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CITY OF URBANA Requested by: Date:
HUMAN RELATIONS DIVISION Aopraved by Tate
400 SOUTH VINE ST. ——
URBANA, ILLINDIS IS0 wertieatior

(217) 3B4-2455 (phane); 328-8288 (fax)

hro @urbanaillingis.us Certificate Expiration Date:

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

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

Section |. Identification

|. Company Name and Address:

Name: Ray O'Herron Company, Inc.

d/b/a:

Address: 3549 N Vermilion

Lity/State/Zip: Danville, IL 61832-1351

Telephone Number(s) include area code: 800-223-2097 / 217-442-0860

Check one of the following

Corporation ||v/| Partnership | Individual Proprietorship | | Limited Liability Corp. |

FEl Number: 370916018 Social Security Number:

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

Name:

Address:

City/State/Zip

3. Major activity of your company (product or service): Suppliers of Public Safety Equipment

4. Project on which your company is bidding:

0. City of Urbana contact staff assigned to contract:




SECTION Il. Policies and Practices

Description of EED Policies and Practices

YES

Is it the Company's palicy to recruit, hire, train, upgrade, promote and 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. conviction record, or source of income ?

Has someone been assigned to develop procedures, which will assure that the EED policy is
implemented and enforced by managerial, administrative, and supervisory personnel? If s,
please indicate the name and title of the official charged with this responsibility.

Name: Michael O'Herron

TiﬂE: President of Operations
TBlEph[]ng: 800-223-2097/217-442-0860

Email: mike@oherron.com

Does the company have a written Equal Employment Oppartunity plan or statement? Note: If no, a
copy of an EEQD statement is enclosed. You must attach an EEQ Statement in order to be
considered eligible to do business with the City of Urbana. Questions? (217) 384-2435 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 natified that the company will consider all qualified applicants
| withaut regard to race, eolor, creed, class, national origin, religion, sex, age. marital status,
mental and/or physical disability, personal appearance, sexual crientation, family responsibilities,
matriculation, political affiliation, prior arrest, conviction record, or source of income?

N

[]

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

N

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?

|s the company a state certified minority/women owned business? f yes, please attach a copy of
state certification.

Does the company have collective bargaining agreements with labor organizations?

If you answered yes to Question "I", have the labor organizations been notified of the company's
responsibility to comply with the Equal Employment Opportunity requirements in all contracts with
the ity of Urbana?

NN

ERNIN I .

Does your company perform construction, rehabilitation, alteration, conversion, demalition or
repair of buildings, highways or other improvements to real property? (If yes, please complete

Table B.)

[]

N

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

N
L]




SECTION lll. Employment Information

IMPORTANT: Please complete the company warkforce analysis on the bottom of this page. Use the number of emplayees as of the most recent payroll period.
You must complete this form in its entirety, as instructed and submit your organization's (1) EED Statement and (2) Sexual Harassment Policy

in order to be eligible to do business with the City of Urbana. For detailed descriptions of the Job Classifications see attached descriptions. If
minorities and females are currently under-represented in your workforce, please attach a copy of an explanation of your plan to recruit and hire

qualified minorities and females.

TABLE A - TOTAL CONTRACTOR/VENDOR WORKFORCE

Black or African- American Indian
White (Not of American (Not of Hispanic or Asian or Pacific | or Alaskan Native
Job Categories Overall Totals Hispanic Origin) Hispanic Origin) Latino Istander
M F M F M F M F M F M F
[lfﬁﬂials E Mgr‘s 5 3 5 3
Professionals 1 1
Technicians 2 2
Sales Workers 9 7 9 6 1
I]fﬁEE E EIEPiEal 5 1 5 5 1 5
Craft Warkers
(Sklld) 9 6 1 2
Operatives
{Semi-Skilled) 4 3 2 3 2
Laborers
{Unskilled) 1 1
Service Workers 1 1
TOTAL
28 { 37 | 24 | 33 4 2 2
M = MALE, Calumn B is sum of Rows D, F. H. J and L.
F = FEMALE, Column L is sum of Rows E. §. . Kand M.
Date of above Data: 05/09/2019




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

Job Categories

TOTAL
EMPLOYEES

BLACK
EMPLOYEES

HISPANIC
EMPLOYEES

OTHER MINORITY
EMPLOYEES

F

M

F

F

M F

Officials & Mgrs

Professionals

Technicians

Sales Workers

Dffice & Clerical

Craft Workers
(Skilled)

Operatives

{Semi-Skilled)

Laborers

{Unskilled)

Service Workers

TOTAL

TABLE C - WORKFORCE TURNOVER SINCE PREVIOUS EEQ REPORT

Job Categories

TOTAL
EMPLOYEES
SEPARATED

MINORITY
EMPLOYEES
SEPARATED

TOTAL
EMPLOYEES
HIRED

MINORITY
EMPLOYEES
HIRED

F

F

M

M F

(fficials & Mgrs

Professionals

Technicians

Sales Warkers

Dffice & Clerical

Craft Workers
(Skilled)

(peratives
(Semi-Skilled)

Laborers

(Unskilled)

Service Workers

TOTAL

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

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



SECTION [V. Certification

By signing below, the company certifies that it has answered all of the foregaing questions truthfully to the best of its
knowledge and belief and agrees that it/he/she will comply and abide by the City of Urbana's Code of Ordinances (Section 2-

1t9).

/% Michael O'Herron , President of Operations

Signature Printed Name and Title
mike@oherron.com 05/09/2019
E-mail Address Date

SECTION V. Verification

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

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

2 Have you enclosed your company's EED statement?
YES ND D

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

s V] o L1



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 denote scientific
definitions of anthropelogical origins. For the purpases of this repart, an employee
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 gz race/ethnic group. The race/ethnic categories for this
report are:

White (Not of Hispanic origin). All persons having origins in any of the original
peoples of Europe, North Africa or the Middle East

Black of African-American (Not of Hispanic origin). All persans having origins
in any of the Black racial groups of Africa.

