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CITY OF LIRBANA Requested by: Date:
HUMAN RELATIONS DIVISION Approved by: Date:
4010 SOUTH VINE ST. e
Certification

LRBANA, ILLINDIS Ei801 Date:
(217) 384-2455 (phone); 328-8288 (fax) |2

hro@urbanaillinpis.us Certificate Expiration Date:

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

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

Section I. Identification

I. Company Name and Address:

ome: Pasbings Bie Energyy Contrel Ine.
/b

Address: BRRES S \Wips !]:l'ﬂQE O
Eity/StatB/Zip:Ne Aeclin il RRISI-180D

Telephone Number(s) include area code: o2~ Pabl- OROD

Eheck ane of the following

Corporation | X | Partnership | Individual Praprietorship | | Limited Liability Corp.

FEI Number: 20 (O329A92 | Sucial Security Number:

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

Name:

Address:

City/State/Zip

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

4. Project on which your company is bidding:

a. City of Urbana contact staff assigned to contract:




SECTION Ii. Policies and Practices

Description of EE0 Policies and Practices

YES

Is it the Campany's policy to recruit, hire, train, upgrade, promote and discipline persans without
regard ta 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 7

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

Name:

Tite: W exr
Telephone: 2002, - W -VF21p
Email: lean by 1 'rcna'gg.com X

Does the company have a written Equal Employment Opportunity plan er statement? Note: If no, a
copy of an EEQ statement is enclosed. You most attach an EEQ Statement in order to be
considered efigible to do business with the City of Urbana, Questions? (2I7) 384-2455 or

hro®@city.urbana.ilus.

Has the company developed a written policy statement prohibiting Sexual Harassment? You most
attach a copy of your company's Sexual Harassment Policy in erder to be cansidered
eligible 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, 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?

DL X

I advertising is used, does it specify that all qualified applicants will be considered for
emplayment 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
incame?

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

<

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

Does the company have collective bargaining agreements with labor organizatians?

<

If you answered yes to Question “I", have the labor organizations been notified of the company's
respansibility to comply with the Equal Employment Oppartunity requirements in all contracts with

the City of Urbana?

Does your company perform construction, rehabilitation, alteration, conversion, demolition or
repair of buildings, highways ar other improvements to real property? {If yes, please complete
Table B.)

>

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




SECTION Hll. Employment Information

TANT: Please camplete the company workforce analysis an the bottom of this page. Use the number of employees as of the most recent payroll period.
st complete this form in its entirety, as instructed and submit your organization’s (1) EED Statement and (2) Sexual Harassmant Policy

ir to be eligible to do business with the City of Urbana. For detailed descriptions of the Jub Classifications see attached descriptions. f

ies and females are currently under-represented in your workforce. please attach a copy of an explanation of your plan te recruit and hire

d minorities and females.

TABLE A - TOTAL CONTRACTOR/VENDOR WORKFORCE

Black or African- American Indian
White {Not of Amarican (Not of Hispanic or Agian or Pacific | or Alaskan Native
Job Categories Overall Totals Hispanic Origin) Hispanit Drigin) Latinn Islander
] F M F M F M F M F M F
Dfficials & Mars % L 8 2,
Professionals
L 1h 11 1B
Technicians 8 )
A |

Sales Workers

R (4 [1\& |4
Dffice B Clerical \ l |
Craft Workers
{Skilled)
[peratives
{Semi-Skilled)
Laborers
(Unskiled) L | |
Service Workers
TOTAL

A1 [ (36 (1L 1) \
M = MALE. Column B is sum of Rows 0. F. H. J and L.
F = FEMALE. Column C is sum of RawsE. G, | Kand M.
Date of above Data: Mﬂ}lﬁ




TABLE B* - EMPLOYEES TO BE ASSIGNED T0 CITY OF URBANA CONTRACT

Jab Categories

TOTAL
EMPLOYEES

BLACK
EMPLOYEES

HISPANIC
EMPLOYEES

{ITHER MINGRITY
EMPLOYEES

F

F

F

M F

Officials & Mgrs

Professionals

Technicians

R

Sales Workers

DHiice & Clerical

Craft Workers
(Skilled)

OBperatives
{Semi-Skillad}

Laborers
{Unskilled)

