Dffice Use Only (09/15)

CITY OF URBANA Requested by: Date:
HUMAN RELATIONS DIVISION Approved by: Date:
400 SOUTH VINE ST. T —

URBANA, ILLINDIS 61801
(217) 384-245% (phone); 328-8ZBB (fax)
hro@urbanaillinois.us

Date:
Lertificate Expiration Date:

EQUAL EMPLOYMENT OPPORTUNITY (E.E.D.) WORKFORCE STATISTICS FORM

Pleass complete the sections below as instrueted. Failura to properly complete this form may
result in a delay or denial of eligibility to bid ar do business with the City of Urbana.

Section |, Identification

|. Company Name and Address:

Name:  MpotTiw B roS, L oatlsTes LLC

d/b/a:

Address: SIS . O Aue

City/State/Zip: EA0 o vl T (b RGO

Telephone Number(s) include area code: 2.7 doa 2034
Check one of the following
Corporation | | Partnership | Individual Proprietorship | | Limited Liability Corp, | ot

FEl Number: Mg € b 32 56 2 | Social Security Number:

2. Name and Address of the Company's Principal OHice {answer anly if not the same as above)

Name:

Address:

City/State/Zip

3. Major activity of your company (praduct or service):

4. Praoject on which your company is bidding: Rep LLVT —03

2. Lity of lirhana comact staff assigned tocontract: - | o Cojions




SECTION ll. Palicies and Practices

Description of EED Policies and Practices

YES

NO

Is It the Campany's policy to recruit, hire, train, upgrade, promate and discipline persons without
regard to race. color, creed. class, national arigin, religion, sex. age, maritol status, mental
and/ur physical disability. personal appesrance. sexual preference. family respansibilities,
matriculation, pelitical alfiliation. prior arrest. conviction record. or source of income 7

Has someane been assigned 1o develop pracedures, which will essure that the EED policy i
implemented and enforced by managerial, administrative, and supervisory personnel? I so.
please indicate the name and titie of the official charged with this respansiiity.

Name: Keis Martoo
Tite, Coem erpt  Mnmngcss
Telephone: A5 F S30 2083
fmait L trle 207 o F Ronvtesn .Con

Daes the company heve a written Equal Employment Oppartunity plan or statement? Nole: i na. a
copy of an EEQ statement is enclosed. You must attach an EED Statement in order to be
considered eligible to do business with the City of Urbana. Ouestions? (217) 384-2455 or
hro@city.urhanailus.

N

Has the company developed a written policy statement prohibiting Sexval Harassment? You must
attach a copy of your company’s Sexual Harassment Policy in order to be considered
eligible to do business with the City of Urbana.

Have all recruitment sources been natified that the campany will consider all qualified applicants
withoul regard to race. colar, creed. class. nations! origin, veligion. sex, age. marital status,
mantal and/ar physical disability. persenal appearance. sexual orientatian, family responsibilities,
matriculation, political affiliation. prior arrest. conviction record, or source of income?

I advertising is used. dues it specify that all qualified applicants will be coasidered for
employmant withaut regard to race, colar, creed, class. national crigin. religian, sex, age, marital
status, mental and/ar physical disability, personal appearance, sexual orientation, family
responsibilities, matriculation, political affiliation. prior arvest. conviction record, or source of
income?

Has the contractor notified all of its sub-contractors of their obligations to comply with the Equal
Opportunity requirements either in writing. by inclusion in subcontracts or purchase orders?

N\

Is tha campany a state certified minority/women owned business? |f yes. please attach a copy of
state certification,

Does the company have callective bargaining sgreements with labor arganizations !

Iz
If you answered yes to Question “I*, have the labor organizations been notified of the company's
responsibility to comply with the Equal Employment Oppartunity requirements in all contracts with
the Cily of Urbana? =
Daes yaur company perform construglion, rehabilitation, elteration, conversion, demalition or
repair of buildings, highways or other improvements to reel property? (i yes, please camplete
Table 8.) ol

Are you currently seeking to renew an existing or expired Urbana EED cartification? (If yes, you
nead to complete Table C.)




