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EQUAL EMPLOYMENT OPPORTUNITY PLAN

I, General Manager’s Policy Statement

The Lake Erie Transportation Commission (LETC), doing business as Lake Erie Transit (LET),
provides fixed route transit and ADA paratransit services for Monroe County’s citizens. Our Mission
Statement is to provide safe, reliable, convenient and accessible transportation to the citizens and
visitors of the Monroe County, Michigan area. We are committed to meeting the diverse needs of
the community while exceeding customer expectations in a cost-effective and responsible manner.
The LET team is professional, knowledgeable and proud to serve our customers. In the exercise of
this Mission Statement we are equally committed to Equal Employment Opportunities throughout
our organization.

LET will not discriminate against any employee or applicant for employment due to race,
color, religion, national origin, and political affiliation, and sex, age, except where sex or age is a
bona fide occupational qualification, bona-fide disability, height, weight, veteran status or any other
legally-protected status. As required by law, we will make reasonable accommodations for known
physical or mental limitations of an otherwise qualified applicant or employee.

We will keep these tenets in mind in recruitment, selection, placement, promotion, training,
compensation, and participation in social and recreation programs.

Mr. Bruce Weeks, Finance Manager, been appointed to serve as our EEO officer for LET. He
will be responsible for ensuring that we comply with all EEO responsibilities

We are committed to an Affirmative Action Program including goals and timetables for
good-faith efforts to achieve full utilization of minorities and women at all levels and segments of
LET's workforce where deficiencies may exist.

Please be reminded that all management personnel share in this responsibility and will be
assigned specific tasks to assure compliance is achieved. The performance of managers and
supervisors will be evaluated on their contribution to the success of the EEO program the same way
as their performance on other LET goals is evaluated.

Employees and applicants will have the right to file complaints alleging discrimination with
the appropriate official(s). All such reports will be thoroughly investigated. No adverse action or
retaliation will be taken or permitted against any employee who reports issues of workplace
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discrimination or harassment.




M.

Policy

Lake Erie Transit (LET) is an Equal Opportunity Employer. It shall provide equal
employment opportunity to its employees and applicants for employment on the basis
of fitness and merit without regard to race, color, religion, national origin, political
affiliation, sex, age, except where sex or age is a bona fide occupational qualification, or
disability, height, weight, veteran status. This policy shall be followed in recruiting, hiring,
promotion into all position classifications, compensation, benefits, transfers, layoffs,
returns from layoffs, demotions, termination, LET-sponsored training programs,
educational leave, social and recreational programs, and use of LET facilities. Any person
employed by Lake Erie Transit who fails to comply with this policy is subject to
disciplinary action.

Where necessary, this policy is to be extended in order that LET be in compliance with
the following federal restraints: the U.S. Constitution, the Civil Rights Act of 1866, the
Civil Rights Act of 1871, Title VI and VIl of the Civil Rights Act of 1974, the State and Local
Revenue Sharing Act of 1971, the Age Discrimination in the Employment Act of 1967,
the Intergovernmental Personnel Act of 1970, Housing and Community Development
Act of 1974, the Rehabilitation Act of 1973 and corresponding Michigan laws.

The adoption of this EEO plan by the Board of Commissioners is a reaffirmation of
adherence to and promotion by the Board of the policy of nondiscrimination in all action
affecting LET employees. The guidelines, and objectives contained in this plan are
designed to assist LET and all of its employees adhering to that policy.

Annual Goals and Objectives

The LET General Manager, with the assistance of the Equal Employment Opportunity
Officer, shall annually perform the following activities necessary to prepare and update
the goals and objectives of the Affirmative Action Plan for Equal Opportunity:

A. Analyze current staff and staffing patterns to determine the racial and sex
composition of LET employees and of the local area workforce in order to
establish benchmark ratios of race and sex.

B. Based on the ratios developed under A. above, establish short range (less than 1
year) employment goals and objectives to address any areas of under-utilization
of minorities or females and/or which would further equal employment
opportunity for LET employees or the projected work force.



C. Based on the ratios developed under A. above, establish longer range (1-5 years)
employment goals and objectives to address any areas of under-utilization of
minorities or females and/or  which would further equal employment
opportunity for LET employees or the projected work force.

