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POLICY STATEMENT

City of Lake Alfred is committed to equal employment opportunity for all gualified
individuals without regard to race, color, sex, religion, age, national origin, or other factors that
cannot lawfully be considered in employing people. We support and shall cooperate fully with all
applicable laws, regulations, and executive orders in all of our employment policies, practices, and
decisions. We shall take affirmative action to assure equal opportunity for employment is provided

with regard to all personnel actions, including but not limited to:

s  Allrecruiting, hiring, and promotion programs in all job categories.

s Decisions regarding employment.

o All personnel actions such as compensation, benefits, transfers, training, job
opportunities, layoffs, recalls, education, and other terms and conditions of
employment.

« FEmployee incentives.

We firmly believe that equal employment opportunity can only be achieved through
demonstrated leadership and implementation of a viable Equal Opportunity Employment Plan. Our
plan sets forth specific affirmative action and equal employment opportunity responsibilities for
department heads, managers, superintendents, and all of our colleagues. All associates are expected
to comply with this policy. We expect all employees to demonstrate respect for all other employees.
It is imperative that all department heads, superintendents, and managers make personnel and

employment decisions in accordance with City of Lake Alfred policies, practices, and procedures.

Our commitment to this policy is complete. It is our deliberate intention that City actions
and decisions shall support the spirit of this policy and program. Recruiting, interviewing, testing,
hiring, retention, compensation, training, and promoting shall continue to be an objective for
securing and employing qualified individuals. All personnel actions such as transfers, layoffs, return
from layoff, and the administration of City sponsored training sessions, education programs, tuition
assistance, social and recreation programs, and employee compensation and benefits shall be

administered nondiscriminatory.

This plan shall remain in effect until September 30, 2016.




PREFACE

The concepts of Equal Employment Opportunity (EEO) and Affirmative Action (AA) are
intended to promote fair and equitable personnel practices within the City of Lake Alfred. As such,
the City continues a long standing commitment to the philosophies of each program.

Equal Employment Opportunities can be defined as the method used by the City to identify
and eliminate all barriers within the personnel management system which limit the ability of
qualified employees to reach their full potential. This EEQ program is based on the desire to
provide equitable opportunities for employment and conditions of employment to all employees
regardless of race, color, sex, religion, age, national origin, or other factors that cannot lawfully be
considered in employing people.

Affirmative Action was a term first used that meant the removal of “artificial barriers” to the
employment of women and minority group members; now it refers to compensatory opportunities
for hitherto disadvantaged groups - specific efforts to recruit, hire, and promote qualified members
of disadvantaged groups for the purpose of eliminating the present effects of past discrimination.

The Equal Employment Opportunity and Affirmative Action programs identify a specific
goal, objectives, and a plan of action for the City to conform with Title VII of the Civil Rights Act of
1964, as amended in 1972, the Florida Civil Rights Act of 1992, the Age Discrimination in
Employment Act of 1967 and all other relevant federal and state civil rights laws and funding
agency guidelines.

GOAL & OBJECTIVES

GOAL
To recruit, establish, and maintain a qualified workforce representative of the surrounding
population;

OBJECTIVES

e Equality of employment opportunity shall be provided without regard to race, color, creed,
religion, sex, national origin, age, sexual orientation, marital status, gender identity, genetic
information, handicap or disability, veteran status, any other non-merit characteristic, or
any other factors that cannot lawfully be considered in employing people.

e During the course of recruiting, hiring, and training; job transfers, assignments, and
promotions; and taking disciplinary action; all applicants and members shall be evaluated
solely upon their gualifications and merits.




o All advertisements for applicants, recruitment, transfers, promotions, training,
compensation, benefits, terminations, and any other materials utilized in personnel actions
shall clearly state that the City of Lake Alfred is an Equal Opportunity Employer.

e An organized, effective, and aggressive effort shall be conducted to identify and eliminate
the specific causes of any under representation of qualified minorities and women in the
work force including any employment practices which have an adverse impact on these
individuals.

~ » Employment practices which have an adverse impact on or cause under representation of
minorities, women, or others protected by law, shall be identified and eliminated.

s Employment practices based upon qualification, merit, and other job-related criteria shall
be utilized.

e Diverse applicant pools shall be developed through special recruitment efforts and other
appropriate measures to ensure sufficient numbers of these groups are included.

¢ Monitoring systems and procedures have been established to assure the effective operation
of the Equal Employment Opportunity / Affirmative Action Programs.

