Office Lise Only (09/13)

CITY OF URBANA Requested by: Date:
HUMAN RELATIONS DIVISION Appraved by: Date:
400 SOUTH VINE ST. ———
LURBANA, ILLINDIS BI801 ertification

(217) 384-2455 (phone); 378-8788 (fax) | Dot

hro@urbanaillincis.us Certificate Expiration Date:

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

Please complete the sections below as instructed. Failure to properly complete this farm may
result in a delay or denial of eligihility to bid or do business with the City of Urbana.

Section |. Identification

|. Company Name and Address:

Name: Top Quality Reoofing Company

d/b/a:

Address: 1293 State Highway 121, PO Box 193

City/State/Zip:  mt. Zion, IL 62549

Telephone Number(s) include area code:  217-864-9483

Check one of the following

Corporation | X | Partnership \ Individual Proprietorship | | Limited Liability Corp. ]

FEl Number;  37-1387459 Sacial Security Number:

2. Name and Address of the Eompany's Principal Dffice (answer anly if not the same as above)

Name:

Address:

City/State/Zip

3. Major activity of your company (product or service):  Roofing and Sheet Metal

4. Project on which your company is bidding: n/a

2. City of Urbana contact staff assigned to contract: . pots




SEGTION 1. Policies and Practices

Description of EED Policies and Practices

YES

NO

ls it the Company's policy to recruit, hire, train, upgrade, promote end discipline persons without
regard to race, color, creed, class, national origin, religion, sex, age. marital status, mental
and/or physical disability, personal appearance, sexual preference. family responsibilities,
matriculation, political affiliation, prior arrest. convigtion record, or source of income ?

Has someone been assigned to develop procedures, which will assure thet the EED policy is
implemanted and erforced by managerial, administrative, and supervisory personnel? if so,
nlease indicate the name and title of the official charged with this respansibiity.

Name: Mallory Schultz
Title:  Secretary
Telephone:  217-864-9483
Email: topquality@tarfg.com

Does the compary have a written Equal Employment Opportunity plan or statement? Note: [ ng, a
copy of an EED statement is enclosed. You must attach an EEQ Statement in order to be
considered eligible to do business with the ity of Urbana. Questions? (217) 384-2455 or
hro@city.urbana.il.us.

Has the company developed a written policy statement prohibiting Sexual 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 notified that the company will considar all qualified applicants
without regard to race, color, cread, class, national origin, religion, sex, age, marital status,
mental and/or physical disability, persanal appearance, sexual crientation, family responsibilitias,
matriculation, political affiliation. prior arrest, canvicticn record. or source of income?

If advertising is used, does it specify that all qualified applicants will be considered fer
employment without regard to race. color, creed, class, national origin, religion, sex, age, marital
status, mental and/or physical disability, personal appearance. sexual orientation, family
responsibilities, matriculation. political affiliation, prior arrest, conviction record, or source of
income?

Has the contractor notified all of its sub-cantractors of their obligations to comply with the Equal
Upportunity requirements either in writing, by inclusian in subcontracts or purchase orders?

|s the company a state certified minority/woman ownad business? If yes, please attach a copy of
state certificatian.

Does the comaany have collective bargaining agreements with labor arganizations ?

If yau answered ves to Buesticr “I", have the labar crganizations been notified of the company's
respansibility to comply with the Equal Employment Oppartunity requirements in all contracts with

the City of Urbana?

Coes your company perform construstion, rehabilitation, alteration, conversion, demalition or

repair of buildings. highways or ather improvements to real preperty? (If yes, please complete
Tahlz B.)

Are yau cerrently seeking to renew an existing or expired Urbana EED certification? (If yes, you
need to complete Table C.)




SECTION I, Employment Information

IMPORTANT: Please complete the company workfoece analysis an the battom of this page. Use the rumber of employess as of the most recent payrall period.
You must complete this farm in its entirety, as instructed and submit your organization’s (1) EED Statement and (2) Sexual Harassment Policy

in order to he eligible to de business with the City of Urbana. For detailed descriptions of the Job Classifications see attached descriptions. [t
minarities and femzles are currently under-represented in your workforce, please attach a copy of an explanation of your plan to recruit and hire

gualified minorities and females.