Dissemination of Policies and Procedures

The LET Equal Employment Opportunity Program will be communicated in the following
manner:

Internal

1. Copy of full EEO Plan to each department head and to each employee
requesting one.

2. EEO/AA policy in employee manuals

3. Discussion at appropriate supervisory meetings covering the subject of
recruitment, employment, training, promotion and transfer employees

4, EEQ/AA policy is posted on designated employee bulletin boards at
LET.

External

1. Notification to recruitment sources and community groups.

2. Employment advertising includes EEO statement.

3. EEQ/AA policy posted on website.

4 Statement included on employment application

The dissemination of LET’s EEO/AA policy is not limited to the above referenced items.
As considered appropriate, LET utilizes whatever means necessary to convey the
organization’s commitment to equal employment opportunity.

Responsibilities
A, LET General Manager

Ultimate responsibility for the implementation of this policy and the LET’s affirmative
action program rests with the LET General Manager. The General Manager’s
responsibilities may include:



Assisting in identifying problem areas and establishing agency and unit
goals and objectives;

Being actively involved with local minority organizations, women’s and
handicapped groups, community organizations and community service
programs designed to promote EEO;

Participating actively in periodic audits of all aspects of employment in
order to identify and to remove barriers obstructing the achievement of
specified goals and objectives;

Holding regular discussions with managers, supervisors, and employees
to assure the agency’s policies and procedures are being followed;
Reviewing the qualifications of all employees to assure that minorities,
disabled persons, and women are given full opportunities for transfer,
promotions, training, salary increases, and other forms of
compensations;

Participating in the review and/or investigation of complaints alleging
discrimination;

Participating in periodic audits to ensure that each agency unit is in
compliance (e.g., EEO posters are properly displayed on all employees

bulletin boards).

B. Equal Employment Opportunity (EEO) Officer

The Finance Manager will assume the position of the Equal Employment Opportunity

Officer and perform the following duties and functions:

1.

Developing and recommending an EEO policy, a written program, and
internal and external communication procedures;

Assisting management in collecting and analyzing employment data,
identifying problem areas, setting goals and timelines, and developing

programs to achieve goals;



VI

3. Designing, implementing, and monitoring internal audit and reporting
systems to measure program effectiveness and to determine where
progress has been made and where further action is needed;

4. Reporting periodically to the General Manager on the progress of
each unit in relation to the agency’s goals;

5. Serving as a liaison between the agency, Federal, State and local
governments, regulatory agencies, minarity, disabled and women'’s
organizations, and other community groups;

6. Assuring that current legal information affecting affirmative action is
disseminated to responsible officials;

7. Assisting in recruiting minority, women and disabled applicants and

establishing outreach sources;

8. Concurring in all hires and promotions;
9. Process employment discrimination complaints.
C. Department Heads and Supervisors

Each member of management and supervision is responsible within his/her area of
responsibility for conducting activities in a manner which will ensure compliance with
the policy and the Affirmative Action Programs. Furthermore, each is made to
understand that his/her work performance in the area of equal employment affirmative
action is being evaluated.

Equal Employment Opportunity Practices
A. Recruitment

Applicants for employment are considered and placed without regard to race, sex, color,
religion, national origin, ancestry, disability, height, weight, veteran status or age; LET
displays equal employment opportunity notices in conspicuous places available to all
employees and applicants for employment. Employment application forms are in
compliance with applicable federal laws. A copy of our EEO Policy may be obtained from
the EEO Officer or any manager. Routinely, applications and supporting documents will
be screened by individual managers for evaluation. Those applicants deemed most
adequately suited for the position are either asked to submit additional supporting data
and are further evaluated, or are asked to submit themselves for an interview. Before a



formal offer is made, the EEO officer is consulted to ascertain that a good faith effort
has indeed been made. This is accomplished by the EEO Officer obtaining evidence that
the applicant pool from which the selection (hiring) was made had been established
without regard to race, sex, color, national origin, disability, height, weight, veteran
status, age or religion. If this cannot be vouched, the EEO Officer may object to the
hiring. In order not to affect adversely the employment opportunities of minorities and
women, managers are especially urged to follow the LET policy and equal employment
opportunity commitment, and to develop a better understanding of the characteristics
of the minority and women work force and the conditions, problems and expectations
of minority groups and women. Conviction of a felony shall not automatically disqualify
an applicant. LET shall make an individual assessment of the applicants nature of crime,
how long ago it occurred and any relevant positive characteristics.