AFFIRMATIVE ACTION

The City’s Affirmative Action Plan is divided into two separate areas. The first addresses
equal employment opportunity elements and include analytical data for the year 2013 to assess
equal employment operations in such areas as hiring, discipline, lateral transfers, and promotions.
The second section addresses Affirmative Action issues such as analysis of the current workforce by
equal employment opportunity Job Category, determines the extent of under-utilization, if any, of
minorities and women, presents reasonable goals to correct the under-utilization and establishes
measurable objectives to meet those goals.

This program does not establish quotas or lower minimum performance levels for entry
level positions and promotional opportunities to correct any instances of under-utilization.
However, it is designed to create a “level playing field’ in which women and minorities can achieve
their full potential based on equal employment epportunities.




EQUAL OPPORTUNITY

The responsibility for educating the City of Lake Alfred’s programs rests with Human Resources.

These responsibilities include:

Internal and external distribution of the Plan.

Coordination of training to educate department members on the concepts of the Equal
Employment Opportunity and Affirmative Action Programs.

Determination, by job group, of the percentage of qualified minorities, women, persons with
disabilities, covered veterans and other selected populations, who are currently available in

the designated recruitment area.

Analysis of the City’s workforce, by job group, every other year to determine areas of under-
utilization.

Establishment of goals, objectives, and a plan of action to address any under-utilization.

Serve as the City's liaison with enforcement agencies, minority organizations, and the
general public regarding inquiries about this Equal Employment Opportunity Program.

Systematic ongoing review of the City’s recruitment, selection, and promotional procedures
to ensure adherence to the Equal Employment Opportunity Program.

Discussion of the policy during new employee orientation.
Website availability for public awareness.

Incorporation of an EEQ clause into the Personnel Administration Policies Manual,
employment applications, and position vacancy announcements.

Posting of the policy along with job safety, minimum wage, and worker's compensation
information.

Provisions for the inspection of the Equal Employment Opportunity Plan by anyone who
makes such a request.

Ensure that advertisement for department activities, functions, or related programs are
diversified.




This Equal Opportunity Plan, including its supporting data, is a public document. A complete
copy of this plan shall be distributed to the departments with instructions to review the plan and
share its contents with all staff.

All department heads shall be fully advised of their duties and responsibilities with respect to
this plan. Since this is the level at which most employee selections are made, they must be aware at
all times of the goals for their department, and all selections must be made in accordance with this
plan.

All external recruitment sources used by this City shall be informed of the City’s non-
discrimination policy.

The application for employment form has been revised to include the statement.

“The City of Lake Alfred is an Equal Employment Opportunity Employer. No person shall, on the basis
of race, color, creed, religion, sex, national origin, age, sexual orientation, marital status, gender
identity, genetic information, handicap or disability, or veteran status be excluded from participation
in, be denied the benefits of, or be subjected to discrimination under any program or activity under
Jurisdiction of the government of the City of Lake Alfred.”

ASSESSMENT

As part of the review to the City’s Equal Employment Opportunity Program, the City shall
conduct an assessment of its employment practices. The intent of this assessment is to compare
current employment practices with applicable laws and regulations. The current utilization
schedules are attached.

The assessed positions fall into seven basic categories:

(1) Officials and Managers, (2) Professionals, (3) Technicians, (4} Protective Services: Sworn, (5)
Administrative Support, (6) Skilled Craft, and (7) Service Maintenance.

RECRUITMENT
Position vacancies can be advertised in local local papers, on the City's web page, with

Career Source Polk, and in house at the approval of the City Manager. All advertisements display
“Equal Employment Opportunity Employer or EEQ.”




HIRING PRACTICES

Applicants interested in positions with the City, must submit an Employment Application.
The applications are reviewed to determine whether the applicant meets the minimum
qualifications contained in the "Job Description.” Applicants possessing the required education
and/or experience are scheduled for an interview.

This applies to applicants of sworn positions who must be certified as meeting the
minimum requirements as established by job descriptions.

All interviews are “content valid,” i.e, they measure the knowledge, skills, and abilities
necessary for the particular job.

At the end of the interview, the candidate who is ranked the highest may be offered the
position. Where two applicants are equally well-qualified, and one is a minority, the City generally
shall offer the position to the minority.