TABLE A - THTAL CONTRAETOR/VENDOR WORKFORCE

Black or African- American Indian
White (Nat of American (Not of Hispanic or Asian or Pacific | or Alaskan Native
Job Categories Overall Totals Hispanic Drigin) Hizpanic Origin) Lating Islander

M F M F M F M F M F M F
Officials & Mgrs 1 ’

Prafessionals

Technicians

Sales Warkers 4

Office & Clerical

Craft Workers
(Skiled) 25 24 1

Operatives
{Semi-Skilled)

Laborers

(Unskiled) 6 4 2

Service Waorkers

TOTAL 36 |2 133 |2 |3

¥ = MALE, Column B is sum of Rows 0. F H. J and L.
F = FEMALE. Calumn [ is sum of Rows £ B. I K and M.

Date of above Data:  09/25/2017




TABLE B* - EMPLOYEES T BE ASSIGNED TO CITY OF URBANA CONTRACT

Joh Categories

TOTAL
EMPLOYEES

BLACK
EMPLOYEES

HISPANIC
EMPLOYEES

OTHER MINORITY
EMPLOYEES

M

F

H

F

M

F

M F

{ifficials & Mgrs

Professionals

Technicians

Salas Workars

{iffice & Clerical

Craft Workers
(Skilleg)

Upzratives

(Semi-Skilled)

Laborers
(Unskilled)

Service Workers

TOTAL

TABLE C -~ WORKFORCE TURNOVER SINCE PREVIOUS EED REPDRT

Jnh Catagories

TOTAL
EMPLIYEES
SEPARATED

MINORITY
EMPLOYEES
SEPARATED

TOTAL
EMPLOYEES
HIRED

MINORITY
EMPLOYEES
HIRED

M

F

M

F

M

M F

Cfficials & Mgrs

Prafessionals

Technicians

Sales Warkers

Office & Clerical

Craft Workers
(Skilled)

Hperatives
(Semi-Skillec)

Laborers
{Unskillzd)

Service Workers

TOTAL

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

For Cantractars: Data provided in
Tahle B will be verified by worksite
inspections.



SECTION IV. Certification

By signing helaw, the company certifies that it has answersd all of the foregoing questions truthfully to the best of its
knowledge and belief and agrees that it/he/she will comply and ahide hy the City of Urbana's Gede of Ordinances (Sectian 2-
1), :

i 'L ihf‘w by d ‘5 {'[ ‘: I I‘ =
%“\,"‘Qd\f\}\'kf-"vi\ﬁ UL \ Mallory Schutlz, Secretary
Signature Printed Name and Titls
topquality@tqrfg.com 09/25/2017
E-mail Address Date

SECTION V. Verification

Prior to submitting this form, please check the answers to the following questians to verify your completion of this form:

1. Did you fill in all of the appropriate boxes in the table in Section lll, including the “TOTAL” row?
YES X NO

Z Have you enclosed your company's EED statement?
YVEs X NO

3. Have you enclosed your company's Sexual Harassment policy?

i X NO



DEFINITIONS OF TERMS LISTED ON
THE WORKFORCE STATISTICS FORM

{See previous Page)

DESCRIPTION OF RACE/ETHNIC CATEGORIES

Race /ethnic designations as used by the Department do not denate sefentific
definitions of enthropalogical arigins. For the purposes of this repact, an employes
may be included in the group to which he or she appears to belong, identifies with,
or is regarded in the community as belonging. However, no person should be
counted in more than a7 raca/ethnic group. The race/ethnic categories for this
repart are:

White (Net of Hispanie erigin). All persons having origins in eny of the origingl
peoples of Europe, North Africa ar the Middle East.

Black of African-American {Not of Hispanic origin). Al persons having origing
in any of the Black racial groups of Africa.

Hispaniz gr Lating. All persans of Mexican, Puerto Ricen, Cuban, Central of South
American, or ather Spanish culture o arigin, regardless af race.