SELTION Hl. Employment Information

IMPORTANT: Please camplete the company workfgree analysis on the bottom of this page. Use the number of empleyees as of the most recent payrall period.
You must completa this form in its enticety, as instructed and submit your organization's (1) EED Statement ard {2) Sexual Harassment Policy

in order 1o ba eligible tn do business with the City of Urbana, For detziled descriptions of the Joh Classifications sea attached descriptions. If
minorities and lemales are currently under-represented in your workforce. please attach a copy of an explanation of your plan to recruit and hire

gualified minorities and famales,

TABLE A - TOTAL CONTRACTIR/VENDOR WORKFDRCE

Black gr African- American Indian
White {Not of Amertean (Mot of Hispanic or Astan or Pacilic | or Alasken Hetive
Job Categaries Overali Totals Hispanic Drigin) Hispanic Origin) Lating Islander
M F M F M F M F ] F ] F
(fickals & Mgrs ,
Professionals
Technicians
Sales Warkers
Difice & Clerical /
Craft Workars
(Skilled)
lperatives
(Semi-Skilled) Lf
{abarers
{Unskillad)
Service Warkers
TOTAL 5 ’
¥ = MALE. Column Bis sum of Raws D.F. H. J and L.
F = FEMALE. Column € is sum of Rows E.G. | K and M.
Date of abave Data: 91- 30-1b




TABLE 8* - EMPLOYEES TD BE ASSIGNED T0 CIFY OF URBANA CONTRACT

Job Catayories

TOTAL
EMPLOYEES

BLALK
EMPLOYEES

HISPARIC
EMPLOYEES

QTHER MINCRITY
EMPLOYEES

M F

F

M

F

N F

Dfiimials & Myrs

Professionals

Technicians

Sales Workers

Difice G Clerical

Cralt Warkers
{Skilled)

{peratives
(Semi-Shilled}

L zborers
{Unskikked)

Service Workers

TOTAL

TABLE C - WORKFORLE TURNGVER SINCE PREVIOUS EED REPORT

Job Categaries

TOTAL
EMPLOYEES
SEPARATED

MINORITY
EMPLAYEES
SEPARATED

TOTAL
EMPLOYEES
HIRED

MIKORITY
EMPLOYEES
HIRED

M F

F

M

M F

Oificials & Mgrs

{

Professionals

Technicians

Salas Warkers

Dffice & Clerical

Craft Workers
{Skilled)

(peratives

{Semi-Skilled)

laborers
{Unskilled}

Service Workers

TOvAL

*Totals included in Table B should be a
grojection of numbers of persons lo be
employed in the performance of the City
contract.

Far Contractors: Data provided in
Table B will be verified by worksite
inspections.



SECTION IV, Certification

By signing below, the company certilies that it has answered all of the foregaing questions truthfully to the best of its
knawledge and beltef and agrees that it/he/she will comply and abide by the City of Urbana's Cade of Drdinances (Section 2-

9).

/L ik Herey  Maptidv owwen

Signature ¢ Printed Neme and Title
Li¥le 707 & Frowties , Com 9 S —~247
E-mail Address Date

SECTION V. Verification

Prior to submitting this form, pleasa check the answers ta the following questioas to verify yaur completion of this form:

2 Did you fill in il of the apprapriate boxes in the table in Saction I, inckiding the “TOTAL” row?

YES_ [~ ND
2 Have you enclosed your company's EED statement?
YES v NO

—

d. Hiave you enclosed your company's Sexual Harassment policy?

YES NO



DEFINITIONS OF TERMS LISTED ON
THE WORKFORCE STATISTICS FORM

(Sea previvus Paga)

DESCRIPTION OF RACE/ETHNIC CATEGORIES

Race /ethnic designations as used by the Department do ral denste seientific
deliritions of anthropulugical eriging. For the purposes of this report an employer
may be inclisfed in the qreup 1o which ha or she appears to betong. identilies with,
or is regarded i (he communily a3 belongi.  However, no person should be
counled in mare than onz race/ethaic grovp. The race/ethnic calegories for this
repard are:

White (ot of Hispanle origin). Al persens having origing in any of the sriginal
peoples of Europe. Horth Africa or the Middle fast

Black of African-American (Hot of Hispanio origin). All perscss having crigins
in any of the Qlack racial groups of Alrica.