Entry-level positions may be subjected to review prior to employment. The elements of the
selection process are critical in determining whether an applicant can perform the essential job
functions for the position. These additional phases of the selection process:

s Background examinations may be used to check applicants such as criminal history,
driving record, and reference verification. Applicants with backgrounds that do not
meet minimum acceptable levels shall be eliminated from the selection process.

e Medical examinations are performed as a conditional employment offer which may
be secured by employment authorization and a negative drug screen from the
provider.

PROMOTIONS

All employees have an equal opportunity to be “promoted.” Promotional openings are
posted in departments and interested employees must submit an application.

Selection procedures vary. For Police and Fire Departments a “valid” written
examination/oral interviews are utilized. The applicants are ranked, and the department head
generally chooses the highest-ranked employee, although he/she may choose any one of the top
three. For other positions, applicants work records are reviewed, and all applicants are
interviewed, using criteria designed to predict future job performance. The applicants are then
ranked, and the highest-ranking employee is generally selected.




B = BLACK W =WHITE H=HISPANIC A/PI= ASIAN OR PACIFIC [SLANDER Al/IA = AMERICAN INDIAN OR ALASKAN NATIVE
CITY OF LAKE ALFRED POLICE DEPARTMENT
Job Category TOTAL | TOTAL,| TOTAL
, SEXES |MALE i
[k S e 5 “mgbrm S s L
B w H A/P1 | AI/AN B W H A/P1 | AI/AN
Professional 1. 1. 0 1 0 0 0 0 0 0 0 0 0
100% || 100% | 0% |100.0% | 0% 0% 0% 0% 0% 0% 0% 0% 0%
Protective Services: 9 8 0 7 1 0 0 i 0 1 0 0 0
Sworn 100% 89% 0% | 78% 11% 0% 0% 119% 0% 11% 0% 0% 0%
Administrative Support 5 0 0 0 0 0 0 5 0 5 0 0 0
100% 0% 0% 0% 0% 0% 0% 100% 0% 100% 0% 0% 0%
CITY OF LAKE ALFRED WORKFORCE
TOTAL
FEMALE
e = H | A/pPl | AI/AN B w H A/P1 | AI/AN
O.E.Qmﬂm /Administrators 6 5 1 4 0 0 0] 1: 0] 1 0 0] 0
; 1009% § 83% |16.6% | 66.4% 0% 0% 09% 17% 0% 17% 0% 0% 0%
Professicnals 7 4 0 4 0 0 0 3 0 E: 0 0 0
100% | 57% 0% 57% 0% 0% 0% 43% 0% 43% 0% 0% 0%
.Technicians 3 3 0 3 0 0 0 0 0 0 0 0 0
100% || 100% 0% 100% 0% 0% 0% 0% 0% 0% 0% 0% 0%
Protective Services: 9 8 0 7 1 0 0 1 0 1 0 0 0
Sworn 1009% | 89% 0% 78% 11% 0% 0% 11% 0% 11% 0% 0% 0%
Protective Services: 18 18 1 16 1 0 0 0 0 0 0 0 0
Non-Sworn 100% | 100% | 1% 98% 1% 0% 0% 0% 0% 0% 0% 0% 0%
Administrative Support: - 18 1 0 1 0 0 0 17 3 13 1 0 0
. D 100% 1% 0% 1% 0% 0% 0% 99% 17% 81% 1% 0% 0%
Skilled.Craft 4 4 0 4 0 0 0 0 0 0 0 0 0
UL 100% | 100% 0% | 100% 0% 0% 0% 0% 0% 0% 0% 0% 0%
Service/Maintenance 16 15 6 7 2 0 0 1 0 1 0 0 0
. s 100% || 94% 38% 4494, 12% 0% 0% 6% 0% 6% 0% 0% 0%