Hispanic or Latino. All persons of Mexican, Puerto Rican, Cuban, Central of South
American, or other Spanish culture ar origin, regardless of race.

Asian or Pacific Islander. All persons having arigins any of the original peoples of
the Far East, Southeast Asia, the Indian Subcantinent, ar the Pacific Islands. This
area includes, for example, China, India, Japan, Korea, the Philippine Islands and
Samoa.

American Indian or Alaskan Native. Al persons having crigins in any of the
ariginal peoples of North America, and wha maintain cultural identification thraugh
tribal affiliation or community recognition.

DESCRIPTION OF JOB CATEGORIES

Fach employee should be counted in only one job category. Select the category
containing the jobs most similar to that perfarmed by the employee. The jobs listed
in each category are intended tu provide an example, net a complete list. of all job
titles falling into that category.

Dfficials and managers. Occupations requiring administrative and managerial
persannel who set broad policies, exercise overall responsibility for execution of
these policies, and direct individual departments or special phases of firm's
operations. Includes: officials, executives, middle management. plant managers,
department managers, and superintendents, salaried supervisors wha are
members of management. purchasing agents and buyers, railroad conductars and
yard masters, ship captains, mates and other officers farm operators and
managers, and kindred workers.

Professignals. Occupations requiring either college graduation or experience of
such kind and amount as to provide a comparable background.  Includes:
accountants and auditors, airplane pilots and navigators, architects, artists,
chemists, designers, dietitians, editors, engineers, layers, librarians,
mathematicians. natural scientist, registered profassional nurses, personnel and
labor relations specialist, physical scientist, physicians, social scientist, teachers.
surveyors and kindred workers.

Technicians. Occupations requiring a combination of basic scientific knowledge and
manual skill which can be obtained through 2 years of post high school education,
such as is offered in many technical institutes and union colleges, or through
gquivalent on-the-job training.  Include: computer programmers, drafters,
engineering aides. junior engineers, mathematical aides, licensed, practical or
vocational nurses, photographers, radio operatars, scientific assistants, technical
illustrators, technicians (medical, dental, electranic, physical science), and kindred
workers.

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

Office and clerical. Includes all clerical-type work regardless of level of difficulty,
where the activities are predominantly non manual though some manual work not
directly involved with altering or transporting the products is included. Inchides:
bookkeepers, callectors (bills and accounts), messengers and office helpers, office
machine operators (including computer). shipping and receiving clerks,
stenographers, typists and secretaries, telegraph and telephone operators, legal
assistants, and kindred workers.

Graft workers (skilled). Manual workers of relatively high skill level having a
thorough and comprehensive knowledge of the processes involved in their work
Exercise considerable independent judgment and usually receive an extensive
perind of training. Includes: the building trades, hourly paid supervisors and lead
operators who are not members of octupations, compositars and typesetters,
glectricians, engravers, painters (construction and maintenance). motion picture
projectionists, pattern and model makers, stationary hand painters, coaters,
bakers, decorating occupations, and kindred workers.

Operatives (semiskilled). Workers who nperate machine or processing equipment
or perform other factory-type duties of intermediate skil level which can be
mastered in a few weeks and require only limited training. Includes: apprentices
(auto service and stitchers, dryers. furnace workers, heaters, laundry and dry
cleaning operatives. milliners, mine operatives and laborers, motor operators,
oilers and greasers (except auto), painters (manufactured articles), photographic
process warkers, truck and tractor drivers, knitting, looping. taping and weaving
machine aperators, welders and flame cutters, electrical and electronic equipment
assemblers, butchers and meatcutters, inspectors, festers and graders,
handpackers and packagers, and kindred workers.

Laborers (unskilled). Workers in manual occupations which generally require no
special training who perform elementary duties that may be learned in a few days
and require the application of little or no independent judgment. Includes: garage
laharers, car washers and greasers. groundskeepers and gardeners, farmwarkers,
stevedores, wood choppers, laborers performing lifting, digging, mixing, loading and
pulling operation and kindred workers.

Service workers. Workers in both protective and nonprotective service
sccupations. Includes: Attendants (hospital and other institutions, professional and
personal service, ineluding nurses aides, and orderlies), barbers, charworkers and
cleaners, cooks, counter and fountain workers, elevator operators, firefighters and
fire protection, guards, doorkeepers, stewards, janitors, police officers and
detectives, porters, waiters and waitresses, amusement and recreation facilities
attendants, quides, ushers, public transportation attendants, and kindred warkers.



To: City of Urbana

From: Ray O'Herron Company, Inc.

Regards: EEO Workforce Statistics Table B and C
Date: May 09, 2019

Dear City of Urbana,

Please note that | have found it extremely difficult to fill out Table B and C of the affirmative action plan.
The reason behind this is that we are a hands on business. All of my employees, including myself, get
involved with every order in some form or another. That being said, not one group or fraction thereof,
work solely on Urbana or any other customer’s contracts. We all are hands on. We are a family
business who thrives on service. We all get involved to make each customer and order a success.

Thank you,

Michael O’Herron

President of Operations
Ray O’Herron Company, Inc.
3549 N Vermilion St
Danville, IL 61832-1351

800-223-2097 Ext . 135
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DESCRIPTION OF ORGANIZATION

Our mission is to: Provide law enforcement & first responders the best quality products while creating a
shopping experience that is second to none.

Our vision is: To build our Company one customer at a time. In order to do this we need to make
“service” our number one priority. This will ensure a great shopping experience and instill confidence
and trust from our customers prospective.

Our history: Ray O’Herron Sr. started this business in 1964 selling radars guns out of the back of his car.
He started with one customer and one product. Over the years, Ray built two store locations and hired
an outside sales team to help facilitate orders and reach out to a broader customer base. The result,
today we are one of the Midwest’s strongest distribution partners for our market. We are also a fourth
generation business. We have developed a Web Site, Portal and On-Line ordering system to facilitate
customer ordering.

