame and methodology for periodically reviewing and updating the statistical
profile of the organization’s workforce, communication of employment equity
achievements or concerns, the status of remedial measures and the impact of new
policies and practices

o identification of employees responsible for analyzing the results, initiating any
subsequent actions or change in plans and reporting progress to the organization’s
Chief Executive Officer, management, supervisory personnel, employee
representatives and all employees

Monitoring should allow for revisions to the Employment Equity Plan when goals are not
being achieved and for a re-evaluation of goals if these goals are being achieved more

quickly than expected.

Contractors are encouraged to consult Guideline 9: Monitoring, Review and Revision for
more information.

Reference:  Employment Equity Act, Subsection 12(b) and Sections 13 and 17
Employment Equity Regulations, Subsection 11(7)
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Criterion 11: Authorization to Enter Premises
Contractors can fulfill this criterion by permitting an on-site visit conducted by an HRSDC —
Labour officer in order to determine the organization’s progress toward achieving a
representative workforce as required by the FCP.
The HRSDC — Labour officer should have access to:

. the organization’s facilities

e all documents related to the organization’s employment equity program

o the organization’s employees, senior managers and employees’ representatives for

interview purposes

Reference:  Employment Equity Act, Section 23
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