The recruitment of persons to fill vacancies will be accomplished without regard to race,
sex, color, national origin, handicap, ancestry, age or religion. LET will maintain contacts
with various minority, feminine and handicapped groups and organizations concerning
manpower resources and requirements when necessary.

1. The EEO Officer will continue to have primary responsibility for
recruitment activities with direct assistance from department heads.

Z, Whenever practical all job openings will be advertised in the news media.
Where the visual media (such as posters or flyers) is used, all pictures
shall include minorities and females. Past applications submitted in the
past year shall be reviewed.

3. The latest job listing will be posted in such a manner that all employees
and potential employees have equal access to this information.

4, Communications will be maintained with educational institutions
and vocational schools for recruitment.

5. Positions above the entry level will be advertised in-house only for one
week. If qualified applicants are found from within the organization,
selection will be from that group without the position being advertised in
the local news media.



B. Selection

The selection of persons to fill job vacancies will be accomplished through approved
procedures. Persons will be hired without regard to non-merit factors following a
completely objective appraisal of each eligible individual interested in the position.

C. Promotion

Promotion will be proposed in accordance with applicable rules, on a nondiscriminatory
basis. The procedure used in selecting persons for promotion will be evaluated
periodically to ensure that they are realistic and relevant. Any employee who feels he or
she has not been accorded fair and impartial treatment regarding employment will be
offered an opportunity to discuss this problem.

1. Continued emphasis will be placed on the LET's educational assistance
programs.
2. Training programs shall be designed to upgrade the skills of employees so

that they can improve performance in their present position.

3. On-the-job training will be designed so that employees have an
opportunity to acquire skills needed to qualify for a better position with
LET.

4, Employees with managerial ability will be encouraged to acquire skills on-

the-job or through more formalized training prior to their advancement
into a management position.

D. Training

LET shall provide training annually to all employees with responsibilities under this plan
including the LET General Manager, the EEQO Officer and all Department Heads.

E: Termination and Discharge

An employee may resign by presenting a written notice of resignation to the employee’s
supervisor.

An employee may be dismissed for unsatisfactory performance of duties, for disciplinary
reasons, for other just causes under the collective bargaining agreement, or for
reduction in workforce.



Employees may be paid upon termination for accumulated vacation leave. Medical and
life insurance will be paid through the effective date of termination of the employee.

Termination Appeal Procedures: Any non-union LET employee who feels that he or she
has heen wrongfully terminated has the right to appeal the employment termination
decision, either verbally or in writing, to his or her immediate supervisor.

If the situation is not resolved at the immediate supervisor’s level within five (5) working
days, the employee has the right to submit a written notice of appeal to the EEQ Officer.
The EEO Officer must respond to the employee in writing within five (5) working days.
Any union LET employee who feels that he or she has been unjustly treated has the right
to appeal the employment termination decision under the appropriate sections, terms
and conditions of the collective bargaining agreement.

The EEO Officer will be apprised of all verbal and written appeals.
F. Seniority

The United Steel, Paper and Forestry, Rubber, Manufacturing, Energy, Allied Industrial
and Service Workers International Union represents certain employees as certified by
the Michigan Employment Relations Commission. Seniority practices affecting these
employees are agreed to in the labor contract.

G. Wages and Salaries

LET complies with Federal and Michigan law which requires all employers subject to the
Fair Labor Standards Act to provide equal pay for men and women performing similar
work.

Wages for all unionized employees are governed by the labor contract. Salaries for non-
union employees are determined by the Lake Erie Transportation Board of
Commissioners.

H. Employees with Disabilities

It is the policy of LET not to discriminate against any employee or applicant for
employment because of physical or mental disability in regard to any position for which
the employee or applicant for employment is qualified. LET takes affirmative action to
employ, advance in employment and otherwise treat qualified individuals with known
disabilities without discrimination based upon their physical or mental disability in all
employment practices. LET will attempt to provide reasonable accommodations for
employees with disabilities, unless such accommodation would impose an undue
hardship on the conduct of its business. LET also commits to engaging in an interactive



process with the person requesting the accommodation (or their representative), as
needed, to determine an appropriate accommodation.