Ray O'Herron Company, Inc. Ray O’Herron Company, Inc.

3549 N Vermilion 1600 75th Street

Danville, IL 61832 Downers Grove, IL 60516
800-223-2097 Fax 888-223-3235 630-629-2677 Fax 630-968-3231
Michael O’Herron (mike@oherron.com) Chris O’Herron (chris@oherron.com)
217-304-3704 630-696-2797

Justin Fredericks (justin@oherron.com) Jared Fredericks (jared@oherron.com)
217-474-7518 217-497-5273

DEFINITIONS USED IN THIS AAP

Individual with a Disability: any person who has a physical, sensory, or mental impairment which

“materially” or “substantially” limits one or more major life activities, or has a record of or is regarded as
having such impairment. "Individual with a Disability" does not include an alcohol or drug abuser whose
current use of alcohol or drugs renders that individual a direct threat to property or the safety of others.

American Indian or Alaska Native - a person having origins in any of the original peoples of North and
South America (including Central America), and who maintains tribal affiliation or community
attachment.

Asian - A person having origins in any of the original peoples of the Far East, Southeast Asia, or the
Indian subcontinent including, for example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan,
the Philippine Islands, Thailand, and Vietnam.

Black or African American - A person having origins in any of the black racial groups of Africa.
2



Hispanic or Latino - A person of Cuban, Mexican, Puerto Rican, South or Central American, or other
Spanish culture or origin, regardless of race.

Native Hawaiian or Other Pacific Islander - A person having origins in any of the original peoples of
Hawaii, Guam, Samoa, or other Pacific Islands.

White - A person having origins in any of the original peoples of Europe, the Middle East, or North Africa.

Minority — Any person who identifies as being American Indian or Alaska Native, Asian, Black or African
American, Hispanic or Latino, Native Hawaiian or Other Pacific Islander, or in any combination of these
identifiers, or someone who identifies as White and as any of the other identifiers.

Job Groups: Although companies are not limited to using these broad job groups as the only means of
analyzing their workforce, we use the following as guidelines:

Managers and Administrators: Administrative personnel set broad policies, exercise overall
responsibility for execution of these policies, and direct individual departments or special phases of an
organization's operations. This category includes: officials, executives, middle management, plant
managers, department managers, and superintendents, salaried supervisors who are members of
management, purchasing agents, and buyers. Unless specifically listed under officials and managers or
craft (skilled), first line supervisors, who engage in the same activities as the employees they supervise,
should not be reported under this category.

Professionals and Technicians: Professionals are considered to be persons working in occupations
requiring either college graduation or comparable work experience. Technicians are those whose work
requires a combination of basic scientific knowledge and manual skills such as can be attained through
two-year technical or community college degrees or equivalent on-the-job training.

Sales Workers: Occupations engaged wholly or primarily in direct selling. This includes: advertising
agents and sales agents, insurance agents and brokers, real estate agents and brokers, sales agents and
sales clerks, grocery clerks, cashiers/checkers.

Office and Clerical: All clerical work regardless of the level of difficulty in which activities are
predominantly non-manual (though some manual work not directly involved with altering or
transporting the products is included). This includes: bookkeepers, collectors, messengers, and office
helpers, office machine operators, shipping and receiving clerks, stenographers, typists, secretaries, and
telephone operators.

Skilled Crafts: Manual workers of a relatively high skill level who have a thorough and comprehensive
knowledge of the process involved in their work. They exercise considerable independent judgment and
usually receive an extensive period of training. This includes: building trades, hourly paid foremen and
lead-workers who are not members of management, mechanics and repairmen, skilled machinery
occupations, electricians. Exclude learners and helpers of craft workers (apprentices).



Operatives: (Semi-skilled): Workers who operate machines or processing equipment or perform other
factory-type duties of an intermediate skill level which can be mastered in a few weeks and requires
only limited training. This includes: apprentices, operatives, attendants, delivery and route drivers, truck
and tractor drivers, dressmakers, weavers, welders. Include craft apprentices in such fields as auto
mechanics, printing, metalwork, carpentry, plumbing and other building trades.

Laborers: (Unskilled): Workers in manual occupations which generally require no special training. They
perform elementary duties which may be learned in a few days and which require the application of
little or no independent judgment. This includes: garage laborers, car washers, gardeners, and lumber
workers, laborers performing lifting, digging, mixing and loading.

Service Workers: Workers in both protective and no protective service occupations. This includes:
attendants, clean-up workers, janitors, guards, police, fire fighters, waiters and waitresses.



Equal Employment Opportunity (EEO) Policy

This is to affirm The Ray O’Herron Company, Inc. policy of providing equal employment opportunities to
all employees and applicants for employment in accordance with all applicable laws, directives and
regulations of federal, state, and local governing bodies or agencies.

Our organization will not discriminate against or harass any employee or applicant for employment
because of race, color, creed, religion, national origin, sex, sexual orientation, disability, age, marital
status, familial status, membership or activity in a local human rights commission, or status with regard
to public assistance. We will take affirmative steps to ensure that all of our company’s employment
practices are free of discrimination. Such employment practices include, but are not limited to, the
following: hiring, upgrading, demotion, transfer, recruitment or recruitment advertising, selection,
layoff, disciplinary action, termination, rates of pay or other forms of compensation, and selection for
training, including apprenticeship. We will provide reasonable accommodation to applicants and
employees with disabilities whenever possible.

The Ray O’Herron Company, Inc. will evaluate the performance of its management and supervisory
personnel on the basis of their involvement in achieving these Affirmative Action objectives as well as
other established criteria. In addition, all employees are expected to perform their job responsibilities in
a manner that supports equal employment opportunities.

| have appointed Michael O’Herron to manage the company’s Equal Employment Opportunity (“EEO”)
program. This person’s responsibilities include monitoring all EEO activities and reporting the
effectiveness of the company’s Affirmative Action program as required by law. | will receive and review
reports on the progress of the program. Any employee or applicant may inspect our Affirmative Action
Plan and information related to our EEO program during normal business hours. Please contact the EEO
manager listed above for further information.