Hispanic or Lating, All persgas of Mesican, Puerto Rican, Luban Central of South
Amerizan, or other Spanish cullure or origin, cegardless of race.

Asian or Pacific !slander. A parsans having origins any of the original pecples of
the Far East Southeast Asia, the Indian Subcantinent. or ke Pacfic Islands. This
ares includes. for exomple. Ching, fndia. Japan, Korea. the Phillppine Islands and
Samaa.

American Indian ar Alosksn Hatlve. M persons haviny arigins b any of the
ariginal peoples of North America. and who meintain cultoral idenlilicatian through
trihal aHfiliatian ar community recagnition.

DESCRIFTION OF JOB CATEGORIES

fach employee shou'd ba counted In cnly une job categary. Select the category
cantaiing the jobs most simitar lo that perlormed by the employee. Tha jabs bsted
in pach category are inlended lo provide on example. not o complete list of all job
litles falfing inta thal category.

[ficlals and monagers. Ocoupations requiring adminisiralive and managerial
perscanel who sat broad policies. exerisa avarall respansibility for execution of
these palicies. end direct individual deparimenia or special phases of firm's
operations. Inchudes: ufficials, executives, middle management. planl managers
depariment managers. and superintendenis salaried supervisurs who ars
members of management. purchasing agents and buyers. rairuad conductors and
yard masters. ship coptains, mates and other officers farm operators and
nanagers. ard kindred warkers.

Profassionals. Decupatiors requiring either collegs gredustion or erperisnce of
such lind and amount as to provide a comparable background.  (nclhdes:
aceountants and auditors. airplane pilats and mavigalors. archileciz artists
chemists, designers. diefilians, edilors. enginesrs  Jayars.  Vbracimns,
mathematizians, ratoral scientist regisiered professional rurses, persoansd and
{abar relations specialist. physical suientist, physicians. social stientist. teachers.
surveyors and kindred workers.

Techniclens. Dcrupalions requiring a combination of basic scientific knowledga ard
manuat okl which caa be obizined through 2 years of post high schanl education,
such as is offered in many lechaical inslitutes and union calleges. or through
equinalent on-the-job trainihg  [nchde: compuler programmers. draflers,
engineering aides. junior engineers, mathemalical aides. Kcensed, practizal or
vocalional aurses, potographers. radio operatars. stientific assistants. technical
lusirators, lechnitians (medical dental. elecirenic. physicel sciznce), and ¥ndred
workers.

Sales. Occupations engaging whotly or peimacdy in direct sefing.  Inclides
advertis ng agants and sales workers, insurance agenls and brokars, reel estate
sgents, and brokers. stock ond bond sales workers demanstrators. sales workers
and sales elerks. gracery clerks. and cashiers/checkers andkindred warlers.

Dttice and elarical. Inchudes all clarial -type wark regardiess of level of dilcully
where the activilies are predeminaetly non manual thosgh some mams! wark nat
directly invalved with altering or transporing Lhe praducts is inchided  Inchides:
tiookkeepers, enllectors (bills and accounts). messengers and office helpers. office
muchine operalers (including computer). shipping od recewing clerks.
sienographers. lygists and secretaries. telagraph and telaphone cperators. fegal
assistants. and kindred werkers.

Cratt workers (skillad). Marmal werkers of relalively high skl level having a
tharaugh and comprehensive knowledge of the processes ivohed in their werk
Exercise considerable independent judyment and ususlly receive an extensive
perind of Irsining. Includes: the bulding trades. hourly paid supervisors aed lead
aperalers who are nat members of orcepatisns. compositers aed typesetiers
eleclricians, engravors, painters {construclion and maiatenance), motian pigtura
prajectocists. patiern and medal makers. stationory hand painters, coaters,
bakers. decorating occupations. and kindred workers.

