
CMSD Affirmative Action Program 
Service provider Contract Compliance, Procedures and Guidelines 

 
Note: Please read carefully all of the information contained in these documents. 

 
Pursuant to the Affirmative Action Policy Adopted by the Cleveland Municipal School District, 
the following guidelines and procedures will be implemented to ensure that all service 
providers doing business with the District are in compliance with Equal Employment 
Opportunity Standards.  
 
A. SUBMISSION OF SERVICE PROVIDER EMPLOYMENT PRACTICE REPORT 
 
All service providers and contractors who propose to provide goods, services, supplies, and 
equipment through formal proposals, informal proposals, and contract term agreements are 
required to submit a Service provider Employment Practice Report with each Proposal. 
Approved status by the Service provider Employment Practice Report includes the following 
documents which must be completed in their entirety and returned with the proposal.  
 
Please note, compliance approval consists of both DBE and Service provider Contract 
Compliance approval.  
1. General Information Sheet (Form 1): Provides basic information on the service provider.  
1a. SMSA/OR RECRUITMENT AREA: Indicates the relevant labor area in which your facility is 
located. Designate the Standard Metropolitan Statistical Area, county, or city from which the 
facility can draw applicants or recruit for most positions.  
In making relevant labor area determinations, examine the statistics on racial, ethnic, and 
gender composition of the Standard Metropolitan Statistical Area, county, or city surrounding 
your organization, as well as other appropriate adjacent areas.  
The relevant labor area should be the SMSA county or city with the highest population of 
minorities and women.  
1b. DEFINITION:  As defined by the U.S. Bureau of the Census, SMSA is: “Except in the New 
England States, a county or group of contiguous counties which contains at least one city of 
50,000; in addition, contiguous counties if they are socially and economically integrated 
within the central city; in the New England States towns and cities instead of counties. Each 
SMSA must include at least one central city.”  
2. Compliance Declaration Form (Form 2) - The Agreement indicating the service provider 

is in compliance with Equal Employment Opportunity requirements, will take affirmative 
action, and will comply with all Fair Labor Standard practices.  

3. Current Employment Data Form (Form 3) – Current personnel data indicating employees 
in each job category classified by gender and race.  

4. Existing Affirmative Action Program – If any and copies of any agreement between the 
service provider and the Equal Employment Opportunity Commission, Office of Federal 
Contract Compliance Program or court order pertaining to equal employment 
opportunity.  

 



 
 
 

B. EVALUATION OF COMPLIANCE DATA 
1. The Diversity Officer will evaluate data submitted by service providers who are 

recommended to receive District proposals and contracts. Service providers found in 
compliance with the District’s Equal employment opportunity standards (Affirmative 
Action and DBE Program) will be placed on the approved service provider’s list. 

2. In the event that a service provider is found not in compliance with the District’s equal 
employment opportunity standards, the Diversity Officer will inform the Purchasing 
Director of the Reason(s) and ask that the Purchasing Director not award the contract or 
proposal to the service provider pending compliance. The Purchasing Director of Manager 
of Diversity will inform the service provider of reason(s) for non-compliance. Service 
providers found not in compliance will be given ten (10) business days from the time of 
notification by the Purchasing Director or Manager of Diversity to submit an acceptable 
affirmative action program to the Diversity Officer. 

3. If the service provider which has been found not in compliance submits an acceptable 
affirmative action plan to the Diversity Officer within ten (10) business days of 
notification, the service provider may be given conditional approval.  

 
C. AFFIRMATIVE ACTION PLAN 
 
1. Service provider found not in compliance with the District’s equal employment 

opportunity standards are expected to develop and implement affirmative action 
programs if they expect to be eligible to successfully propose for District contracts. 

2. While it is the service provider’s responsibility to develop an affirmative action program 
which will result in equal employment opportunity for persons from all sectors of the 
community, the Officer in Charge of the Diversity Program may refer prospective 
proposers to resources which may be of assistance in developing affirmative action 
programs. 

3. In the event that a service provider who has been awarded a District contract does not 
make satisfactory progress toward goals in the affirmative action program, the District 
will not negotiate a new contract until the service provider assures the Diversity Officer 
that significant progress will be made.  

 
D. CONDITIONS UNDER WHICH PROPOSALS MAY BE REJECTED OR CONTRACTS 
TERMINATED ON EQUAL EMPLOYMENT OPPORTUNITY GROUNDS 
 

1. Service provider fails to submit completed and signed EEO documents with proposal or other 
requested information in a timely manner.  

2. The service provider is found not to be in compliance with EEO laws, regulations and District 
policy, and does not have an acceptable Affirmative Action Program, or if the service provider 
has an acceptable Affirmative Action Program but the Diversity Officer determines the service 



provider has not made satisfactory progress toward goals in the plan and shows no promise 
of achieving the goals.  

Any inconsistencies of misrepresentation of the facts in any of the requested information 
designed to portray the service provider in a more favorable position with respect to Equal 
Employment Opportunity Compliance will be grounds for cancellation of the contract by the 
Purchasing Director upon recommendation by the Diversity Officer and confirmation by the 
Cleveland Municipal School District 