Any employee or applicant for employment who believes s/he has been treated in a way that violates
this policy should contact either Michael O’Herron at 3549 N Vermilion Danville, IL 61832 217-304-
3704, mike@oherron.com or any other management representative, including me. The company will
take immediate action to investigate and address allegations of discrimination or harassment
confidentially and promptly.

Name and Signature of company CEO or President.

{-/0- 2otq

Date:




ASSIGNMENT OF RESPONSIBILITY FOR AFFIRMATIVE ACTION PROGRAM

Michael O’Herron, President is designated as the company’s EEO manager and is tasked with monitoring
all employment activity to ensure that our EEO/AA policies are being carried out. The EEOQ/AA manager
has been given the necessary staffing and support from senior management to fulfill the duties of the
position. These duties include, but are not limited to, the following:

1. Develop an EEO policy statement and Affirmative Action Plan (“AAP”) that are consistent with the
company’s EEO policies and establish our affirmative action goals and objectives.

2. Develop and implement internal and external strategies for disseminating the company’s AAP and

EEQ policies.
3. Conduct and/or coordinate EEQ/AA training and orientation.

4. Ensure that our managers and supervisors understand it is their responsibility to take action to
prevent the harassment of employees and applicants for employment.

5. Ensure that all minority, female, and disabled employees are provided equal opportunity as it relates
to organization-sponsored training programs, recreational/social activities, benefit plans, pay and other

working conditions.

6. Implement and maintain EEQ audit, reporting, and record-keeping systems in order to measure the
effectiveness of our Affirmative Action Plan/Program and to determine whether our goals and
objectives have been attained.

7. Coordinate the implementation of necessary affirmative action to meet compliance requirements and

goals.

8. Serve as liaison between our organization and relevant governmental enforcement agencies.

9. Coordinate the recruitment and employment of women, people of color, and individuals with
disabilities, and coordinate the recruitment and utilization of businesses owned by women, people of
color, and individuals with disabilities.

10. Coordinate employee and company support of community action programs that may lead to the full
employment of women, people of color, and individuals with disabilities.

11. Keep management informed of the latest developments in the area of EEO.



INTERNAL AND EXTERNAL DISSEMINATION OF AFFIRMATIVE ACTION POLICY AND PLAN

A. Internal Dissemination
1. Our EEO policy statement is included in our employee handbooks.

2. We will publicize our EEO policy in any newsletters, magazines, annual reports, or other media the

company utilizes.

3. Schedule special meetings all other employees to discuss the policy and explain individual employee
responsibilities;

4. We will discuss the policy thoroughly during both employee orientation and management training
programs;

5. If applicable we will meet with union officials to provide notice of our EEO policy and ask for their
cooperation in implementing the policy.

6. If applicable we will include non-discrimination clauses in all of our union agreements and review all
contractual provisions to ensure they are non-discriminatory.

7. We will publish articles in any company publications covering our EEO programs, progress reports,
and the accomplishments of disabled and female employees and employees of color.

8. Our EEO policy statement and non-discrimination posters will be permanently posted and
conspicuously displayed in areas available to employees and applicants for employment.

9. When employees are featured in product or consumer advertising, employee handbooks, or similar
publications, we will include images of male and female employees, employees of color, and disabled

employees.

10. Communicate at least annually to employees the existence of our affirmative action program and
make available the elements of its program as well as enable prospective employees to know and avail
themselves of all of our program’s benefits.

11. All personnel involved in the recruitment, screening, selection, promotion, disciplinary, and related
processes are carefully selected and trained to ensure that the goals and commitments in the company’s
affirmative action program are implemented.

B. External Dissemination

1. We will notify all recruiting sources of the company’s EEO policy, stipulating that these sources
actively recruit and refer women and people of color for all positions listed.



2. We will hold formal briefing sessions with representatives from recruiting sources. As an integral part
of these briefings, we will include facility tours; clear and concise explanations of current and future job
openings; position descriptions; worker specifications; explanations of the company’s selection process;
and, recruiting literature. We will make formal arrangements regarding applicant referrals, and follow-
up with referral sources regarding the disposition of applicants.

3. Any disabled employees who wish to participate in career days, youth motivation programs, and
related community activities will be given opportunity to do so.

4. Any recruiting efforts at schools will include specific outreach to disabled students.

5. We will make an effort to participate in work study programs with rehabilitation facilities and schools
that specialize in the training or educating disabled individuals.

6. We will use all available resources to continue or establish on-the-job training programs.
7. We will incorporate the equal opportunity clause into all purchase orders, leases, and contracts.

8. We will send written notification of the company’s EEO policy to all sub-contractors, vendors, and
suppliers, and request cooperative action from them.

9. We will notify community agencies, community leaders, secondary schools, colleges, and
organizations that promote women, people of color, and disabled individuals regarding the company’s
EEO policy.

10. When employees are featured in consumer or help wanted advertising, we will include images of
male and female employees, employees of color, and disabled employees.

11. We will communicate the existence of our EEO policy to prospective employees and provide
sufficient information to enable prospective employees to avail themselves of the policy’s benefits.

INTERNAL AUDIT AND REPORTING SYSTEMS

Our EEO manager has responsibility for implementing and monitoring our affirmative action programs.
Department heads, managers, and supervisors are responsible for providing the EEQ manager with
information and/or statistical data as necessary to measure our good faith efforts to implement our
programs. In addition, they are also responsible for submitting formal reports to the EEO Managerona
scheduled basis regarding the degree to which corporate or unit goals are attained and timetables are
met.

