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Date: 

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. CompanyNameandAddress: --K~e.... /f (le.; ~~(c...~ ~q'\C:,, 

Name: N\.~~\ £. "K"ce.. 
, 

d/b/a: 'K.~e..P '((t(.J ~'1 ~c..e ..-Cf\(;. 
Address: 30\Q r~udv RJ -ice£ 
City/State/Zip: R <>~e.(" '::r;L &I %43 
Telephone Number(s) include area code: {:l \ 1) 3'5~ - %100 
Check one of the following 

Corporation x Partnership Individual Limited Liability 
Proprietorship Corp. 

FEI Number: J~ -303 'J.lo L../ q Social Security Number: 

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

Name: 

Address: 

1 
City/State/Zip 
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3. Major activity of your company (product or seryjc~): /'\'(\~ -\--fe.M.Q.ve -'\"(e,es 

4. Project on which your company is bidding: {ce,t.~ ~-\~e ieN\QvCl.i\ -~\d.~ \1\~- ! P 
5. City of Urbana contact staff assigned to contract: N\.~.\l. e,., &LU\¥., 

SECTION II. Policies and Practices 

Description of EEO Policies and Practices YES INO 

A. I Is it the Company's policy to recruit, hire, train, upgrade, promote and I 
discipline persons without regard to race, color, creed, class, national x 
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 
ofincome? 

B. I 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 charge~. resp~sibil~ty. I x 
Name: \ t. ~e., 

Title: ,,. - - -

Telephone: QO 
Email: . (J).f\'\ 

C. I 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) 384-2466 or 
terent@city.urbana.il.us. 

D. I 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. I 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? 

x 

x 

'I 



j 
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< ··--·,----------· 
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 · x 
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 1 
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, x please attach a copy of state certification. 

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

J. l Have the labor organizations been notified of the company's responsibility x 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 x. improvements to real property? (If yes, please complete Table B.) 

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

SECTION III. Employment Information 

Please complete the company wotk force analysis on the bottom of this page. Use the number of employees as of 
the most recent payroll period. You must complete this form in its entirety, as instructed and submit your 
organization's (1) EEO 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. 

Black or 
African- American 

White (Not American Hispanic or Asian or Indian or 
Job Overall of Hispanic (Not of Latino Pacific Alaskan 

Categories Totals Origin) Hispanic Islander Native 
Origin) 

M F M F M F M F M F M F 

Officials & 
Mgrs 

Professional · l \ s 

Technicians 

I Sales 
Workers I 
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Office & 

\ \ Clerical 

Craft 
Workers 
(Skilled) 

Operatives 
(Semi-
Skilled) 

Laborers d- d-(Unskilled) I 
Service 
Workers 

TOTAL 3 \ 3 \ 
M =MALE, Column B is sum of Rows D, F, H, J 
andL. 
F = FEMALE, Column C is sum of Rows E, G, I, 
KandM. 
Date of above q -~ 0 _ l I 
Data: 

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

Job TOTAL BLACK HISPANIC OTHER 
Categories EMPLOYEES EMPLOYEES EMPLOYEES MINORITY 

EMPLOYEES 

M F M F M F M F 

Officials & 
Mgrs 

Professionals \ I 
Technicians 

Sales Workers 

Office & \ Clerical 

Craft Workers 
(Skilled) 

Operatives 
(Semi-Skilled) I 
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I Laborers 
(Unskilled) :l 
Service 
Workers 

1 TOT·P .... ~·":Ii!/ .. 3 l 
I 
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*Totals included under 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. 

TABLE C** WORKFORCE TURNOVER SINCE PREVIOUS EEO REPORT 

Job Categories TOTAL l\11NORITY TOTAL MINORITY 
EMPLOYEES EMPLOYEES EMPLOYEES EMPLOYEES 
SEPARATED SEPARATED HIRED HIRED 

M F M F M F M F 

Officials & 
Mgrs 

Professionals 

Technicians 

Sales Workers 

Office& 
Clerical 

Craft Workers 
(Skilled) 

Operatives 
(Semi-Skilled) I I I 
Laborers l I I (Unskilled) 

Service Workers 
I 

TOTIL \ \ \ 

SECTION rv. Certification 

By signing below, the company certifies that it has answered all of the foregoing 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 2-119). 