UTILIZATION ANALYSIS FOR CITY OF LAKE ALFRED

MALE FEMALE
Job Category - 4w H | Total |- B w H | A/PI | AI/AN
L [ Female=~
Officials/ Administrators
City of Lake Alfred Workforce 6 5 16.6% | 664% | 0% 0% 0% 1 0 17% 0% | 0% 0%
"Polk County Workforce 10,166 | 57.1% | 27% | 53.8% | 11% | 0.2% | 02% | 7634 | 2.8% | 388% | 09% | 03% | 0%
“" Utilization +13.9% | +12.6% | -1.1% | -0.2% | -0.2% 2.8% | -21.8% [ -0.9% | -03% | 0%
. Professionals:
ity of Lake Alfred Workforce 7 4 0% 57% 0% 0% 0% 3 0% 43% 0% 0% 0%
" Polk County Workforce 7631 | 67% 22% | 383% | 01% | 0.6% | 0.1% | 10,360 | 6.6% | 49.1% | 11% | 053% | 0%
Utilization 220 | +18.7% | +10% | -0.6% | -019% C66% | -61% | -11% | -05% | 0%
Technicians
City of Lake Alfred Workforce 3 3 0% 100% 0% 0% 0 0% 0% 0% 0% 0%
Polk County Workforce 2,400 95.2 3.2% 42.3% 0.1% 0.4% 2,711 0.5% 47.4% 0.3% 0% 0.1%
Utilization -3.2% | +57.7% -0.1% | -0.4% 0.5% | -474% |-03% | 0% | -01%
Protective Service
City of Lake Alfred Workforce 27 96% 0% 0% 0% 1 0% 4% 0% 0% 0%
Polk County Workforce 2,624 711% | 14% | 0% | 0.3% 671 0.2% | 17.2% | 35% | 0% | 02%
Utilization ™ o e s “+24.9% | -14% | 0% | -0.3% -0.2% | -13.2% |-35% | 0% | -0.2%
Administrative: Support
City of Lake Alfred Workforce: 18 1 0% 1% 0% 0% 0% 17% 81% 0% 0% 0%
Polk County Workforce 1.6% 16.9% | 0.5% 0% 0% 6.3% 71.9% | 19% | 0.1% | 0.2%
“Utilization: SU16% | -15.9% | -0.5% | 0% | 70% il +10.7% | +9.1% | -1.9% | -0.1% | -0.2%
“Skilled Craft™
City of Lake Alfred Workforce - 4 4 0% 100% 0% 0% 0% 0% 0% 0% 0%
Polk County Workforce 22,209 | 86.4% | 6.7% | 823% | 02% | 0.4% 0.9% 6.5% | 0.6% | 0.1% | 0%
S Utilization o -6.7% | +17.7% 7| -02%:|-0.4% C09% 0] -6.5% | -0.6% | -0.1% | 0%
" Service/Maintenance
City of Lake Alfred Workforce 16 15 38% 449% 0% 1 0% 0% 0% 0%
"~ Polk County Workforce 7,704 75% 7.3% 20.9% 0.3% | 17,175 | 17.4% 1.3% | 0.6% | 0.4%
S Utilization +30.7% | +23.1% 0.3% -0.3% | | i17.4% “1.3% | -0.6% | -0.4%

B = BLACK W =WHITE

H = HISPANIC A/PI=ASIAN OR PACIFIC ISLANDER

Al/1A = AMERICAN INDIAN OR ALASKAN NATIVE




UTILIZATION ANALYSIS FOR POLICE DEPARTMENT

FEMALE

Job Category TOTAL |-~ TOTAL:: H A/PI | AI/AN |TOTAL B w H A/PI | AI/AN

[ Professional -

City of _..m.Wme.ma Workforce 1 1 0 100% 0 0 0 0 0 0 0 0 0

Polk County Work Force 17,991 7631 22% | 383% | 1% | 0.6% | 01% | 10,360 | 6.6%

Utilization -2.29% | +61:7% -0.6% | -0.1% 6.6%

vﬁmwmnaqm Services

City of Lake Alfred Workforce - 9 8 0% 89% 0% 0 0 1 0 11% 0% 0 0

Polk County Workforce 3,295 2624 | 66% | 711% | 14% | 0% | 03% | 671 2% | 172% | 35% | 0% | 2%

Utilization e | 6.6% | +17.9% | -1.4% | 0% | -0.3% 2% | -52% | -35%° 0% | -2%

bnaimﬁ&ﬁ Support

City of Lake Alfred Workforce 5 0 0% 0% 0 0 0 5 0% 100% 0% 0 0

Polk County Workforce 26,481 5125 1.6% | 169% | 01% | 0 0% | 21,356 | 63% | 71.9% | 19% | .1% | 2%

Utilization 1.6% |516.9% |-01% | 0% 0% 63% | +2819% | -1.9% | -1% | -2%
B = BLACK W=WHITE  H=HISPANIC A/PI=ASIAN OR PACIFICISLANDER  Al/JA = AMERICAN INDIAN OR ALASKAN NATIVE




