





SECTION V. Certification

By signing below, the company certifies that it has answered all of the foregoing questions truthfully to the best of
knowledge and belief and agrees that it/he/she will comply and abide by the City of Urbana's Code of Ordinances (Sectian 2-
118).
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E-mail Address N/

SECTION V. Verification

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

1 Did you fill in all of the appropriate boxes in the table in Section lll, including the “TOTAL" row?
YES_ )/ NO

2 Have you enclosed your company's EEQ statement?
ves X N

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

YES _ NO















employment, including, but not limited to, hiring, placement, promotion, discharge, layoff, recall,
transter. leaves of absence, benefits, compensation, and training.

Koenig Body & Equipment, Inc. has adopted an Affirmative Action policy which essentially
means that the Company will aggressively seek out, hire, develop, and promote qualified members
of legally protected groups (such as racial minorities, women, physically or mentally handicapped,
disabled veterans, veterans of the Vietnam era, and persons age 40 and over.)
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K. SELECTION, RECRUITMENT, AND HIRING

Koenig Body & Equipment, Inc. reserves the right to determine, in its sole discretion, how it will
select employees for hire, promotion, and/or layoff, which will be based on the current business
needs of the Company and may include considerations such as demonstrated ability, skill set,
experience, training, service time, performance, attendance record, disciplinary history, and/or an
employee’s potential. Qualified persons are selected without prejudice or discrimination as stated
in the Company’s Equal Opportunity and Affirmative Action policies.

Koenig Body & Equipment, Inc. provides equal employment opportunity to all applicants on the
basis of demonstrated ability, experience, training, and potential. As positions become available
within the Company, management will determine the availability of qualified candidates from
within the Company. However, the Company has no obligation to hire or promote from within,
and it is the Company's policy to hire the best candidate for the job in management’s sole
discretion, depending on the totality of the circumstances. Recruitment may be conducted through
schools, employment agencies, and Company advertising.

The Company observes all requirements under applicable law, including the obligation to
accommodate qualified individuals with disabilities. If an employee or applicant needs an
accommodation to permit him or her to complete the application process or to perform the essential
functions of the job, the individual should notify the Company’s CEO or your immediate
supervisor.



IV. EMPLOYEE DUTIES AND CONDUCT

A.

Koenig Body & Equipment, Inc. is committed to providing a work environment free of unlawful
discrimination and harassment. Discrimination or harassment of any kind based on race, color,
religion, sex, national origin, ancestry, pregnancy, genetic information, age, order of protection
status, marital status, physical or mental disability, military status, status as a veteran, sexual
orientation or any other protected category, is illegal under state and federal law, and is absolutely
prohibited.

Sexual harassment is, of course, one of the types of harassment that will not be tolerated. Sexual
harassment includes 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.

Conduct which may be considered to be sexual harassment includes:
Verbal: Sexual innuendoes, 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 of their presence, of a sexual nature.

Non-Verbal: Suggestive or insulting sounds (whistling), leering, obscene gestures,
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sexually suggestive bodily gestures, “catcalls”, “smacking” or “kissing” noises.
Visual: Posters, signs, pin-ups, calendars, pictures, 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.

All persons are also entitled to work in an environment free from other forms of unlawful and/or

discriminatory harassment. Racial, ethnic, or religious slurs, or other verbal or physical conduct
relating to an individual’s race, color, religion, sex, national origin, ancestry, pregnancy, genetic
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information, age, order of protection status, marital status, physical or mental disability, military
status, status as a veteran, sexual orientation or any other protected category may constitute
discriminatory harassment when this conduct interferes with the individual’s work performance or
creates an intimidating, hostile, or offensive working environment.

If an employee or person believes that he or she is being subjected to sexual or other discriminatory
harassment, this information should promptly be reported to your immediate supervisor or
Company President. Such conduct must be reported whether it occurs on or off Company
premises, during or outside of work hours, and whether committed by a Company employee or by
a person the employee encounters as part of his or her employment by Koenig Body & Equipment,
Inc., such as a salesperson or other vendor.

Any supervisor who receives any report or complaint of harassment, whether formal or informal,
must immediately make a full report to the Company President, even if the employee or person
has asked that no action be taken on the report or complaint.

All complaints of sexual or other harassment will be thoroughly investigated. Violations of this
policy are serious and may result in disciplinary action up to and including termination of
employment.

The Company will endeavor to maintain confidentiality with respect to any complaints and the
investigation thereof to the degree that can be maintained while the Company conducts a thorough
investigation. However, to enable the Company to do so, each employee and person involved in
the investigation must maintain the confidentiality of any interviews, questions, or other related
matters.

