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EQUAL EMPLOYMENT DPPORTUNITY (E.E.0.) 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: VP EepP MMV T EvAverr  SERuUrC
d/b/a:

Address: ¥ 1) S . Lslovie -

City/State/Zip: WL & An® 1L 6! ¥V
Telephane Number{s) include area code: 771 Noo® 1A Y

Check ane of the following

Corporation | | Partnership Individual Proprietorship Limited Liahility Corp.

FEI Number: 3 7-1 21 % 6 %— | Sucial Security Number:

2. Name and Address of the Company's Principal Office {answer anly 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:

3. City of Urbana contact staff assigned to contract:




SEGTION Hl. Policies and Practices

Description of EED Policies and Practices

YES

Is it the Company's pelicy 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/ur 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 pracedures. which will assure thet the EED palicy 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: _Dwn.w Mcpaprsc

Title: PRL S D E &1
Telephone: 21 BLE 14 P .

Emaik: ODwhinv @ WPwiepf, v

Does the company have 8 written Equal Employment Dpportunity plan or statement? Note: If ne. a
copy of an EEQ statement is enclosed. You must attach an EEQ Statement in order to be
cansidered eligible to do business with the City of Urbana. Ouestions? (217) 384-2455 or
hroBcity.urhana.ilus.

Has the company developed a written palicy statemznt prohibiting Sexua! Harassment? You must
attach a copy of your company's Sexual Harassment Palicy in order to be considered
eligibla to do business with the City of Urbana.

\

Have all recruitment sources been notified that the company will consider all qualified applicants
without regard to race. color. creed, class, national origin, refigion, sex. age. marital status,
mental and/or physical disability, personal appearance, sexual orientstion, family responsibilities,
matriculation. political affiliation, prier arrest, conviction record, or source of income?

If advertising is used, does it specify that all qualified applicants will be considered for
employment withaut regard to race, color, creed, class, natianal origin, religion, sex, age, marital
status, mental and/or physical disability. personal appearance, sexusl orientation, family
responsibilities, matriculation. political affiliation, prior arrest, conviction record. or source of
income?

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

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

\

Boes the company have collective bargaining agreements with labor organizations 7

\

If you answered yes to Ouestion "I", have the labor organizetions been notified of the company's
responsibility to comply with the Equal Employment Bpportunity requirements in all contracts with

the City of Urbana?

Dues your compeny perform construction, rehabilitation, alteration. conversion, demolition or
repair of buildings. highways or other impravements to real property? (If yes, plaese camplets
Table B.)

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




SEGTION lll. Employment Information

IMPORTANT: Please complete the company warkforce analysis en the bottom of this page, Use the number of employees as of the most recent payrall periad,
You must complete this form in its entirety, as instructed and submit your organization’s (1) EED Statement and (2) Sexual Harassment Palicy

in order to be eligible to do business with the City of Urbana. For detailed descriptions of the Jub Classifications sea sttached descriptions. If
minarities and females are currently under-represented in your workferce, 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 Africen- American Indian
White (Not of American (Not of Hispanic or Asian or Pacific | or Alasksn Native
Job Categories Overall Totals Hispanic Drigin) Hispanic Origin) Latino Islander

M F M F M F M F M F M F
G \ 4 \ L

Dfficials & Mgrs

Professionals

Technicians

Sales Werkers

Cffice & Clerical

Craft Workers
(Skilled)
Uperatives
{Semi-Skillad)
Laborers

(Unskilled)
ice W
Service Workers Y 4\ 9 g \ _5 . "l" 33 VL 3

TOTAL 551‘

K = MALE, Column B is sum of Rows D, F, W, J and L
F = FEMALE, Column C is sum of Rews E. 6, 1, K and M.