At least annually, internal audit reports will be prepared in table format and dated. Data collected for
these reports will include applicant flow, new hires, promotions, transfers, and terminations (voluntary
and involuntary) by job group. Figures for each personnel process must show a breakdown by sex,
minority classification, and disability status. Reports will be disseminated to appropriate levels of
management, and any problem areas will be addressed as promptly as possible.

8



WORKFORCE ANALYSIS
Availability/Utilization/Underutilization Analysis

The affirmative action plan must include a workforce analysis based on data that is no more than one
year old, including a listing of each job title as it appears in your payroll records ranked from the lowest
to the highest paid in each department. If there are separate work units or lines of progression within a

Workforce Analysis forms included at the end of this AAP and application.
GOALS AND TIMETABLES

For Goals and Timetables statement, use one of the following option narratives to reveal any specific
areas of underutilization. If no underutilization exists in your analysis, you may use option 1.

OPTION 1. During this plan year, it is our goal to make a good faith effort to meet or exceed the
availability percentage for women or people of color in all job groups, within our
availability/utilization/underutilization analysis. We will continue good faith efforts to recruit and retain
individuals with disabilities in all levels of our workforce.

OPTION 2. We will make a good faith effort to achieve the availability percentages for people of color or
women in any and all job group(s) where we have identified underutilization. We will continue good
faith efforts to recruit and retain individuals with disabilities in all levels of our workforce.

PROBLEM AREA |DENTIFICATION

The Ray O’Herron Company, Inc. periodically conducts an in-depth analysis of its total employment
process to determine whether and where impediments to equal employment opportunity may exist.
We evaluated:

1. Personnel activity: We will routinely conduct adverse impact analyses using the “Eighty Percent
Test” or other statistical methods to analyze our personnel activities, including applicant flow, hires,
promotions, terminations and other personnel actions, to determine if there are selection disparities
between men and women, people of color, nonminority (and within specific racial groups, if
appropriate), or disabled and nondisabled applicants or employees. For tests are used as a part of our
selection process, we confirm these tests are job-related and are validated. We have taken corrective
action to remove any barriers to hiring or retaining women, people of color, or individuals with
disabilities.

2. Compensation system: We will routinely review our compensation system, including rates of
pay and bonuses, to determine whether there is any gender, race, ethnicity, or disability-based
disparities. If any disparities are identified, we take prompt action to resolve the disparity. In offering
employment to individuals with disabilities, we will not reduce the amount of compensation offered
because of any disability income, pension, or other benefit the applicant or employee receives from
another source.



3. Personnel procedures: We will routinely review all of our personnel procedures and processes,
including selection, recruitment, referral, transfers and promotions, seniority provisions, apprenticeship
programs and company-sponsored training programs and other company activities to determine if all
employees or applicants are fairly considered.

4. Any other areas that might impact the success of our Affirmative Action Program: We
continually analyze any other areas that may impact our success, such as accessibility of our facility to
the available workforce, the attitude of our current workforce towards EEO, proper posting of our EEO
policy and required governmental posters, proper notification of our subcontractors or vendors, and
retention of records in accordance with applicable law. We take prompt action to remedy any problems
in these areas through training of staff or other methods.

ACTION-ORIENTED PROGRAMS

Measures to Facilitate Implementation of Equal Employment Opportunity Policy and Affirmative Action
Programs for Women, People of color and Individuals with disabilities.

Methods for evaluating and implementing personnel processes for recruiting employees described are
recommendations. You may add additional methods of implementing your AAP in accordance with your
company’s current practice. Using the methods described will enable your company to ensure that you
are in compliance with applicable federal and state laws.

Selection Process

We will evaluate our selection process using an adverse impact analysis to determine if our
requirements screen out a disproportionate number of people of color, women, or individuals with
disabilities. All personnel involved in the recruitment, screening, selection, promotion, disciplinary, and
related processes will be carefully selected and trained to ensure that there is a commitment to the
affirmative action program and its implementation.

Schedule for Review of Job Requirements: We will annually review all physical and mental job
requirements to ensure that these requirements do not tend to screen out qualified individuals with
disabilities. We will determine whether these requirements are job-related and are consistent with
business necessity and the safe performance of the job, and we will remove any physical or mental
requirements that do not meet these criteria. Any job descriptions or requirements changed after
review will be distributed to all relevant employees, particularly those involved in the selection process
and supervision of employees.

Pre-Employment Medical Examination: If we require medical examinations or inquiries as a part of our
selection process, all exams or inquiries will be conducted after a conditional offer of employment. Only
job-related medical examinations and inquiries will be conducted, and the results of these examinations
or inquiries will not be used to screen out qualified individuals with disabilities. Information obtained is
response to such inquiries or examinations will be kept confidential except that (a) supervisors and
managers may be informed regarding restrictions on the work or duties of individuals with disabilities
and regarding accommodations, (b) first aid and safety personnel may be informed, where and to the
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extent appropriate, if the condition might require emergency treatment, and (c) officials, employees,
representatives, or agents of the lllinois Department of Human Rights or local human rights agencies
investigating compliance with the act or local human rights ordinances will be informed if they request
such information.

Accommodations to Physical and Mental Limitations of Employees

We will make reasonable accommodations to the physical and mental limitations of an employee or
applicant unless such an accommodation would impose an undue hardship on the conduct of the
business.

Recruitment of Employees
You may add additional recruitment procedures that are appropriate for your company operations.*

1. Ali solicitation or advertisements for employees will state that applicants will receive consideration
for employment regardless of their race, color, creed, religion, national origin, sex, sexual orientation,
disability, age, marital status, or status with regard to public assistance. When needed, to help address
underutilization, help wanted advertising will also be placed in news media oriented towards women or
people of color. Copies of advertisements for employees will be kept on file for review by enforcement
agencies.

2. When we place help-wanted advertisements, we will not indicate a preference, limitation, or
specification based on sex, age, national origin, or other protected characteristic, unless that
characteristic is a bona fide occupational qualification for a particular job. We will not allow any
employment agency with which we work to express any such limitation on our behalf, and we will
require that these agencies share our commitment to Equal Employment Opportunity.