I.  Sexual Harassment Policy and Practices

Lake Erie Transportation is committed to maintaining a work environment free of
harassment based on race, color, religion, national origin, age, sex, disability, height,
weight, sexual orientation, or veteran status. All employees are expected to conduct
themselves in a professional manner with concern and respect for their fellow
employees, our passengers, and the community we serve.

Harassment will not be tolerated! Harassment includes unsolicited remarks, gestures,
or physical contact, display or circulation of written materials or pictures derogatory on
the basis of sex, race, national origin, religion, age, disability, height, weight, sexual
orientation, or veteran status. In addition, sexual advances, request for sexual favors,
and/or other verbal or physical conduct of a sexual nature constitutes sexual
harassment when:

e Submission to such conduct or communication is made a term or condition,
either explicitly or implicitly, to obtain or maintain employment; or

e Submission to or rejection of such conduct or communication by an individual is
used as a factor in decisions affecting such individual’s employment; or

e Such conduct or communication has the purpose or effect of substantially
interfering with an individual’s work performance or creating an intimidating,
hostile, or offensive working environment.

Harassment does not include instances when supervisors have given instruction,
direction, observation, corrective action or constructive criticism to an employee.

All phases of an investigation regarding harassment will be treated with prompt and
immediate attention. Those who may be consulted during an investigation include the
persons immediately affected by the alleged harassment, their supervisor, and
witnesses.

Violations of this policy will not be permitted and may result in disciplinary action, up to
and including discharge.

Any employee, who believes that he/she is being harassed, should immediately speak to
the General Manager or the Assistant to the General Manager. To any employee who
believes that he/she is harassed by the General Manager should contact John
Woodford, Regional Vice-President for FirstGroup America, at
john.woodford@firstgroup.com
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VII.

Prompt reporting of concerns regarding harassment enables the Company to conduct a
timely and thorough investigation and take appropriate action.

All phases of an investigation regarding harassment will be treated with prompt and
immediate attention. Those who may be consulted during an investigation include the
persons immediately affected by the alleged harassment, their supervisor, and

witnesses.
i LET Facilities and Benefits

1. Equal opportunity shall be assured to all LET employees for proper use
of LET facilities.

2. The benefits and conditions of employment as outlined in the Lake Erie
Transit Policy Manuals shall be monitored to assure that they continue to
he equally available to all employees.

K. Distribution to Contractors

In addition to the other provisions of this plan, each subcontractor will be notified that a
copy of this plan is available on the LET’s Website.

General

Race/sex records will be kept on the following:

a. applicants

b. hiring

C. terminations

d. promotions

e. transfers

f. training

g. complaints of discrimination

Records on the subjects listed above will be maintained by the EEO Officer. They will be
reviewed periodically to ensure that actions taken by the organization are consistent
with EEO and Affirmative Action Policy. Records of correspondence with the various
recruitment contacts (minority, female, handicapped organizations) will also be
maintained. A file of all job advertisements will continue to be kept by the Personnel
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EEQ Officer. At least annually all department heads and supervisors will be provided
training in EEQ/Affirmative Action subjects including interviewing techniques.

All management personnel will be responsible for monitoring employee placement,
assignment of duties and work sites to ensure that assignments are made on a non-
discriminatory basis.

Exit interviews will be scheduled with each employee who terminates with the LET.
Complaints

It is LET's policy to provide a pleasant working environment for all employees. The
complaint procedure outlined below will address discrimination complaints regarding
race, color, religion, sex, national origin, age, disability, weight, height or veteran’s
status.

Utilization of this complaint procedure will not in any way jeopardize current or
prospective employment status.

Complaint Procedures are as follows:

1. The EEO Officer will receive all written complaints of discrimination.
These complaints may be direct from the employee or referred from a
supervisor or manager who has received a complaint from an employee.

2. All discrimination complaints filed under this procedure will be accepted
for investigation up to and including 30 days after the date of the alleged
discriminatory act.