Date of above Data: 9] te /et ¥




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

Joh Categories

TOTAL
EMPLOYEES

BLAEK
EMPLOYEES

HISPANIC
EMPLOYEES

OTHER MINORITY
EMPLOYEES

F

F

M F

M F

Dfficiels & Mgrs

{

Professionals

Technicians

Sales Workers

Office & Clerical

Draft Workers
{Skillad)

Operatives
{Semi-Skillad)

Laborers
(lingkilled)

Service Workers

ToTaL

TABLE C - WORKFORCE TURNDVER SINCE PREVIDUS EEQ REPORT

Job Categories

ToTAL
EMPLOYEES
SEPARATED

MINORITY
EMPLDYEES
SEPARATED

TOTAL
EMPLOYEES
HIRED

MINTRTTY
EMPLOYEES
HIRED

F

F

M F

Dtficials & Mgrs

\

(2]

o

3

Professienals

Technicians

Sales Workers

[iffice & Clerical

Craft Workers
{Skilled)

Uperatives
{Semi-Skillad)

Labarers
(Unskilted)

Service Waorkers

+&

e
AL

TOTAL

J S

L C

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

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



SECTION IV. Certification

By signing below. the company certifies that it has answered all of the foregoing questions truthfully to the best of its
knowledge and helief and agrees that it/he/she will comply and abide by the City of Urbana's Code of Ordinances (Section 2-
{19).

bm—u;,\{\x\\,,,. ) DBwnin Wne DAavI1E e Ppis, 0r]

Signature Printed Name and Title
Dwarv & WPV ELP 0\)]0[]((
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 farm:
L Did you fill in ell of the appropriate boxes in the teble in Section Ml, including the “TOTAL" row?

YES_ 7 ND
2. Have you enclosed your company's EEQl statement?

YES -~ ND

3. Have you enclosed your company's Saxual Harassment palicy?

YES / ND




DEFINITIONS DF TERMS LISTED DN

THE WORKFORCE STATISTICS FORM
Sz oo Bapa)

Selax, Dccupations engaging wholly or primarily in direct sefling.! Inchudes:
advertising agents end sates workers, insurance sgents and brokers,
sgents. and brokers, stock and bond sales workers. demonstrators, salps workers

DESCRIPTION OF RACE/ETHNIC CATEGDRIES

Race /ethnic designations es used by the Departmest do not denste scientific
definitions of anthrapological origins. For the purpases of this report, 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. ao person should be
counted in mare then ane race/ethnic group. The race/ethnic categories for this
report are:

White (Hat 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 {Nat of Kispasic origin). AH persons having origing
in any of the Black raciat groups of Africa,

Hispanic or Latino. All persons of Hexican, Puerto Rican. Cuban, Centrsl of South
American, or ather Spanish culture or arigin, regardless of race.

Asian or Pecific slander. All persons having origing any of the original peoples of
the Far East, Scutheast Asia. the Indian Subcontinent, or the Pecific Islands, This
aree includes, for example, China, India, Japen. Korea, the Philippive Islands and
Semoa.

Ammrican Indian oe Alssknn Native. All persans having origins in any of the
original peoples of Nerth America, and who maintain cutural identification through
tribal affiiation or community recagnition,

DESCRIPTION DF JOB CATEGORIES

Each employee should be counted in anly une job category. Select the category
containing the jobs mest similar to that performed by the employee. The jobs listed
in each catagory are intended ie pravide an example, not a complete fist, of afl jeb
itles falling into that categasy.

[fficiale and manpgers. Occupations requiring administrative and managerial
personeel wha set broed policies, exercise overall responsibility for execution of
these palicies, and direct individual departments or special phases of firm's
operalions. Includes: officials, executives, middle menagement. plast managers.
depsrtment managers, and superintendents. saloried sugervisors who are
members of management, purchasing agents and buyers. raflroed conductors and
yard mesters, ship captains, mates and other officers famm operstors and
managers. and kindred workers.