Qpermives (semiskilled), Warkers wha operate machine or precess.ng equipment
or perform ather factary-type duties of intermediate skil level which can be
mastered i 3 few weeks and require anly limited traiving, Includes: spprentices
{auln service and stitchers. dryers, furnace workers, keaters. lesndry ond dry
cleaning operatives, milfiners mine operatives and [sborers. mulor operatars.
uders and greasers {except aula), painters {manufactured erlides). pholographic
process warkers, truck and tractor deivers, knilling. looping, taping end weaving
marhine aperators. welders and flame cullers, elegirical and elecironic equipment
assemblers, butchers end mealculters. inspectors testers and graders.
handpackers aed packagers. and kindred warkers,

Labarers {unskiited), Workers in manual accupations which generally require nn
specki teaming wha perform elementary dutias that may be learmed in a few days
and reque the application of litife or na independent judgment. Includes: garage
laborers. car washers and qreasers, groundshesgers and gardeners. farmworkers,
stevednres. wood choppers. |sharers performing lilting. digging. mixing. lnading and
pulling operation snd kindred werkers.

Swmvice workery Workers in both protective and nomproleclive servee
accupations. Includes: Attendants (hospital and olbar instilut oas, professional and
personal service. including nurses aides. and orderlies). barbers, charworkers snd
tleaners, coaks. counter and fruntein warkers, elevatar operators, lirefighters and
lira protection. guards. doarleepers, stewards janitors, pobice olicers end
detectives, parters, wailers and waitresses, amusemenl and recreation facilities
atieadants. guides. ushers. public transportatian altendants, and kindred warkers.



EQUAL EMPLOYMENT OPPORTUNITY STATEMENT

ARt/ Bros Logesshes LLC

Company Hama
This is 1a state that it is the policy of Hpttn BRoS i0 act in accordance with alf local, state and
federal Equal Employment Opportunity guidelines and procedures. This palicy s in accordance with the Civil Rights Act of
1964, Equal Emplayment Act of 1572, and all other applicable laws. Uty /e alsa sirives to

assure compliance with the Winois Fair Employment Practices Act, the Ylinois Human Rights Act. City of Urbana Human
Rights Ordinance and all other lsws pertaining to equal employment opportunity.

H1R2E) S Palicy inchides recruiting, hiring. training. upgreding. promoting, and disciplining
without regerd to any of the prolected classes found in local, state or federal EEQ faws.
/1S has developed procedures lo assure this palicy s understood and carried out by

managerial. administrative, and supervisary personnel.

ASSIGNMENT OF RESPONSIBILITY: St ¢ has undertaken a positive E£0 Program to
effectively implement and enforce this policy at all times. The EED officer or person designated for monitoring the
company’s ££.0. Program is: ;l{llr&z.:; [Midtets 1o

PROCEDURES FOR DISSEMINATION BF PDLICY: A copy of this stetement is posted in the main office at
513w Pl and coples of the palicy are available to emplayees. vendors and/or subcontractors.

UTILIZATION ANALYSIS: M-IMn.-lf Mol will monitor its workforce and iob classifications. It will
analyze aveilability and under-utilization and respond accordingly. Hivaee, 1 paps wil attempt to

advertise job vacancies in places where minorities and lemales may mare likely become aware of the job openings.

GOALS AND TIMETABLES: Hrnng  lerde il identify those areas within ils workfarce in which
minarities and women are being under-ulilized and set up a system of goals and timetables for correcting the
deficiencies.

SYSTEM FOR MONITBRING COMPLIANCE AND RECRUITMENT OF WORKFORCE: When adding new
employees /N8t 8 S policy is to assure there are minorities and females in the applicant pool

Mnitepi) € supparts EED programs.