3. All complaints will be properly recorded and signed by the complainant.
Employees will be advised and counseled as to other avenues of redress
including, but not limited to, the following:

- Department of Michigan Civil Rights, and
- U.S. Equal Employment Opportunity Commission.

4. All complaints will be investigated and processed by the EEQ Officer
within 30 days of receipt.

5. The complainant will receive written notification regarding the results of

the investigation and the final disposition of the complaint including
remedial actions to be taken.
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If the complainant disagrees with the findings and decisions of the EEO
Officer, he/she will be advised and counseled as to other avenues of
redress including, but not limited to, the following:

- Department of Michigan Civil Rights, and
- Equal Employment Opportunity Commission.

The EEO Officer will within the limits of the Michigan Freedom of
Information Act take necessary steps to ensure the confidentiality of all
discrimination or harassment complaint records and of any counseling
done in the course of the complaint procedure.

-13 -



APPENDIX A

LAKE ERIE TRANSIT
EQUAL OPPORTUNITY PROGRAM
UTILIZATION ANALYSIS — APRIL 2014

LET has conducted a utilization analysis using Census 2010 data and updates available as
of the effective date of this EEO Policy.

The utilization analysis is used to identify those job categories where there is (or may
be) underutilization of women and minorities in the LET workforce when compared to
availability in the labor market. It is also used to set reasonable placement goals for
under-represented groups.

The utilization analysis used by LET complies with the guidelines of the Federal Transit
Administration (FTA Circular 4704.1). Guidelines issued by the US Department of Labor,
Office of Federal Contract Compliance Programs and FCCP were also used as a reference
in conducting the utilization analysis.

The assessment below views the total LET workforce, provides a job classification
breakdown according to minorities and females and the availability of minorities and
females in Monroe County, Michigan.

A. LET WORKFORCE

The LET workforce consists of 67 employees representing three EEO-1 Job Categories:
Officials & Managers, Office & Clericals, and Operatives (see Appendix C — Job Title
Listing and Workforce Analysis). Each category is assigned a Job Group Name; 1, 5, and
7 and broken by position. Employees were classified based on the EEO-1 Job
Classification Guide of the U.S. Equal Employment Opportunity Commission.

B. LABOR MARKET

The relevant labor market for LET has been determined to be Monroe County, Michigan.
Appendix E shows the Monroe County civilian labor force by sex and race/ethnic group
(2010 Census, Monroe County, Michigan). As shown, 92.5 % are white, 2.1 % are black,
3.1 % are Hispanic or Latino, 1.0 % represents other race/ethnic groups, and 50.7 % are
female.

C. AVAILABILITY ANALYSIS

An Availability Analysis estimates the percentages of minorities and women available for
employment in each identified job group. The Office of Federal Contract Compliance

-14 -



Program (OFCCP) Compliance Manual defines availability as “the percentage of
minorities or women who have the skills required for entry into a specific group, or who
are capable of acquiring them.” The Availability Analysis compares the calculated
availability percentages against actual employment percentages to identify
underutilization of women and minorities. “Underutilization” is defined as “having
fewer minorities and women in a particular job group than would reasonably be
expected by their availability.”

A declaration of underutilization does not amount to an admission of impermissible
conduct. It is not a finding of discrimination or a finding of a lack of good faith
affirmative action efforts. It is a technical targeting term used by LET to apply good faith
efforts to increase, in the future, the percentage utilization of minorities and women in
the workforce.

LET is unable to determine the percentages of minorities and women in the general
workforce of Monroe County who have the skills required for entry into any specific LET
job group. For that reason, LET is using the “any difference rule” in determining
underutilization of minorities and women. The “any difference rule” declares
underutilization if there is any difference between the percentage of minorities and
women employed and the percentage in the workforce.

Appendix E contains data from the EEO County Worksite Data for Monroe County
Michigan, from the 2010 U.S. Census. According to the “any difference rule” used by LET
in determining availability, the availability of minorities and women with the requisite
skills is estimated to be equal to the parentages of minorities and women in the relevant
occupational categories in the Appendix E exhibit.