Professionals. Dccupations requiring either college graduation or experience of
such kind and amount as tn provide o comparsble background. Includes:
accountents and suditors, sirglane pilots and mavigators. erchitects, artists,
chemists, designers, dietitiens, editors. engineers. layers. librarians,
mathematicians. natural scientist, registered professiongl nurses, personnel and
labar relations specialist, physicel scientist, physicians. socia) scientist. teachers,
surveyors and kindred warkers,

Techniclans. Oceupations requiring a combination of basic scientific nowledge end
manuel skill which can be abtained through 2 years of post high schao! education,
such es iz offered in many tecknicel institutes end union colleges, or through
equivalent on-the-job treining,  Include: computer programmers, drafiers,
engineering gides, junior engireers, mathematical sides, licensed, practical or
vocational nurses, photographers. radia operatars, stientific sssistants. technical
illustratars, technicians (medical, dental. electronic. physical science). and kindrad
workars,

and sales clerks. grocery clerks, and cashizrs/checkers, end kindred workers,

Dtfice amd clerical. Includes afl clerical-type wark regerdless of level of difficulty.
where the activities are predominantly non menual though some menual work ot
directly involved with eltering or transperting the products i included lnchides:
bookkeepers. collzctors (bills and accaunts), messengers and office helpers, office
machine operators {including computer), shipping and recebing clerks,
atenographers, typists end secretaries, telegraph and telephone operstars, legal
assistants, and kindred workers.

Craft workers (skillod). Manual workers of relatively high skill level having a
thorough and comprehensive knowledge of the processes invalved in their work
Exercisa considerabl independent judgment and ususlly receive an extensive
period of training. Inchides: the building trades. hourly paid supervisors and lead
operalors who are mot members of occepations. compositors and typesetiers,
electricians. engravers, peinters {construction and maintenance), motion pictura
prejeclionists, pattern end model makers, stationary hand painters, coaters,
bakers, decorating occupations. and kindred workers.

Operstives {semizkifiad), Workers who operate machine or processing eguipment
or perform other factory-type duties of intermediate skill leval which can ba
mastered in a few weels and require only limited training. Includes: apprentices
{auto service and stitchers. dryers. furnace workers. hesters, laundry and dry
cleaning operatives, millimers, mine operatives and laborers, motor operstars,
uilers and greasers (except autn), painters (manufactured articles). photographic
pracess workers, truck and tracter drivers, knitting, looping, taping and wesving
machine operators, welders and flame cutters, electrical and electronic equipment
pssemblers, butcherz ond mestcutters, inspectors. ftesters and groders.
handpackers and packapers, and kindred workers,

Leborers (unskifled). Workers in menual occupations which generally requira no
special training wha perform elementary duties that may be learned in a few days
and require the spplication of kittle ar no independent judgment. Includes: garage
leborers, car washers end greasers, groundskeepers and gardeners, farmworkers.
stevedares, wood choppers, laborers performing lifting, digging, mixing, {oading and
pulling operation and kindred workers.

Servica workers. Workers in both protective end nonprotective service
occupations. Includes: Attendants (hospital and other institutions, professional and
personel service, inchiding nurses aides, and orderlies), barbers, charworkers and
cleaners, cooks, counter end fountain workers, elavator nparators, firelighters and
lire protection. guards, dourkeepers, stewards, janitors. police officers and
detectives, porters, wailers and weitresses, amusement and recreation failities
attendants, guides, ushers, public transpartation attendants. and kindred workers,



UPKEEP MAINTENANCE SERVICE INC.
EMPLOYEE HANDBOOK  Revised 08/02/2018

EQUAL EMPLOYMENT OPPORTUNITY POLICY

Upkeep Maintenance will recruit, select, train, promote, transfer and release persons without regard to race,
color, disability, religion, national origin, age or sex, except where sex or age is a bona fide occupational
qualification.

In addition, Upkeep wiil ensure that all other personnel actions such as compensation, benefits, layoffs,
return from layoff, company-sponsored training, education, social and educational programs are
administered without regard to race, color, handicap, religion, national origin, age or sex.

AFFIRMATION ACTION STATEMENT

This staternent will reaffirm our policy on equal employment opportunity for all females, minorities,
handicapped, disabled veterans, and veterans.

Upkeep will take affirmative action to recruit, employ, and advance in employment, females, minorities,
handicapped, disabled veterans and veterans for all positions in which they are qualified to perform. We
will impose only valid requirements for employment and promotional opportunities.

