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INTRODUCTION 
 
 
 
 
The Illinois Human Rights Act authorizes the Illinois Department of Human Rights 
(IDHR) to issue guidelines for Development and Implementation of Affirmative Action 
Plans by State Agencies and to approve such Plans. These guidelines apply to the 
state executive departments, boards, commissions and instrumentalities of Illinois 
state government. 
 
An Affirmative Action Plan is a detailed, results-oriented, set of procedures arising 
from an in-depth review of all aspects of the agency’s employment process, which 
may impact upon the full utilization of equal employment opportunities for minorities, 
women and people with disabilities. 
 
Each fiscal year, state agencies’ Affirmative Action Plans must adhere to the format, 
content and procedures outlined by the Technical Assistance Guide for the 
Development of Affirmative Action Plans and Quarterly Reports for Illinois State 
Executive Agencies.   
 
The Guidebook outlines and explains the components of the plans and sets forth the 
criteria for affirmative action performance. The Liaison Unit of IDHR is responsible 
for monitoring and implementing these guidelines. 
 
This Affirmative Action Plan adheres to the format, content and procedures as 
outlined by IDHR. 
 
 





 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

SECTION 
ONE 
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Methods of Disseminating 
The Agency’s Affirmative Action Policy and Plan 

 
 
 
 EEO/AA Policies Are 
 
 
1. Displayed on bulletin boards and in other conspicuous locations in the Central 

Administration building, Central Warehouse, Central Shop, Plazas and 
Maintenance Buildings; 

 
2. Included in the Personnel Policies and Procedures Manual; 
 
3. Included in brochures and other appropriate publications which discuss hiring 

practices of the Illinois State Toll Highway Authority; 
 

4. Included in new employee orientation; 
 
5. Posted on the Tollway’s website and intranet site. 
 
 
 
 

The Affirmative Action Plan Is  
 
6. Distributed to the Executive Director, Chief of Staff, Deputy Chief of Staff, 

Chief of Administration, Senior Manager of Employee Services and the 
Inspector General; 

 
7. Available for review by employees and the Board of Directors; 

 
8. Available to all recruitment sources; 
 
9. Submitted to the State Library, to the Illinois State Library Acquisitions 

Division, Illinois Document Division; 
 
10. Posted on the Tollway’s website and intranet site.   
 
 

10



 

 

 

 

 

 

 

SECTION  
TWO 

 
 
  





Internal Workforce Analysis 

This section of the Affirmative Action Plan includes a copy of the Workforce Analysis (DHR-9) 
and Workforce Transaction (DHR-10). Also included is a narrative analyzing each one of the 
summaries. 

The Tollway reviews practices, policies, and procedures to determine whether they adversely 
affect minorities, women, or people with disabilities. New policies adopted during the year will 
be examined for their impact on affirmative action group members. Existing practices will also 
be examined for any ongoing or new effect they may have on affirmative action group members. 
Data will be analyzed to see whether one group of employees is more adversely affected than 
another by a particular policy or practice. If there appears to be a statistically significant 
difference between an affirmative action group and a non-affirmative action group in regards to 
the implementation of an agency policy or practice, the EEO/AA Officer will determine an 
appropriate course of action. 

Important note about comparing underutilization figures from year to year 

Beginning in fiscal year 2013, the Department of Human Rights modified the way it calculates 
utilization of minorities, women, and people with disabilities. Computation of the Availability 
Percent is now based upon a two-factor weighted mathematical formula (instead of the previous 
nine-factor weighted mathematical formula). Accordingly, the fiscal year 2012 and prior 
underutilization figures are not comparable to the underutilization figures of fiscal year 2013 and 
beyond. 

11
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TRANSACTIONS DEFINITIONS 

The following definitions were used for purposes of preparing this report: 

New Hire: This involves a person hired into or appointed to a position within an agency in which 
he/she either has no prior agency history or whose recent employment experience was not with the 
hiring agency. These transactions would consist of any type of new appointment or the movement of 
an individual between agencies or merit systems.  

Promotion: These transactions occur when an employee is advanced to a position with a higher 
salary range than his/her previous position, if within the same agency.  

Intra-Agency Transfer: These transactions occur when an employee is transferred to a position of 
the same class to which appointed or to a position including similar qualifications, duties, 
responsibilities and salary range, in another division, section or other unit.  

Suspension: These transactions involve a temporary removal from payroll for disciplinary reasons. 

Separation: These transactions involve an employee who voluntarily leaves state service.  