Service Workers

TOTAL

Q
q

TABLE € - WORKFORCE TURNOVER SINCE PREVIOUS EEQ REPDRT

Job Categories

TOTAL
EMPLOYEES
SEPARATED

MINDORITY
EMPLOYEES
SEPARATED

TOTAL
EMPLOYEES
HIRED

MINDRITY
EMPLOYEES
HIRED

F

F

M F

Dificials & Mgrs

Professionals

Technicians

Sales Workers

Dffice B Clericat

Craft Workers
{Skilled)

Dperatives
(Semi-Skilled)

Laborers
{Unskilled}

Service Warkers

TOTAL

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

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



e

B ST

OFFICIALS & MGRS
M F M
DAVID 1
DAN 1
TOMR
MIKE B 1
DUWAYNE 1
DouG
RON BUDZOWSKI
CRAIG
TOM L.
DENNIS 1
KEVIN 1
SUE
PATTI
KAREN
DEAN
ALLEN
MATTHEW
WENDY
BECKY
KELLIE
ED
LEAH
TOMK
KYLE
JEFF A
JEFF E
JOE
JIMS
PAT 1
JONATHAN 1
DAVE M
JACOB
JAVIER
JOHN E
DAVID P
KEN
PAUL B
LORI
|STEPHANIE
RYAN 1
MIKE S
JOHN LESCH
JON CLAPPER
TONY
JAVIER
LAURA 1
7 2 1
77.78% 2222% 20 00%
TOTAL 9 §

PROF

— ko b

4 12
8000% 100 00%
12

TECH

0
0.00%

SALES

-k ok =h

15
B3 33%
18

F

3
16.67%

OFFICE/CLERICAL CRAFTWORKDER
M F M F

0 1 0 1]
000% 10000% HDIVID!  #DIViO!
1 0 g

OPERATIVE
M F

0 0
ADIVIO!  4DIVIOY
0

LABORER

M

0
#DIVI!
0

ﬂ

[H
#DIViO!
Q

SERVICE

M

1
100.00%
1

ﬂ

0
0.00%
0 46

27
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If you are questioned by someone outside the company or your department and you are
concerned about the appropriateness of giving them certain information, you are not required
to answer. Instead, as politely as possible, refer the request to your supervisor,

No one is permitted to remove or make copies of any Hastings Air-Energy Control records,
reports or documents without prior management approval, Disclosure of confidential
*information could lead to termination, as well as other possible legal action.

Customer Relations

The success of Hastings Air-Energy Control depends upon the quality of the relationships
between Hastings Air-Energy Control, our employees, customers, suppliers and the general
public. Our customers' impression of Hastings Air-Energy Control and their interest and
willingness to purchase from us is greatly formed by the people who serve them. Ina sense,
regardless of your position, you are Hastings Air-Energy Control's ambassador. The more
goodwill you promote, the more our customers will respect and appreciate you, Hastings Air-
Energy Control and Hastings Air-Energy Control's products and services.

Below are several things you can do to help give customers a good impression of Hastings Air-
Energy Control. These are the building blocks for our continued success.

1. Act competently and deal with Customers in a courteous and respectful manner.,
2. Communicate pleasantly and respectfully with other employees at all times.

3. Follow up on orders and questions promptly, provide businessiike replies to inquiries and
requests, and perform all duties in an orderly manner,

4. Take great pride in your work and enjoy doing your very best.
5. Dress in a clean and professional manner and maintain good hygiene.

These policies apply to all areas of employment, including recruitment, hiring, training and
development, promotion, transfer, termination, layoff, compensation benefits, social and
recreational programs, and all other conditions and privileges of employment in accordance with
applicable federal, state, and local laws.

Equal Employment Opportunity

Hastings Air-Energy Control is an equal employment opportunity employer. Employment
decisions are based on merit and business needs, and not on race, color, citizenship status,
national origin, ancestry, gender, sexuai orientation, age, religion, creed, physical or mental
disability, marital status, veteran status, political affiliation, or any other factor protected by law.
Hastings Air-Energy Control complies with the law regarding reasonable accommodation for
handicapped and disabled employees. Hastings Air-Energy Control's president has issued the
following policy stating Hastings Air-Energy Control's views on this matter.

16



It is the policy of Hastings Air-Energy Control to comply with all the relevant and applicable
provisions of the Americans with Disabilities Act (ADA). Hastings Air-Energy Control will not

Management is primarily responsible for seeing that Hastings Air-Energy Control's equal
employment opportunity policies are implemented, but all members of the staff share in the
responsibility for assuring that by their personal actions the policies are effective and apply
uniformly to everyone.