Any employee or person who has been found to have engaged in sexual or other unlawful
harassment will be subject to disciplinary action, up to and including termination of employment.
Any supervisory employee who fails to take appropriate action when sexual harassment is brought
to their attention will also be subject to disciplinary action, up to and including termination of
employment.

Employees and persons can raise concerns and make good faith reports of sexual or other
harassment without fear of reprisal. The Company will not retaliate against any employee or person
for making a good faith complaint of sexual harassment or for utilizing the charge provisions of
the Illinois Department of Human Rights, Illinois Human Rights Commission, or Equal
Employment Opportunity Commission. Retaliation by any person against a person making such
a report or participating in an investigation is absolutely prohibited and will result in disciplinary
action.

A charge of discrimination may be filed with the Illinois Department of Human Rights. The
Illinois Department of Human Rights investigates complaints of discrimination. If charges are
found to have merit, a complaint of discrimination may be issued, leading to a hearing before an
administrative law judge of the Illinois Human Rights Commission. A charge of discrimination,
to be timely under Illinois law, must be filed within 180 days of the event complained of.
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The Department of Human Rights can be contacted at the following addresses and phone numbers:

Illinois Department of Human Rights
222 South College, Floor 1
Springfield, IL 62704

(217) 785-5100

(217) 785-5119 TDD

Mlinois Department of Human Rights
100 W. Randolph Street, Suite 10-100
James R. Thompson Center

Chicago, IL 60601

(312) 814-6200

(312) 263-1579 TDD

The Illinois Human Rights Commission can be contacted at the following addresses and phone
numbers:

[1linois Human Rights Commission
404 Stratton Office Building
Springfield, IL 62706

(217) 785-4350

(217)785-5119 TDD

[llinois Human Rights Commission
100 W. Randolph Street, Suite 5-100
James R. Thompson Center
Chicago, IL 60601

(312) 814-6269

(312) 263-1579 TDD

The Company recognizes that the question of whether a particular action or incident constitutes
sexual harassment requires a factual determination on a case-by-case basis. False or mistaken
accusations of sexual harassment or misperception of the actions of others, may seriously affect
innocent employees. Given the seriousness of the consequences for the accused, a false and
frivolous charge is a severe offense that can result in disciplinary action. The Company therefore
hopes that all employees will continue to act in a mature and responsible fashion, to establish a
pleasant and proper working environment, free of sexual or other harassment.

B. ABSENTEEISM AND TARDINESS

Your absence, including reporting late or quitting early, means less service to our customers and
additional workloads for other personnel. As such, regular attendance is an essential function of
each employee's job. Perfect attendance and punctuality are the goal. The Company expects you
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AFFIRMATIVE ACTION PLAN
FOR
KOENIG BODY and EQUIPMENT, INC.

This is to state that it is the policy of Koenig Body and Equipment, Inc. 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.
Koenig Body and Equipment, Inc. also strives to assure compliance with the Illinois Fair Employment
Practices Act, the Illinois Human Rights Act and other orders pertaining to equal employment
opportunity.

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. Koenig Body and Equipment, Inc. has developed procedures to assure this policy
is understood and carried out by managerial administrative and supervisory personnel. Koenig Body and
Equipment, Inc. will utilize applicants for any job vacancies.

Assignment of Responsibility: Koenig Body and Equipment, Inc. has undertaken a positive
Affirmative Action Program to effectively implement and enforce this policy at all times. The EEO
officer or person designated for monitoring the company’s Affirmative Action Program is Christy
Schell.

Procedures for Dissemination of Policy: A copy of this statement is posted in the main office at
Koenig Body and Equipment, Inc. and will be given to any employee, vendor or subcontractor.

Utilization Analysis: Koenig Body and Equipment, Inc. will monitor its workforce and job
classifications. It will analyze availability and under-utilization and respond accordingly. Koenig Body
and Equipment Inc. will attempt to recruit in a 50 mile radius encompassing nearby cities in an effort to
attract qualified minorities.

Goals and Timetables: Koenig Body and Equipment, Inc. will identify those areas within its workforce
in which minorities and women are being under-utilized and set up a system of goals and timetables for
correcting the deficiencies.

System for Monitoring Compliance and Recruitment of Workforce: When adding new employees
Koenig Body and Equipment, Inc. policy is to utilize qualified minorities and females. If one is not
available any qualified help is then used. If normal employment sources do not provide these goals,
other sources will be used. Koenig Body and Equipment, Inc. supports EEO programs.

System of Records and Annual Summary: Koenig Body and Equipment, Inc. will monitor applicant
data, employees’ records and job descriptions to assist in its affirmative action efforts.

Sincerely,
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