3. All positions for which we post or advertise externally will be listed with Vermilion Advantage Job
Board, Danville area Community College Job Board and the Illinois Department of Employment Security
Job Board State.

4. As necessary to ensure that potential candidates are aware of job openings, we will contact
community organizations focused on the employment of women, people of color, and individuals with
disabilities (including state vocational rehabilitation agencies or facilities, sheltered workshops, college
placement offices, education agencies, or labor organizations).

5. We will keep documentation of all contacts made and responses received, in connection with
paragraphs 4 and 5 above, whether formai or informal. We wili make every effort to give these agencies
a reasonable amount of time to locate and refer applicants *{preferably one month prior to the closing
date for receipt of applicants).*

7. We will carry out active recruiting programs at relevant technical schools and colleges, where
applicable.

8. We will encourage existing people of color, female and disabled employees to recruit additional

candidates for employment opportunities.
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9. Consideration of people of color and women not currently in the workforce: We will take additional
steps to encourage the employment of women, people of color and individuals with disabilities who are
not currently in the workforce, such as providing part-time employment, internships, or summer
employment programs.

Training Programs

People of color, female and employees with disabilities will be afforded full opportunity and will be
encouraged to participate in all organization sponsored educational and training programs.

We will seek the inclusion of qualified people of color, female and disabled employees in any
apprenticeship program in which we participate.

Promotion Process

Our promotion process has been developed and documented and only legitimate qualifications are
considered in our promotion decisions. We will conduct adverse impact analyses to ensure that women,
people of color, and employees with disabilities are promoted at rates substantially similar to men, non-
people of color, and individuals without disabilities.

Termination Process

We use progressive discipline before terminating employees, where appropriate. All employees are
made aware of our discipline process. We will conduct adverse impact analyses to ensure that women,
people of color, and employees with disabilities do not leave our company at rates substantially
dissimilar to those of men, non-people of color, and employees without disabilities.

As a part of our commitment to Equal Employment Opportunity for all, we have made a specific effort to
ensure that national origin and religion are not factors in recruitment, selection, promotion, transfer,
termination, or participation in training. The following activities are undertaken to ensure religion and
national origin are not used as a basis for employment decisions:

1. Recruitment resources are informed of our commitment to provide equal employment opportunity
without regard to national origin or religion.

2. Our employees are informed of our policy and their duty to provide equal opportunity without regard
to national origin or religion.

3. Employment practices exist and are reviewed to ensure that we implement equal employment
opportunity without regard to national origin or religion.

4. The religious observances and practices of our employees are accommodated, except where the
requested accommodation would cause undue hardship on the conduct of our business.

5. We do not discriminate against any qualified applicant or employee because of race, color, creed,
disability, age, sex, sexual orientation, marital status, or status with regard to public assistance in
implementing the policy concerning non-discrimination based on national origin or religion.
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Sex Discrimination Guidelines

We incorporate the following commitments into this AAP to ensure that all laws related to the
prohibition of discrimination based on sex are followed:

1. Employment opportunities and conditions of employment are not related to the sex of any applicant
or employee. Salaries are not related to or based upon sex.

2. Women are encouraged to attend all training or development programs to facilitate their
opportunities for promotion, and to apply for all positions for which they are qualified.

3. We do not deny employment to women or men with young children and do not penalize, in
conditions of employment, women or men who require time away from work for parental leave.

4, Appropriate physical facilities are provided to both sexes.
Prevention of Harassment and Discrimination

Our company has developed policies prohibiting the harassment of or discrimination against any
employee because of any characteristic protected under civil rights laws. Senior management will
distribute these policies routinely to current employees and incorporate these policies as a part of new
employee orientation. Employees are made aware of contact persons to report any violation of these

policies.
ANTI-HARASSMENT POLICY

As a part of our commitment to equal opportunity, The Ray O’Herron Company, Inc. has adopted an
anti-harassment policy. Any employee who engages in harassment on the basis of race, color, creed,
religion, national origin, sex, sexual orientation, marital status, status with regard to public assistance,
membership or activity in a local human rights commission, disability, age, or other legally protected
characteristics; any employee who permits employees under his/her supervision to engage in such
harassment; or any employee who retaliates or permits retaliation against an employee who reports
such harassment is guilty of misconduct and shall be subject to remedial action which may include the
imposition of discipline or termination of employment.

Examples of harassment may include derogatory comments regarding a person’s race, color, religion, or
other protected characteristics, sexually explicit or other offensive images (whether printed or displayed
on a computer), and jokes that are based on stereotypes of particular races, sexual orientations, ages,
religions, or other protected characteristics.

Sexual Harassment is prohibited and includes any unwelcome sexual advance, request for sexual favor
and other verbal or physical conduct of a sexual nature when:

J Submission to such conduct is made, either explicitly or implicitly, as a term or condition of

employment;
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. Submission to or rejection of such conduct is used as a factor in any employment decision
affecting any individual; or

. Such conduct has the purpose or effect of unreasonably interfering with any employee’s work
performance or creating an intimidating, hostile or offensive working environment.

Although the intent of the person engaging in the conduct may be harmless or even friendly, it is the
perception of the conduct by the recipient that is relevant to whether the conduct is harassment. Given
the difficulty of judging whether the conduct is welcome or unwelcome in particular situations, the
company prohibits all employees from engaging in any conduct of a sexual nature or amounting to
harassment based on any protected category in the work setting.

This policy applies to everyone in the organization as well as senior management. No retaliation or
intimidation directed towards anyone who makes a complaint will be tolerated.

If you believe you have been a victim of harassment, take the following steps:
. Discuss the matter with your supervisor or manager.

. If, for any reason, you would prefer not to speak to your supervisor (for example, if you believe
your supervisor to be the source of or a party to the harassment), you may talk to any other member of
management or the EEO manager.