D. UTILIZATION ANALYSIS AND GOALS

Through the assessment of the current level of minority and female employees in LET’s
Workforce Analysis and the availability of minorities and women, as shown in the
Availability Analysis in Appendix E, a Utilization Analysis is presented in Appendix D.
Appendix D also includes a chart comparing incumbency to availability for the purpose
of establishing goals. ET utilization and goals for each EEO-1 job category is discussed
below:

Officials and Managers

Both minorities and females are well represented. There is no need to set corrective
goals for this category. Our goal is to maintain representation of females and minorities
at the availability level or above.

Office and Clerical
Minorities and females are over utilized and well represented. LET employs three
females in three positions (100%), while the female availability for such positions is 50%.
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Because of the small number of positions in this category, there is no need to set
corrective goals for this category. Our goal is to maintain representation of females and
minorities at the current level or above.

Operatives
Both minorities and females are over utilized and well represented. There is no need to

set corrective goals for this category. Our goal is to maintain representation of females
and minorities at the availability level or above.
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SMART EEO COMPLIANCE REPORT A Form

COMMUNITY PARTNERSHIP FORM

Agency/Community Information

Program Type: Community Partnership Program (CPP) [] Specialized Service (1 New Freedom [ JARC O] 5310 [

Name of Agency/Community: Lake Erie Transit

Address: 1105 W. Seventh St.

City: Monroe State: Ml Zip:48161
Agency/Community Data
1) Has your agency/community completed in excess of $1,000,000 in
DOT federally-funded contracts in the past year? Yes X No [J
2) Does your agency/community employ over fifty (50) transit related employees? Yes X No O

If the answers to the previous two questions were both “Yes”, Please forward
your agency’s/community’s Affirmative Action plan to the address below:

Buhl Building

535 Griswold Street, Suite 600
Detroit, M| 48226

Attn: EEO Coordinator

Have all subcontractors been informed of their responsibility to file an EEO Compliance Report A form? Yes[] No[IN/A X

Drug and Alcohol Testing Program Requirements

Does your agency/community have a DOT Drug and Alcohol testing program for
safety sensitive employees? (Vehicle operators, dispatchers, mechanics and armed security)

Yes X No [

Name of your Drug and Alcohol testing program manager:  Mark Jagodzinski
Phone Number: 734 242-6672 Ext. 202

Email Address  mjag@letbus.com

Please Proceed to Employment Data Section on Backside

Employment Data




SMART EEO COMPLIANCE REPORT A Form

COMMUNITY PARTNERSHIP FORM

Report all Transit related permanent, temporary, or part-time employees including apprentices and on-the-job trainees.
Enter the appropriate figures in the boxes below relating to an employee’s race and gender.

Race
g N Minority
= Total Minority f
. African . . . Pacific American Multi
(&)
Bt . H
= L American ERARE A5 Islander Indian Race
a
= e
: o T I T < I O I O R I i I P O I O T
o 2 g = 2 § £ § £ g £ g =t § £ é" £ g £
- £ & s e i ¢ N & & &
(38 )
Officials/Manager 1 1 1
Professionals 7 4 3 3 3 1
Technicians
Sales Workers
Office and Clerical
2 2 2
Staff
Skilled Crafts 5 5 5
Qperators 42 |14 | 28 11 (27 |3 |1
Laborers
Service Workers 8 6 2 6 2
Journey Workers
Apprentices
Total 65

Certification

How was this information obtained?  Visual Survey: Yes x No []

Employment Records: Yes [] No [

Name of authorizing official(print): Mark Jagodzinski

Title: General Manager

Telephone: 734 242-6672 | J Ext: 202

Email: mjag@letbus.com

g

Signature: ML\ A/

Date: 8/10/2016

Name of person completing ye,{{(r)r‘fﬁyiShelly Knollman

Title: Accounting Manager

Telephone: 734 242-6672 U Ext: 205

Email: shelly@letbus.com




Origanizational Display

Lake Erie Transportation Commission

Administration
General Manager, WM
Total 2
TWM, 1TWF
Finance Maintenance Operations
Finance Manager, WM Maintenance Manager, WM
Total 2 Total 15 Total 55
TWM, TWF 12 WM, 3WF 17WM, 32WF, 2BM
2BF, THM, THF