Asian or Pgcific Islander. Al persons heving origins any of the ariginal pecples of
the Far East, Scutheast Asia, the Indian Subcontirent, or the Pacific Islands. This
area includes, for example, China, indis, Japan, Korea, the Philippine Islands and
Samoa,

American |ndian or Alaskan Native. All persans having arigins in anv of the
ariginzl penples of North America, and who maintain cuttueal identification fhrough
tribial affiliation or community recognition.

DESCRIPTION GF JOB CATEGORIES

Each employes should be counted in anly onz jub categary. Select the category
containiag the jobs most similar to that perfurmed by the employee. The jobs listed
in each category are intended to providz an example, not @ complete list, of l) job
titles felling into that categary.

Officials and manaoers. (ccupations requiring administrative and managerial
personnel who set broad policies, exercise oversfl responsibility for execution of
these policies, and direct individual departments or special pheses of firm's
speretions. Includes: officiels, executives, middle management, plant managers,
department maragers, and superintendents, salaried supervisors wha are
members of management, purchasing agents and buyers. railroad conductars and
yard masters, ship captains, mates and ather offizers farm operators and
managers, and kindred workars.

Professionals. Occupations requiring either college graduatinn or exgerience of
such kind and amount &s to provide a eomparable beckoround.  Includes:
aecountants and auditors, airplane pilots and navigstors. architects, arfists,
chemists, designers, dietitians, editars, engineers. layers. lbrarians,
metiematicians, natural scientist, registered professtonal nurses, persanne! and
labor relations specialist, physical scientist, physicians, social scientist, teachers,
surveycrs and kindred warkars.

Technicians. Decupations requiring @ combinetion of basiz scientific knowledge and
manual skill which can be ebtained through 2 years of post high schos} education,
such as is offered in many technical institutes and union cofleges. or through
equivalent en-the-joh training.  Include: computer programmers, drafters,
engineering aides. junior engineers. mathematical asides. licensed, practical or
vocational nurses, photographers, radia operators, scientific assistants, technical
ilustratars, technicians (medical, dantal, electronic, physical science), and kindred
workers.

Sales. Ocrupations engaging whally or primarily in direct selling.  Includes:
advertising agents and sates workers, insurance agents and brokers, real estate
agents, and brokers, stock and bond sales warkers, demonstratars, sales warkers
and sales clerks, grocery clerks, and cashiers/checkers, and kindred workers.

(ifice and elerical. Includes all clerical-typs wark regardless of level of diffculty,
where the astivities are predominantly nan manual though some manual work not
directly involved with altering cr transporting the products is included. Includes:
bookkeepers. collzctars (hills and accounts), messengers and office helpers. office
machine operators {including computer), shipping and receiing cierks,
stenographars, typists and secretaries, telegraph and telephone aperators, legal
essistants, and kindrad workers,

Craft workers (skilled). Manual werkers of relatively high skill level having a
thorough and comprehensive knowledge of the processes involved in their work
Exercise considerable independent judgment and usuelly receive an extensive
pestod of training. Includes: the building trades, hourly paid supervisors and lead
operators who are not membars of occupations. compositors and typesetters,
electricians, engravers, painters (censtruction and maintenance), motien picture
prujectionists, pattern and model makers. stationary hend painters. coaters,
bakers, decorating occupations, and kindrad workers.

Dperatives (semiskilled). Workers who sperate machine or processing equipment
gr perform ather factory-type duties of intermediate skill lavel whizh can be
mastered in a few weeks and require only limited training. Includes: apprentices
(auto service and stitchers, dryers, furnace workars, heatars, laundry and dry
clzaning operatives, milliners, mine operatives ard laborers, motor operatars,
nilers and greasers (except autn), painters (menufactured articles), phetagraphic
pracess workers, truck and tractar drivers, knitting, locping, taping and wesving
machine operatars, welders and flama cutters, electrical and electronic equipment
assemblers, butchers and meatcutters, ispectors, testers and greders.
handpackers and packagers, and kindred workers.