The company will investigate and attempt to resolve your complaint promptly. If, for any reason, you
believe this has not occurred within a reasonable period of time, refer the matter to a member of senior
management up to and including the CEO of The Ray O’Herron Company, Inc.

PROBLEM RESOLUTION POLICY

In any organization, dissatisfaction may arise because an employee does not know, understand, or agree
with certain policy interpretations or management decisions. Such dissatisfactions are commonly
referred to as grievances. At Ray O’Herron Company, Inc., we believe that if any employee has a
grievance concerning his/her wages, hours of work, or other terms or conditions of employment, the
matter should receive attention from management.

An employee who feels aggrieved is urged to take the matter up immediately with his/her supervisor.
Your supervisor is required to investigate your grievance and provide you a response or decision within a
reasonable period of time. This investigation may consist of, but is not limited to, gathering information
from other employees involved, reviewing company policy, and any other action necessary to
understand the matter completely.

If you are not satisfied with the response/decision from your immediate supervisor, you are encouraged
to notify the next level of management in writing. This next level of supervision will have a reasonable
period of time in which to investigate the matter and respond to you in writing.

If, after these steps are taken, you believe inadequate action has been taken to resolve your complaint,
14



contact the human resources manager Jeff Saylor. It is the policy of this organization to respond to any
and all complaints, and to take immediate and necessary actions to resolve the issue.

There will be no adverse action taken against a complaining employee as a result of making the
complaint, regardless of the outcome of the investigation.

if you have a problem which is more specifically addressed by the Anti-Harassment Policy, please follow
the procedure described in the Anti-Harassment Policy section.

15



Sexual Harassment Policy

The Ray O’Herron Company, Inc. strives to create and maintain a work environment in which people are treated
with dignity, decency and respect. The environment of the company should be characterized by mutual trust and
the absence of intimidation, oppression and exploitation. The Ray O’Herron Company, Inc. will not tolerate
unlawful discrimination or harassment of any kind. Through enforcement of this policy and by education of
employees, the Ray O’Herron Company, Inc. will seek to prevent, correct and discipline behavior that violates this

policy.

All employees, regardless of their positions, are covered by and are expected to comply with this policy and to take
appropriate measures to ensure that prohibited conduct does not occur. Appropriate disciplinary action will be
taken against any employee who violates this policy. Based on the seriousness of the offense, disciplinary action
may include verbal or written reprimand, suspension, or termination of employment.

Managers and supervisors who knowingly allow or tolerate discrimination, harassment or retaliation, including the
failure to immediately report such misconduct to human resources (HR), are in violation of this policy and subject

to discipline.
Prohibited Conduct Under This Policy

The Ray O’Herron Company, Inc., in compliance with all applicable federal, state and local anti-discrimination and
harassment laws and regulations, enforces this policy in accordance with the following definitions and guidelines:

Discrimination

It is a violation of The Ray O’Herron Company, Inc.'s policy to discriminate in the provision of employment
opportunities, benefits or privileges; to create discriminatory work conditions; or to use discriminatory evaluative
standards in employment if the basis of that discriminatory treatment is, in whole or in part, the person's race,
color, national origin, age, religion, disability status, gender, sexual orientation, gender identity, genetic
information or marital status.

Discrimination of this kind may also be strictly prohibited by a variety of federal, state and local laws, including
Title VII of the Civil Rights Act of 1964, the Age Discrimination Act of 1967 and the Americans with Disabilities Act
of 1990. This policy is intended to comply with the prohibitions stated in these anti-discrimination laws.

Discrimination in violation of this policy will be subject to disciplinary measures up to and including termination.
Harassment

The Ray O’Herron Company, inc. prohibits harassment of any kind, including sexual harassment, and will take
appropriate and immediate action in response to complaints or knowledge of violations of this policy. For purposes
of this policy, harassment is any verbal or physical conduct designed to threaten, intimidate or coerce an
employee, co-worker, or any person working for or on behalf of The Ray O’'Herron Company, Inc.

The following examples of harassment are intended to be guidelines and are not exclusive when determining
whether there has been a violation of this policy:

Verbal harassment includes comments that are offensive or unwelcome regarding a person's national origin,
race, color, religion, gender, sexual orientation, age, body, disability or appearance, including epithets, slurs and
negative stereotyping.

Nonverbal harassment includes distribution, display or discussion of any written or graphic material that
ridicules, denigrates, insults, belittles or shows hostility, aversion or disrespect toward an individual or group
because of national origin, race, color, religion, age, gender, sexual orientation, pregnancy, appearance, disability,
sexual identity, marital status or other protected status.



Sexual harassment

Sexual harassment is a form of unlawful employment discrimination under Title VIl of the Civil Rights Act of 1964
and is prohibited under The Ray O’Herron Company, Inc.'s anti-harassment policy. According to the Equal
Employment Opportunity Commission (EEOC), sexual harassment is defined as "unwelcome sexual advances,
requests for sexual favors, and other verbal or physical conduct of a sexual nature ... when ... submission to or
rejection of such conduct is used as the basis for employment decisions ... or such conduct has the purpose or
effect of ... creating an intimidating, hostile or offensive working environment."

Sexual harassment occurs when unsolicited and unwelcome sexual advances, requests for sexual favors, or other
verbal or physical conduct of a sexual nature:

¢ Is made explicitly or implicitly a term or condition of employment.

¢ Isused as a basis for an employment decision.

e Unreasonably interferes with an employee's work performance or creates an intimidating, hostile or
otherwise offensive environment.

Sexual harassment may take different forms. The following examples of sexual harassment are intended to be
guidelines and are not exclusive when determining whether there has been a violation of this policy:

Verbal sexual harassment includes innuendoes, suggestive comments, jokes of a sexual nature, sexual
propositions, lewd remarks and threats; requests for any type of sexual favor {this includes repeated, unwelcome
requests for dates); and verbal abuse or "kidding" that is oriented toward a prohibitive form of harassment,
including that which is sexual in nature and unwelcome.

