
 

 

 

 

 

CITY OF URBANA 

HUMAN RELATIONS DIVISION 

400 SOUTH VINE ST. 

URBANA, ILLINOIS  61801 

(217) 384-2455 (phone); 328-8288 (fax) 

hro@urbanaillinois.us  

 

Office Use Only (09/15) 

Requested by:  Date:  

Approved by: Date: 

Certification 

Date: 

Certificate Expiration Date: 

 

EQUAL EMPLOYMENT OPPORTUNITY (E.E.O.) 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 I. Identification 
1.  Company Name and Address: 

Name: 

d/b/a: 

Address: 

City/State/Zip: 

Telephone Number(s) include area code: 

Check one of the following 

Corporation  Partnership  Individual Proprietorship  Limited Liability Corp.  
 

FEI Number: 
 

Social Security Number: 

 

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

Name: 

Address: 

City/State/Zip 

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

4. Project on which your company is bidding: 

5. City of Urbana contact staff assigned to contract: 



 

 

SECTION II.  Policies and Practices 
Description of EEO Policies and Practices YES NO 

A. Is it the Company’s policy 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 ? 

  

B. Has someone been assigned to develop procedures, which will assure that the EEO policy is 

implemented and enforced by managerial, administrative, and supervisory personnel?  If so, 

please indicate the name and title of the official charged with this responsibility. 

       Name:    _________________________________ 
         Title:    _________________________________ 
Telephone:    _________________________________ 

        Email:   _________________________________  

  

C. Does the company have a written Equal Employment Opportunity plan or statement?  Note: If no, a 

copy of an E.E.O statement is enclosed. You must attach an EEO Statement in order to be 

considered eligible to do business with the City of Urbana.  Questions?  (217) 384-2455 or 

hro@city.urbana.il.us. 

  

D. 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. 

  

E. Have all recruitment sources been notified that the company will consider all qualified applicants 

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? 

  

F. 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, sexual orientation, family 

responsibilities, matriculation, political affiliation, prior arrest, conviction record, or source of 

income? 

  

G. 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? 
  

H. Is the company a state certified minority/women owned business?  If yes, please attach a copy of 

state certification. 
  

I. Does the company have collective bargaining agreements with labor organizations?   

J. 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 City of Urbana? 

  

K. Does your company perform construction, rehabilitation, alteration, conversion, demolition or 

repair of buildings, highways or other improvements to real property? (If yes, please complete 

Table B.) 

  

L. Are you currently seeking to renew an existing or expired Urbana EEO certification? (If yes, you 

need to complete Table C.) 
  











ROBINSON ENGINEERING, LTD. 

 
EQUAL EMPLOYMENT OPPORTUNITY AND 

 AFFIRMATIVE ACTION POLICY 

 

 

 

The following paragraphs represent the policy of Robinson Engineering, Ltd. in regard to Equal 

Employment Opportunity and Affirmative Action: 

 

Robinson Engineering, Ltd. declares: 

 

1. That it will not discriminate against any employee or applicant for employment because 

of race, color, religion, age, sex, national origin or ancestry, sexual orientation, disability, 

marital status, military discharge, veteran status, or arrest record. 

 

2. That it will examine all job classifications to determine if qualified minority persons or 

women are underutilized and will take such action as it deems appropriate to attempt to 

rectify any such underutilization. 

 

3. That, if it hires additional employees, it will determine the availability of minorities and 

women in the area(s) from which it may reasonably recruit and it will endeavor to recruit 

and hire new employees in a manner which seeks to avoid the underutilization of 

qualified minorities and women. 

 

4. That in all solicitations or advertisements for employees placed by it on its behalf, it will 

state that all applicants will be afforded equal opportunity without discrimination because 

of race, color, religion, age, sex, national origin or ancestry, sexual orientation, disability, 

marital status, military discharge, veteran status, or arrest record. 

 



ROBINSON ENGINEERING, LTD. 