Our policy will be extended to all personnel policies and procedures to include hiring, upgrading, demotion
or transfer, recruitment or recruitment advertising, lay off or termination, rates of pay or other forms of
compensation, and selection for training.

SEXUAL HARASSMENT STATEMENT
1t is the policy of UpKeep that sexual harassment, in any form, will not be tolerated in the work place.

Sexual harassment includes any action or conduct by a manager, supervisor, or employee which threatens
or insinuates, either explicitly or implicitly, that an employee’s refusal to submit to sexual advances will
adversely affect the employees continued employment, compensation, performance evaluations,
advancement, assigned duties or any other term or condition of employment. Other conduct which
demeans the dignity of an employee through insulting or degrading sexual remarks or conduct, or which
creates an intimidating, hostile or offensive work environment, whether committed by manager, supervisor,
or suppliers, is also prohibited.

Any employee who feels that she/he has been the victim of sexual harassment must report the incident
immediately to his/her supervisor. If this is not appropriate, the incident must be reported to the next level
of management or to the personnel office.

All complaints will be investigated in a timely and confidential manner. Any employee who is found, after
investigation, to have engaged in sexual harassment will be subject to appropriate disciplinary action, up to
and including termination.

Intimidation, coercion, threats, retaliation or discrimination against any employee for complaining about
sexual harassment, or assisting in an investigation is prohibited.

DRUG AND ALCOHOL POLICY

To assure a safe and productive work environment UpKeep Maintenance requires periodic drug and
alcohol testing. 1f we suspect that you are impaired by any chemical substance, testing will be requested
immediately. Your supervisor may ask you to do a preliminary breath test on the work site. If your breath
test is positive for alcohol or if your supervisor suspects other chemical impairment your supervisor will
request that you be taken to a local testing center. You will be paid at the same rate of pay while testing is
being preformed. Refusal to take an alcohol, urine or blood test will result in immediate termination. Asa
condition of employment you must agree to random or periodic drug and alcohol testing.  Please sign and
date here to signify that you have read and understand this requirement.

Name Date




1. Equa! Employment Policy Statement: To Whom it May Concern:

This is to state that it is the policy of UpKeep Maintenance Service to provide Equal Employment
Opportunity through a program of positive action affecting all employees. This policy is in accordance
with the Civil Rights Act of 1964. Equal Employment Act of 1972 and all other applicable laws. UpKeep
Maintenance Service also strives to assure compliance with the Illinois Fair Employment Practices Act, the
[llinois Human Rights Act, and other orders pertaining to equal employment opportunity.

UpKeep Maintenance Service policy includes recruiting, hiring, training, upgrading, promoting, and
disciplining without discrimination on the basis of race, color, religion, national origin, sex, age, marital
status, handicap, sexual preference, or political affiliation. UpKeep Maintenance Service has developed
procedures to assure this policy is understood and carried out by managerial, administrative, and
supervisory personnel. UpKeep Maintenance Service has informed subcontractors, vendors, suppliers, and
labor organizations of our Equal Employment Opportunity Policy of their obligations to comply with this
policy. UpKeep Maintenance Service will utilize referrals from any Equal Employment Opportunity
Organization regarding minority or female applicants for any job vacancies.

2. Assignment of Responsibility: UpKeep Maintenance Service has undertaken a positive Affirmative
Action Program to effectively implement and enforce this policy at all times. The EEQ officer for
UpKeep Maintenance Service is Dwain McDaniel if there are any questions or comments on the
company EEO or Affirmative Action Program please contact Dwain McDaniel at 217 328 1984.

3 Procedures for Dissemination Policy: A copy of this statement is posted in the main office at UpKeep
Maintenance Service and will be given to any employee, vendor or subcontractor.

4.  Utilization Analysis: UpKeep Maintenance Service will monitor its workforce and job classifications.
it will analyze availability and under-utilization and respond accordingly.

5. Systems of Records and Annual Summary: UpKeep Maintenance Service will monitor applicant data,
employee records and job descriptions to assist in its affirmative action efforts.

Sincerely,
DPwain McDaniel

UpKeep Maintenance Service

09/19/2016