SYSIEM DF RECORDS AND ANNUAL SUMMARY: will monitor applicant dala,
employee records and job descriptions Lo assist in its Equal Employment efforts,

////:é/ L2 3214

Signatfiye Date




POLICY REGARDING SEXUAL HARASSMENT IN EMPLOYMENT

MpeTie) _BBoS., [ogesties LLC,
FULL COMPANY NAME 7

I. STATEMENT QF CO. Y POLICY

This company is committed lo providing a workplace that is free from all forms of
discrimination, including sexual harassment. Any employee's behavior that fils lhe
definition of sexval harassment is a form of miscondud which may rasull in disciplinary
acfion up to and including dismissal. Sexual harassment could also subject this company
and, in some cases, an individual o substanlial civil penalties.

The company's policy on sexual harassment Is part of Its overall affirmative action efforts
pursuant lo state and federai laws prohibiting discrimination based on age, race, color,
seligion, natlonal arigin, citizenship status, unfavorable discharge from the military,
marital status, disability, and gender. Specifically, sexual harassment is prohibited by the
Civil Rights Act of 1964, as amended In 1991, the ilinols Human Rights Act and the
Urbana Human Rights Ordinance.

Each employee of lhis company bears the responsibility to refrain from sexual
harassment in the workplace. No employee, male of famale, should be subjected lo
unsolicited or unwelcome sexual overtures or conduct in the workplace. Furthermore, It
is the responsibillty of all supervisors to make sura that the work environment is free
from sexual harassment. All forms of discrimination and conduct which can be
considered harassing, coercive or disruptive, or which creale a hostile or offensive
environment must be efiminated. Instances of sexual harassment must be investigaled
in a prompt and effeclive manner.

All employees of this company, pariicularly those In a supervisory or management
capacily, are expecied to become familiar with the contents of this Policy and lo abide by
the requirements it establishes.

1|, DEFINITION OF SEXUAL HARASSMENT

According fo the Hlinols Human Righls Act, sexual harassment is defined as: Any
unwelcome sexual advances or requests for sexual favors or any conduct of a sexual
nature when,

(1) submission lo such conduct is made, elther explicilly or implicilly, a term or condilion
of an individual's employment.

(2) submission 1o or rejection of such conduct by an individual is used as the basis for
employment decisions affecling such individudl, or

(3) such conduct has the purpose or effect of substantially interfering with an individual's
work performance or creating an intimidating, hostile, or offensive warking environment.

MODEL POLICY ON SEXUAL HARASSMENT IN EMPLOYMENT.doc
Page | of 4



The courls have determined thal sexual harassment is a form of discrimination under
Title Vil of the Civil Rights Acl of 1964, as amended in 1991.

Conduct commonly considerad to be sexual harassment includes:

* Verbal: sexual Innuendos, suggestive comments, insults, humor and jokes about sex,
anatomy or gender-specific trails, sexual propositions, threals, repealed requests for
dales, or slatements about other employees, even outside their presenca, of a sexual
nature.

* Non-verbal: Suggestive or insulling sounds (whistling), leering, obscena gestures,
saxually suggestive bodily gestures, “catcalls”, “smacking”, or “kissing” noises

* Visual: posiers, signs, pin-ups or slogans aof a sexual nalure.

* Physical: Touching, unwelcome hugging or kissing, pinching, brushing the body,
coerced sexual intercousse, or actual assault.

Sexual harassmant most frequently involves a man harassing a woman. However, it can
also Involve 2 woman harassing a man or harassmenl between members of the same
gender.

IH. RE SIBILITY OF INDIVIDUAL EMPLOY

Each individual employee has the responsibifity to refrain from sexual harassment in the
workplaca.

An individual employee who sexually harasses a fellow worker is, of course, liable for his
or her Individual conduct.

The harassing employee will be subject to disciplinary aclien up to and including
discharge in accord with the companys disciplinary policy and the terms of any
applicable coflective bargaining agreement.

The company has designated #MM /ﬂﬂnﬁb(Name). Gwr ney (Tille)
lo coordinale the companys sexual harassmemt policy compliance. MrJ/Ms.
canbereachedat_Sv3 &) &/éd  (Address and Telephone).
(NOTE: insert the name of the company's EEO Officer, Human Resource Administrator,
Personnel Officer, or other person designated by company management to coordinala
compllance with this policy] He/She is available to cansult with employees regarding
their obfigations under fhis policy.