 
HARASSMENT POLICY 

 
PURPOSE 

 
The Company seeks to provide a safe work environment free from unreasonable interference, 
intimidation, hostility, or offensive behavior on the part of managers, co-workers, vendors, 
clients, contractors or other regular visitors of the Company. It also acknowledges that 
harassment, sexual or otherwise, is against the law and will not be tolerated by this organization. 
 

 
POLICY 

 
The Company will endeavor to maintain a workplace free of harassment by management and co-
workers, while treating all complaints fairly and evenhandedly and will seek to identify frivolous 
or malicious accusations. 
 

 
RESPONSIBILITIES 

 
Employees: 
 
 All Company employees are responsible to help assure we avoid harassment.  If you 

believe that you are being harassed and you feel that you can discuss the matter with the 
offending person, let the offending person(s) know you find the conduct offensive. If you 
do not feel comfortable discussing the matter with the person at issue, or if the conduct 
does not stop or recurs, or if you witness harassment, bring the matter to the attention of 
the Director of Finance the Administrative Assistant, or the Director of Operations as 
soon as possible. If, after consulting with the Director of Finance or the Administrative 
Assistant, you wish to go forward with a formal complaint, the Director of Finance, the 
Administrative Assistant or the Director of Operations will see that your complaint is 
investigated thoroughly and promptly.  The Company forbids retaliation against anyone 
for reporting harassment, assisting in making a harassment complaint or cooperating in a 
harassment investigation.  The Company will preserve confidentiality to the extent the 
needs of the investigation permit 

 
Management: 
 
1. Refrain from all forms of discrimination or harassment at all times. 
 
2. If observing discriminatory or unreasonable conduct, ask the offending person(s) to stop 

immediately, explaining what the conduct is and how it offends. 
 
3. Inform the Director of Finance, Administrative Assistant or Director of Operations 

accordingly. 
 
 
SANCTIONS 
 



If an investigation confirms that a violation of this policy has occurred, the Company will take 
corrective action as is appropriate.  Such action could include, but is not limited to: 
  

1. Counseling with the offender(s); 
2. Remediation with a warning of suspension or discharge for continuing or recurring 

offenses; 
3. Suspension with or without pay (depending on the seriousness of the offense); 
4. Termination of employment. 

 
DEFINITIONS 

 
These are terms that are likely to arise in connection with complaints of sexual and other forms 
of harassment: 

 
Discrimination: Employment decisions implicitly or explicitly based on factors other 
than job-related considerations or treating one employee differently merely on the basis 
of a protected characteristic, i.e., that person's sex. 
 
Harassment: Unwelcome conduct, whether verbal, physical or visual that is based upon 
a person’s protected status, such as sex, color, race, ancestry, national origin, age, 
disability, or other legally protected group status.  The Company will not tolerate 
harassing conduct that interferes unreasonably with an individual’s job performance or 
that creates an intimidating, hostile or offensive working environment.  The conduct 
forbidden by the policy specifically includes but is not limited to: (a) epithets, slurs, 
negative stereotyping, or intimidating acts that are based on a person’s protected status; 
and (b) written or graphic material circulated within or posted within the workplace that 
shows hostility toward a person or persons because of their protected status. 
 

Sexual Harassment: Unwelcome sexual advances, requests for sexual favors, and other 

physical, verbal or visual conduct based on sex constitute sexual harassment when (1) the 

submission to the conduct is an explicit or implicit term or condition of employment, (2) 

submission to or rejection of the conduct is used as the basis for an employment decision 

or (3) the conduct has the effect or purpose of unreasonably interfering with an 

individual’s work performance or creating an intimidating, hostile or offensive working 

environment.  Examples can include but are not limited to: 

 

1. Sexual flirtations, touching, advances, or propositions; 

2. Verbal abuse of a sexual nature; 

3. Graphic or suggestive comments about an individual’s dress or body; 

4. Sexually degrading words to describe an individual; and 

5. The display in the work place of sexually suggestive objects, pictures, or 

photographs. 

 

SUMMARY 
 
It is our goal to provide all employees with as safe and pleasant a work environment as possible. 
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