Any employees, including managers, involved in discriminatory practices will be subject to

termination or harassment of any type will be subject to discipline, which may also inciude
termination.

Harassment Policy

Hastings Air-Energy Control does not and will not tolerate harassment of our employees. The
term “harassment” includes, but is not limited to slurs, jokes, and other verbal, graphic or other
physical conduct relating to an individual’s race, color, sex, religion, national origin citizenship,
age or disability. “Harassment” aiso includes sexual advances, requests for sexyal favors,
unwelcome or offensive touching and other verbal, graphic, or physical conduct of a sexual
nature. Harassment is illegal; it violates this policy, and is not consistent with our Corporate

Creed. “Sexual Harassment” is defined as any unwelcome sexual advances or request 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 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 foliowing are examples of behaviors which contribute to sexual harassment:

Verbal: Making sexual innuendoes, comments, insults, threats, jokes about gender-specific
traits, or sexual propositions.

Nonverbal: Making suggestive or insulting noises, leering, whistling, or making obscene
gestures, or displaying calendars, cartoons or posters which are derogatory on the basis of the
employee’s sex,

17



Physical: Touching, pinching or brushing the body or any other physical conduct of a sexual
nature,

While any empioyee should feel free to simply ask a co-worker or an employee of a customer or
vendor to stop an offensive behavior, there may be situations when this is not a comfortable or
appropriate initial step, In that case, if you believe you have been the subject of harassment,
you should report the alleged conduct immediately to your supervisor. An investigation of any
complaint will be undertaken immediately, Every attempt will be made to keep all information
confidential.

Please do not assume that the organization is aware of your problem. 1t is your responsibility
to bring your complaint or concern to our attention so that we can help you resolve it. No one

Hastings Air-Energy Control recognizes that the issue of whether harassment has occurred
requires factual determination based on all the evidence received. False and frivolous charges
refer to cases where the accuser is using a sexual harassment complaint to accomplish some
end other than stopping sexual harassment, False accusations can have serious effects on
innocent people and therefore, a false and frivolous charge can itself result in disciplinary
action. It does not refer to charges made in good faith which cannot be proven. We trust that
all employees will continue to act in a responsible and professional manner to establish a
harassment-free work environment,.

Employee Backaround Check

Prior to making an offer of employment, the Company may conduct a job-related background
check. A comprehensive background check may consist of prior employment verification,
professional reference checks, education confirmation, and / or criminal record and credit
checks. When appropriate, background is checked to protect Hastings Air-Energy Control's

interest and that of its employees and customers. Thir ~party services may be hired to perform
these checks.

Driver's License and Driving Record

Employees whose work requires operation of a motor vehicle must present and maintain a valid
driver's license and a driving record acceptable to our insurer, You will be asked to submit a
copy of your driving record to Hastings Air-Energy Control from time to ime. Any changes in
your driving record must be reported to your supervisor immediately. Failure to do so may
result in disciplinary action, up to and including possible termination,

Health Examinations

Hastings Air-Energy Control reserves the right to require an employee's participation in a health
examination to determine the employee's ability for performing his/her essential job functions.
All such health exams shall be paid for by the company.

18




SECTION IV. Certification

By signing below, the company certifies that it has answered all of the foregaing questions truthfully to the best aof its
knowledge and belief and agrees that it/he/she will comply and abide by the City of Urbana's Code of Drdinances (Section 2-
119).

.l [ @Cw,_ Miched Boheed P

Signature Printed Name and Title

Huteosnee (@Skinpa oty 0000 4-10-18
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 all of the appropriate buxes in the table in Section Hl, including the “TOTAL" row?
VeS_ X N

Z Have you enclosed your company’s EED statement?
YES_X_ NO

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

s X NO



DEFINITIONS OF TERMS LISTED ON
THE WORKFORCE STATISTICS FORM

{See previaus Pags)

DESCRIPTION OF RACE/ETHNIC CATEGORIES

Race /ethnic designations s used by the Depariment do not denote scientific
delinitions of anthrepological origins. For the purposes of this report. an employae
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 mare than ose race/ethnic group. The race/ethnic categories for this
reporl are:

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

Black of African-Amarican {Not of Hispanic urigin). All persons having origins
in any of the Black racial groups of Africa,

Hispanic or Latino. All persons of Mexican, Puerta Rican, Luban. Central of South
American, or other Spanish culture or arigin, regardless of race.