2Jf4/lJ<i. P ('{\~~~\ [, 1<.<-c(., ff6idet q-J.3-fl 
Signature Typed Name and Title Date 

SECTION V. Verification 
Prior to submitting this form, please check the answers to the following questions to verify your 

completion of this form: 
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1. Did you fill in all of the appropriate boxes in the table in Section III, including the 
"TOTAL" row? 

YES V NO ----
2. Have you enclosed your company's EEO statement? 

YES ~ NO ----
3. Have you enclosed your company's Sexual Harassment policy? 

YES .,/' NO ----

DEFINITIONS OF TERMS LISTED ON THE WORKFORCE 
STATISTICS FORM 

(See previous Page) 

DESCRIPTION OF RACE/ETHNIC CATEGORIES 
Race /ethnic designations as used by the Department do not denote scientific definitions of anthropological origins. For the 
purposes 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, no person should be counted in more than one race/ethnic group. The race/ 
ethnic categories for this report are: 

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



EQUAL EMPLOYMENT OPPORTUNITY STATEMENT 

This is to state that it is the policy of Rice Tree Service, Inc. to act in accordance with all local, state and 

federal Equal Employment Opportunity guidelines and procedures. This policy is in accordance with the 

Civil Rights Act of 1964, Equal Employment Act of 1972, and all other applicable laws. Rice Tree Service, 

Inc. also strives to assure compliance with the Illinois Fair Employment Practices Act, the Illinois Human 

Rights Act, City of Urbana Human Rights Ordinance and all other laws pertaining to equal employment 

opportunity. 

Rice Tree Service, Inc. policy includes recruiting, hiring, training, upgrading, promoting, and disciplining 

without regard to any of the protected classes found in local, state or federal E.E.O. laws. Rice Tree 

Service, Inc. has developed procedures to assure this policy is understood and carried out by managerial, 

administrative, and supervisory personnel. 

ASSIGNMENT OF RESPONSIBILITY: 

Rice Tree Service, Inc. has undertaken a positive E.E.O. Program to effectively implement and enforce 

this policy at all times. The E.E.O. Officer or person designated for monitoring the company's E.E.O. 

Program is: Michael E. Rice. 

PROCEDURES FOR DISSEMINATION OF POLICY: 

A copy of this statement is posted in the main office at Rice Tree Service, Inc. and copies of the policy 

are available to employees, vendors and/or subcontractors. 

UTILIZATION ANALYSIS: 

Rice Tree Service, Inc. will monitor its workforce and job classifications. It will analyze availability and 

under-utilization and respond accordingly. Rice Tree Service, Inc. will attempt to advertise job vacancies 

in places where minorities and females may more likely become aware of the job openings. 

GOALS AND TIMETABLES: 

When adding new employees, Rice Tree Service, Inc. policy is to assure there are minorities and females 

in the applicant pool. Rice Tree Service, Inc. supports E.E.O. programs. 

SYSTEM OF RECORDS AND ANNUAL SUMMARY: 

Rice Tree Service, Inc. will monitor applicant data, employee records and job descriptions to assist in its 

Equal Employment efforts. 

1d~ 7. ~ /-Bl- !JOl7 
Signature/Date 



POLICY REGARDING SEXUAL HARASSMENT IN EMPLOYMENT 

RICE TREE SERVICE, INC. 

I. STATEMENT OF COMPANY POLICY 

This co_mpany is committed to providing a workplace that is free from all 
forms of discrimination, including sexual harassment. Any employee's 
behavior that fits the definition of sexual harassment is a form of 
misconduct which may result in disciplinary action up to and including 
dismissal. Sexual harassment could also subject this company and, in 
some cases, an individual to substantial civil penalties. 