Laharers {unskilled). Workers in manuel oooupations which generzlly require no
specizl training wha perform elementary duties that may be learned in 2 few days
and requirz the application of lttle ar no independent judgment. Includas: garage
labarers, car washers and greasers, groundskeepers and gardeners, farmworkers,
stevedores, wood ehoppers, lahorers perfarming lifting, digging, mixing, loading and
pulling operation and kindred workers.

Service workers. Workers in both protective and norprotective service
occupations. Inchudes: Attendants (hospitel and other institutions, professional and
personal service, including nurses zides, and orderlizs), barbers, charwarkers and
cleaners, cooks, eounter and founzain workers, elevator operatars, firefighters and
fire protaction, guards, doorkeepers, stewards, janitors. prlice officers and
detectives, porters, waiters and waitresses, amusement aad recreatien facilities
attendants, guides, ushers, public transportation attendanis, and kindred workers.



Specializing in

* Commercial & Industrial
Roofing

« Residential Roofing

* Architectural Sheet Metal

State Highway 121
P.O. Box 193

Mt. Zicn, lilinois 62549
Phane: (217) 864-9483
Fax: (217) 864-5900

TOP QUALIT

e e e A L

Roofin Company

Re: Equal Employment Opportunity Statement

Top Quality Roofing provides equal employment opportunities (EEQ) to all employees and
applicants for employment without regard to race, color, religion, sex, national origin, age, disability
or genetics. In addition to federal law requirements, Top Quality Roofing complies with applicable
state and local laws governing nondiscrimination in employment in avery location in which the
company has facilities. This policy applies to all terms and conditions of employment, including
recruiting, hiring, placement, promotion, termination, Jayoff, recall, transfer, leaves of absence,
compensation and training.

Top Quality Roofing expressly prohibits any form of workplace harassment based on race, color,
religicn, gender, sexual orientation, gender identity or expression, national origin, age, genetic
information, disability, or veteran status. Improper interference with the akility of Top Quality
Roofing’s employees to perform their job duties may result in discipline up to and including
discharge.

Sincerely,

Top Quality Roofing

Jfolo Kot

Robert Benton, President



Specializing in

« Commercial & Industrial
Roofing

* Residential Roofing

* Architectural Sheet Metal

State Highway 121
P.O. Box 193

Mt. Zion, lllinois 62549
Phone: (217) 864-2483
Fax: (217)864-590¢

ot

“TOP QUALITY /

i e

Roofing mpany

Re: Sexual Harassment Policy

It is the policy of Top Quality Roofing that all employees are responsible for
ensuring that the workplace is free from sexual harassment. Because of

Top Quality Roofing’s strong disapproval of offensive or inappropriate sexual
behavior at work, all employees must avoid any action or conduct which could be
viewed as sexual harassment.

Sexual harassment includes unwelcome sexual advances, requests for sexual favors,
and other verbal or physical conduct of a sexually harassing nature, when: (1)
submission te the harassment is made either explicitly or implicitly a term or condition of
employment; (2) submission to or rejection of the harassment is used as the basis for
employment decisions affecting the individual: or (3) the harassment has the purpose or
effect of unreasonably interfering with an individual’s work performance or creating an
intimidating, hostile, or offensive working environment.

Any employee who has a complaint of sexual harassment at work by anyone, including
supervisors, co-workers or visitors, should first clearly inform the harasser that his/her
behavior is offensive or unwelcome and request that the behavior stop. if the behavior
continues, the employee must immediately bring the matter to the attention of his/her
supervisor. If the immediate supervisor is involved in the harassing activity, the viotation
should be reported to that supervisor's immediate supervisor, the department personnel
officer, or the employee relations coordinator, who can be reached at 217-864-9483.

If a supervisor or personnel officer knows of an incident of sexual harassment, they
shall take appropriate remedial action immediately. If the alleged harassment involves
any types of threats of physical harm to the victim, the alleged harasser may be
suspended with pay. During such suspension, an investigation will be conducted by
Top Quality Roofing. If the investigation supports charges of sexual

harassment, disciplinary action against the alleged harasser will take place and may
include termination. if the investigation reveals that the charges were brought faisely
and with malicious intent, the charging party may be subject to disciplinary action,
including termination.

Sincerely,

Top Quality Roofing

Robert Benton, President