Aslan or Pacific [slander. All persans having arigins any of the ariginal peoples of
the Far East, Southeast Asta, the Indian Subcontinent, or the Pacific lslands. This
srea includes. for example. Ching. India, Japan, Karea, the Philippine Islands and
Samoa,

American Indian or Alesken Nativa. Al persons having origing in any of the
ariginel peoples of North America. and wha maintain cultural identification through
ribal affifiation or community recognition.

DESCRIFTION OF JOB CATEGORIES

Each employee should be counted in only one job category. Select the category
cantaining the jobs most similar ta that performed by the employee. The jobs listed
in each calegary are intended 1o provide an exemple, rot a complete list. of all job
titles falling into that category.

Officials and menagers. Occupations requiving administrative and managerial
persannel who set braad policies. exercise overall responsibility for exacution of
these policies. and direct individual departments or special phases of firm's
operations. Includes: officials, executives. middle management, plant managers.
depariment managers, and superintendents. selaried supervisars who are
members of management. purchasing agents and buyers. railroad conduttars and
yard masters, ship captains, mates and other officers farm operators znd
managers, and kindred workers.

Profassioanls. (ccupations requiring either college graduation or experiance of
such kind and amounl as o provide 2 comparable background. Includes:
accountants and awditors, airplane pilots and navigators, architects. artists.
chemists. designers, dietitians, editors. engineers. layers, librarians,
mathemeticians. aatural sciantist, registered professianal nurses. personnel znd
labor relations specialist, physical stientist. physicians, social scientist, teachers,
surveyars and kindred workers.

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

Saleg. Dccepations engaging wholly or primarily in direct selling  Includes:
advertising agents and sates warkers, insurance sgents and brokers, real estate
agents, and brokers. stock and bond sales workers. demanstrators, sales warkers
and sales clerks, grocery clerks. and cashiers/checkers. and kindred workers.,

Office and clerical. Includes all clerical-type work regardless of level of difficulty.
where the activities are predominantly non manual though some manual werk not
directly involved with gltering or transporting the products is included. Includes:
bookkeepers. collectors {bills and accounls). messengers and office helpers, office
machine operaters (including computer), shipping and receiing clerks,
stenngraphers, typists and secretaries, telegraph and telephane aperators. legal
assistants, and kindred workers.

Craft workers (skllled}. Manuzl workers of relatively high skill level having a
thorough and comprehensive knowledge of the processes involved in their work,
Exercise considerable independent judgment and wsually receive an extensive
period of training. Includes: the buitding trades, hourly paid supervisors and lead
operators who are not members of cccupations. compositors and typesetiers.
electricians, engravers, painters {construction and maintenance). motion picture
projectionists. pattern and model makers. stationary hand painters, coaters,
bakers, decarating vecupations, and kindred workers.

Dperatives (semiskilled), Workers who aperate machine or processing equipment
or perform other factory-type duties of intermediate skill level which can be
masiered in a few weeks and require only mited training. Includes: apprentices
{auto service and stitchers, dryers. furnace workers. heaters, laundry and dry
clezning operatives. milliners. mine operatives and faborers. motor operatars,
gilers and greasers (except auta), painiers (manufactured articles), photographic
process workers, truck and tractor drivers. knitting. looping, taping and weaving
machine operators, welders and flame cutters. electrical and electranic equipment
assemblers, butchers and mealculters. inspectors. testers and graders,
handpackers and packagers. and kindred workers.

Labiarers (unskiled), Workers in manusl 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 indeendent judgmenl. Inchdes: qarage
laborers. car washers and greasers, groundskeepers and gardeners. farmwerkers,
stevedares, wood choppers. laborers performing lifting, digging. mixing, loading and
pulling operation and kindred workers.

Servics workers. Workers in both protectve and nonprotecive service
accupations. Inchudes: Attendants thospital and other institutions. professional and
persnal service, inchiding aurses aides. and ordzrlies), barbers, charworkers and
cleaners, cooks, counter and fauntain workers, elevator aperatars. firefighters and
fire protection, quards, doorkeepers, stewards. janitors, police officers and
deteclives. porters, waiters and waitresses. amusement and recreation facilities
attendants, guides, ushers, public transportation attendants, and kindred workers,