The company's policy on sexual harassment is part of its overall affirmative 
action efforts pursuant to state and federal laws prohibiting discrimination 
based on age, race, color, religion, national origin, citizenship status, 
unfavorable discharge from the military, marital status, disability, and 
gender. Specifically, sexual harassment is prohibited by the Civil Rights Act 
of 1964, as amended in 1991, the Illinois Human Rights Act and the Urbana 
Human Rights Ordinance. 

Each employee of this company bears the responsibility to refrain from 
sexual harassment in the workplace. No employee, male or female, should 
be subjected to unsolicited or unwelcome sexual overtures or conduct in 
the workplace. Furthermore, it is the responsibility of all supervisors to 
make sure that the work environment is free from sexual harassment. All 
forms of discrimination and conduct which can be considered harassing, 
coercive or disruptive, or which create a hostile or offensive environment 
must be eliminated. Instances of sexual harassment must be investigated 
in a prompt and effective manner. 

All employees of this company, particularly those in a supervisory or 
management capacity, are expected to become familiar with the contents of 
this Policy and to abide by the requirements it establishes. 



II. DEFINITION OF SEXUAL HARASSMENT 

According to the Illinois Human Rights Act, sexual harassment is defined 
as: Any unwelcome sexual advances or requests for sexual favors or any 
conduct of a sexual nature when; 

(1) Submission to such conduct is made, either explicitly or implicitly, a term 
or condition of an individual's employment. 

(2) Submission to or rejection of such conduct by an individual is used as 
the basis for employment decisions affecting such individual, or 

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

The courts have determined that sexual harassment is a form of 
discrimination under Title VI I of the Civil Rights Act of 1964, as amended 
1991. 

Conduct commonly considered to be sexual harassment includes: 

*Verbal: sexual innuendos, suggestive comments, insults, humor and 
jokes about sex anatomy or gender-specific traits, sexual propositions, 
threats, repeated requests for dates, or statements about other employees, 
even outside their presence, of a sexual nature. 

*Non-verbal: Suggestive or insulting sounds (whistling), leering, 
obscene gestures, sexually suggestive bodily gestures, "catcalls", 
"smacking", or "kissing" noises. 

*Visual: posters, signs, pin-ups or slogans of a sexual nature. 

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

Sexual harassment most frequently involves a man harassing a woman. 
However, it can also involve a woman harassing a man or harassment 
between members of the same gender. 



Ill. RESPONSIBILITY OF INDIVIDUAL EMPLOYEES. 

Each individual employee has the responsibility to refrain from sexual 
harassment in the workplace. 

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

The harassing employee will be subject to disciplinary action up to and 
including discharge in accordance with the company's disciplinary policy 
and the terms of any applicable collective bargaining agreement. 

The company has designated Michael Rice, President, to coordinate the 
company's sexual harassment policy compliance. Mr. Rice can be reached 
at Rice Tree Service, Inc., 3010 County Rd 700 East, Fisher, IL 61843 or 
(217) 356-8700. He is available to consult with employees regarding their 
obligations under this policy. 

IV. RESPONSIBILITY OF SUPERVISORY EMPLOYEES. 

Each supervisor is responsible for maintaining the workplace free from 
sexual harassment. This is accomplished by promoting a professional 
environment and by dealing with sexual harassment as with all other forms 
of employee misconduct. 

A supervisor must address an observed incident of sexual harassment or a 
complaint, with seriousness, take prompt action to investigate it, report it, 
and end it, implement appropriate disciplinary action, and observe strict 
confidentiality. This also applies to cases where an employee tells the 
supervisor about behavior that constitutes sexual harassment but does not 
want to make a formal complaint. 

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

Supervisors in need of information regarding their obligations under this 
policy or procedures to follow upon receipt of a complaint of sexual 



harassment should contact Michael Rice, President, at Rice Tree Service, 
Inc., 301 O County Rd 700 East, Fisher, IL 61843, or (217) 356-8700. 

V. PROCEDURES FOR FILING A COMPLAINT OF SEXUAL 
HARASSMENT 

INTERNAL 

An employee who either observes or believes herself/himself to be the 
object of sexual harassment should deal with the incident(s) as directly and 
firmly as possible by clearly communicating her/his position to the 
supervisor, EEO Officer, and to the offending employee. It is not necessary 
for the sexual har,assment to be directed at the person making the 
complaint. 