Nonverbal sexual harassment includes the distribution, display or discussion of any written or graphic material,
including calendars, posters and cartoons that are sexually suggestive or show hostility toward an individual or
group because of sex; suggestive or insulting sounds; leering; staring; whistling; obscene gestures; content in
letters, notes, facsimiles, e-mails, photos, text messages, tweets and Internet postings; or other forms of
communication that are sexual in nature and offensive.

Physical sexual harassment includes unwelcome, unwanted physical contact, including touching, tickling,
pinching, patting, brushing up against, hugging, cornering, kissing, fondling, and forced sexual intercourse or
assault.

Courteous, mutually respectful, pleasant, non-coercive interactions between employees that are appropriate in
the workplace and acceptable to and welcomed by both parties are not considered to be harassment, including
sexual harassment.

Consensual Romantic or Sexual Relationships

The Ray O’Herron Company, Inc. strongly discourages romantic or sexual relationships between a manager or
other supervisory employee and his or her staff (an employee who reports directly or indirectly to that person)
because such relationships tend to create compromising conflicts of interest or the appearance of such conflicts. In
addition, such a relationship may give rise to the perception by others that there is favoritism or bias in
employment decisions affecting the staff employee. Moreover, given the uneven balance of power within such
relationships, consent by the staff member is suspect and may be viewed by others, or at a later date by the staff
member, as having been given as the result of coercion or intimidation. The atmosphere created by such
appearances of bias, favoritism, intimidation, coercion or exploitation undermines the spirit of trust and mutual
respect that is essential to a healthy work environment. If there is such a relationship, the parties need to be aware
that one or both may be moved to a different department or other actions may be taken.



If any employee of The Ray O’Herron Company, Inc. enters into a consensual relationship that is romantic or sexual
in nature with a member of his or her staff (an employee who reports directly or indirectly to him or her), or if one
of the parties is in a supervisory capacity in the same department in which the other party works, the parties must
notify the HR director or other appropriate corporate officer. Because of potential issues regarding quid pro quo
harassment, The Ray O’Herron Company, Inc. has made reporting mandatory. This requirement does not apply to
employees who do not work in the same department or to parties where neither one supervises or otherwise
manages responsibilities over the other.

Once the relationship is made known to The Ray O’Herron Company, Inc., the company will review the situation
with human resources in light of all the facts (reporting relationship between the parties, effect on co-workers, job
titles of the parties, etc.) and will determine whether one or both parties need to be moved to another job or
department. If it is determined that one party must be moved, and there are jobs in other departments available
for both, the parties may decide who will be the one to apply for a new position. If the parties cannot amicably
come to a decision, or the party is not chosen for the position to which he or she applied, the HR director and
senior management will decide which party will be moved. That decision will be based on which move will be least
disruptive to the organization as a whole. If no other jobs are available for either party, the parties will be given the
option of terminating their relationship or resigning.

Retaliation
No hardship, loss, benefit or penalty may be imposed on an employee in response to:

e Filing or responding to a bona fide complaint of discrimination or harassment.
e Appearing as a witness in the investigation of a complaint.
e Serving as an investigator of a complaint.

Lodging a bona fide complaint will in no way be used against the employee or have an adverse impact on the
individual's employment status. However, filing groundless or malicious complaints is an abuse of this policy and
will be treated as a violation.

Any person who is found to have violated this aspect of the policy will be subject to discipline up to and including
termination of employment.

Confidentiality

All complaints and investigations are treated confidentially to the extent possible, and information is disclosed
strictly on a need-to-know basis. The identity of the complainant is usually revealed to the parties involved during
the investigation, and the HR director will take adequate steps to ensure that the complainant is protected from
retaliation during and after the investigation. All information pertaining to a complaint or investigation under this
policy will be maintained in secure files within the HR department.

Complaint procedure

The Ray O’Herron Company, Inc. has established the following procedure for lodging a complaint of harassment,
discrimination or retaliation. The company will treat all aspects of the procedure confidentially to the extent
reasonably possible.

Complaints should be submitted as soon as possible after an incident has occurred, preferably in writing. The HR
director may assist the complainant in completing a written statement or, in the event an employee refuses to
provide information in writing, the HR director will dictate the verbal complaint.

Upon receiving a complaint or being advised by a supervisor or manager that violation of this policy may be
occurring, the HR director will notify senior management and review the complaint with the company's legal
counsel.



The HR director will initiate an investigation to determine whether there is a reasonable basis for believing that
the alleged violation of this policy occurred.

If necessary, the complainant and the respondent will be separated during the course of the investigation, either
through internal transfer or administrative leave.

During the investigation, the HR director, together with legal counsel or other management employees, will
interview the complainant, the respondent and any witnesses to determine whether the alleged conduct occurred.

Upon conclusion of an investigation, the HR director or other person conducting the investigation will submit a
written report of his or her findings to the company. If it is determined that a violation of this policy has occurred,
the HR director will recommend appropriate disciplinary action. The appropriate action will depend on the
following factors:

a) The severity, frequency and pervasiveness of the conduct;

b) Prior complaints made by the complainant;

c) Prior complaints made against the respondent; and

d) The quality of the evidence {e.g., firsthand knowledge, credible corroboration).

If the investigation is inconclusive or if it is determined that there has been no violation of policy but potentially
problematic conduct may have occurred, the HR director may recommend appropriate preventive action.

Senior management will review the investigative report and any statements submitted by the complainant or
respondent, discuss results of the investigation with the HR director and other management staff as appropriate,
and decide what action, if any, will be taken.

Once a final decision is made by senior management, the HR director will meet with the complainant and the
respondent separately and notify them of the findings of the investigation. If disciplinary action is to be taken, the
respondent will be informed of the nature of the discipline and how it will be executed.

Alternative legal remedies

Nothing in this policy may prevent the complainant or the respondent from pursuing formal legal remedies or
resolution through local, state or federal agencies or the courts.