IV. RESPONSIBILITY OF SUPERVISORY EMPLOYEES,

Each supenisor Is responsible for maintaining the wokplace free from sexual
harassmenl, This is accomplished by promating a professional environment and by
dealing with sexual harassment as with all other forms of employee misconduct.

MODEL POLICY ON SEXUAL HARASSMENT IN EMPLOYMENT.doc
Page 2 of 4



A supervisor must address an ohsesved incident of sexual harassment or a complaint,
with seriousness, taka prompt aclion to investigate it, report it, and end it, implement
appropsiate disciplinary action, and obsesve sirict confidentlality. This also applies to
cases where an employee tells the supervisor about behavior that constitules sexual
harassment but does not want to make a formal complalnt.

In addition, supervisors must ensure that no retallation will result against an
employee making a sexual harassment complaint

Supervisors In need of infarmation regarding their obligations under this policy or

pracedures to follow upan receipt of a compiaint of sexual harassment should conlact
ARRy  MArps- (Name), Ty (Title) at

53 M.o4e (Address and telephone). (NOTE: Insert name of company EEO
Officer, Human Resource Administrator, Personnel Officer, or olher person designated
by company management]

V. PROCEDURES FOR FILING A COMPLAINT OF SEXUAL HARASSMENT

A. INTERNAL

An employee who eilher observes or believes herselifhimself to be the object of sexual
harassment should deal with lhe incident{s) as direcily and firmly as possible by clearly
communicating her/his position {o lhe supervisor, EEOQ Officer*, and to the offending
employee, It is not necessary for the sexual harassment to be directed at the person
making the complaint

Bach incident of sexual harassment shouid be documenied or recorded. A nole should
be mada of lha date, time, place, what was said or done, and by whom. The
documentation may be augmented by writlen recards such as letters, notes, memos,
and telephone messages,

No one making a complaint of sexual harassment will be retaliated against even if a
complaint mada In gocd faith Is not substantiated. Any witness to an incident of sexual
harassmenl is also protecied from retatiation.

The process far making a complaint about sexual harassment falls into several stages.

1. DIRECT COMMUNICATION, If there is sexually harassing behavior in the workplaos,
the harassed employee should direclly and clearly express heihis objection that the
conduct is unwekome and request that the offendlng behavior stop. The [nitial massage
may be verbal. If subsequent messages are needed, lhey should bs put in wrilingin a
nota or a memo,

2. CONTACT SUPERVISORY PERSONNEL. At the same lime direct communication is
undertaken, or in the event tha employee feels lhreatened or inlimidated by the situation,
the problem must be prompily reported lo the immediate supesvisor or the EEO Officer.
If the harasser is the immediale supervisor, the problem should be reported fo the next
level of supervision of the EEQ Officer.

MODEL POLICY ON SEXUAL HARASSMENT IN EMPLOYMENT.doc
Page 3 of 4



3. FORMAL WRITTEN COMPLAINT. An employee may alse repor incidenls of sexual
harassment directly lo the EEQ Officer. The EEO Officer will counsel the reporting
employee and be avallable to assist with filing a formal complaint. The Company will fully
investigate the complaint, and will advise the complainant and the alleged harasser of
Lhe resulls of the investigation,

B. EXTERNAL

The Company hapes that any inciden! of sexual harassment can be rescived through
the intemal process ocullined above, All employees, however, have the right to file formal
charges with the lllinols Depariment of Human Rights (IDHRY), the Unlted States Equal
Employment Opparunity Commission {EEOC) and/or the Urbana Human Relatiens
Commission (UHRC). A charge with IDHR must be filed within 180 days of the incident
of sexual harassmen!. A charge with EEOC must be filed within 300 days of the incident.
A charge with UHRC mwust be filed within 90 days of the incident,

fy Wely o5ty

Name, Titie and Date
Authonzed Company Official

MODEL POLICY ON SEXUAL HARASSMENT TN EMPLOYMENT.doc
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