Each incident of sexual harassment should be documented or recorded. A 
note should be made of the date, time, place, what was said or done, and 
by whom. The documentation may be augmented by written records such 
as letters, notes, memos, and telephone messages. 

No one making a complaint of sexual harassment will be retaliated against 
even if a complaint made in good faith is not substantiated Any witness to 
an incident of sexual harassment is also protected from retaliation. 

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

1. DIRECT COMMUNICATION. If there is sexually harassing behavior in 
the workplace, the harassed employee should directly and clearly 
express her/his objection that the conduct is unwelcome and request 
that the offending behavior stop. The initial message may be verbal. If 
subsequent messages are needed, they should be put in writing in a 
note or a memo. 

2. CONTACT SUPERVISORY PERSONNEL. At the same time direct 
communication is undertaken, or in the event the employee feels 
threatened or intimidated by the situation, the problem must be promptly 
reported to the immediate supervisor or the EEO Officer. If the harasser 



is the immediate supervisor, the problem should be reported to the next 
level of supervision of the EEO Officer. 

3. FORMAL WRITTEN COMPLAINT. An employee may also report 
incidents of sexual harassment directly to the EEO Officer. The EEO 
Officer will counsel the reporting employee and be available to assist 
with filing a formal complaint. The Company will fully investigate the 
complaint, and will advise the complainant and the alleged harasser of 
the results of the investigation. 

B. EXTERNAL 

The Company hopes that any incident of sexual harassment can be 
resolved through the internal process outlined above. All employees, 
however, have the right to file formal charges with the Illinois Department of 
Human Rights (IDHR), the United States Equal Employment Opportunity 
Commission (EEOC) and/or the Urbana Human Relations Commission 
(UHRC). A charge with IDHR must be filed within 180 days of the incident 
of sexual harassment. A charge with EEOC must be filed within 300 days 
of the incident. A charge with UHRC must be filed within 90 days of the 
incident. 

IJL4J?_~ /~ 31~ 17 
Michael E. Rice, President Date 
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CITY OF URBANA, ILLINOIS 
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The City of Urbana requires all vendors doing business at the above levels with the City to 
comply with certain local, state and federal requirements. By signing below, the vendor certifies, 
that it is familiar with and are in compliance with all of the legislative acts summarized below. 
False certification on this form, or the failure to fully comply with all of the requirements of 
these acts, may result in the termination of any contract, debarment from future contacts from 
eitherthe City of Urbana, State of Illinois or any other governmental agency, and may subject the 
vendor to other legal actions. 

DRUG FREE WOBKPLACE ACT; An act to create a drug free workplace and prevent the 
unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance by 
anyone while involved in the performance of a contract for the City of Urbana. (30 ILCS 580/1 
et. seq.) 

CERTIFICATION OF COMPLIANCE; An act to insure that all contracts for goods, services 
or construction are obtained only through an independent noncollusive submission of offers, the 
vendor must certify that it is not barred from contracting with any unit of the State of Illinois or 
any Illinois local governmental agency as a result of any bid-rigging or bid-rotating. (720 ILCS 
5/33E 1 et. seq.) 

DELINQUENT TAXPAYERS: An act to certify that any vendors doing business with the City 
of Urbana are not delinquent in the payment of any tax administered by the Illinois Department 
of Revenue. (65 ILCS 5/11-42.1-1) 

SIGNATURES (COMPLETE APPROPRIATE SECTION) 

INDIVIDUAL[] PARTNERSHIP [] CORPORATION p(Ccheck one) 

Name of the Business :'R_~e_ 1re,e.,, Se.(\j~~e,. -:(V\c.; 
I 

signed By: 1 !{~t...J. z. ~ 
Printed Name: '~l~~ r,. 'ke,, 
Business Address: 30lD e..o.~-\-~ ~ 1a.Q£ 1 h~h.e.Y, .::Cf.... le.l8'43 

Business Phone Number: (d.-\ 1) 35lu ~ %100 

Date: Q, ... J.3,., \ 1 