Discharge: This occurs when an employee is terminated for cause.  

Lay Off: These transactions occur with the placement of an employee in non-paid, non-working 
status without prejudice either temporarily or indeterminately.  

Demotion: These transactions occur when an employee is assigned to a vacant position in a class 
having a lower maximum permissible salary or rate than class from which the demotion was made for 
reasons of inability to perform the work, if within the same agency.  

Reduction: These transactions involve the voluntary or involuntary movement of an employee to a 
vacant position in a class having a lower maximum permissible salary range, if within the same 
agency.  

Reinstatement: These transactions occur when a former certified employee who resigned or 
terminated in good standing or whose position was reallocated downward or who was laterally 
transferred or whose name was placed on a reemployment list, if within the same agency.  

Reemployment: These transactions occur when the certified employee is restored to an active work 
status after being selected from an official Recall/Reemployment List obtained from the Department 
of Central Management Services, if within the same agency.  

Upward Reallocation: These transactions occur when the classification of an employee to a position 
with a classification of higher salary range resulting from the assignment of increased responsibilities 
making a higher position title more appropriate.  

Downward Reallocation: These transactions occur when the classification of an employee changes 
to a position with a classification of a lower salary range resulting from the changes in assigned 
duties, which have fewer responsibilities.  
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AVAILABILITY ANALYSIS - EXTERNAL WORKFORCE 
 
 
BACKGROUND 

 
Historically, ethnic minorities, females, and people with disabilities have been denied 
equal employment opportunities. Consequently, the federal and state government have 
made a commitment to address this problem through the establishment of affirmative 
action guidelines. The ultimate goal is to ensure all citizens have equal access to 
employment. 

 
The methodology set forth in the availability analysis process is to ensure that ethnic 
minorities, females, and people with disabilities are fairly represented in the workforce. 

 
Beginning in fiscal year 2013, the Department of Human Rights modified the way it 
calculates utilization of minorities, women, and people with disabilities. Computation of 
the Availability Percent is now based upon a two-factor weighted mathematical formula 
(instead of the previous nine-factor weighted mathematical formula). Accordingly, the 
fiscal year 2012 and prior underutilization figures are not comparable to the 
underutilization figures of fiscal year 2013 and beyond. 

 
 
PROCESS 

 
 

The availability analysis provides a numerical measure of utilization through an analysis 
of the internal workforce of each state entity and the availability of affirmative action 
groups in surrounding labor area(s). Comparison of the availability numbers and the 
actual number of affirmative action groups currently employed by the agency will 
indicate whether or not the agency is underutilized. The resulting number becomes the 
ultimate goal of the agency. 

Availability Percent Worksheet 
 
The availability percent worksheet (AP) process begins with completion of this AP 
worksheet and continues with the utilization analysis. 

1. Computation of the AP is based upon a two-factor weighted mathematical formula. 
The AP worksheets have been prepared for each DHR region, and each affirmative 
action group (Women, Black or African American, Hispanic or Latino, Asian, 
American Indian and Alaska Native, Native Hawaiian or Other Pacific Islander) and 
each EEO job category, when there are ten (10) or more total employees in that job 
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category in the region in question (Title 56, Section 2520.APPENDIX A, Part III (a) 
(1). 

2. The worksheet contains the two factors used for calculating AP’s. The statistics for 
one (1) is provided by DHR for all agencies. Factor two (2) is provided by the 
agency. 

 
• Factor 1 – Those having requisite skills in the region. 
• Factor 2 – Those promotable, trainable, and transferable in the region. 

 
For purposes of factor two, the Tollway has determined which employees are 
promotable, trainable, and transferable in the region in question. The Department’s 
rules (Title 56, Section 2520.700) define these terms as follows: “Promotable” means 
agency employees who within the fiscal year, under standard employment practices, 
are able to move from one of the EEO job categories to another; “Trainable” means 
agency employees who within the fiscal year are eligible for participation in established 
training programs that when completed would allow them to move from one of the EEO 
job categories to another; “Transferable” means an agency employee eligible for 
transfer within the fiscal year from one region to another. 

 
Note that in the past, the Department provided a chart showing promotional categories, 
which reflected typical promotional patterns. This guidance is no longer provided, and 
each agency shall determine its own promotional patterns for purposes of this analysis. 
An agency is free to use the promotional categories that it used in the past for this 
analysis or revise appropriately. 

The worksheet has six columns that are identified below: 

Column A - the grand total 
Column B - the affirmative action group 
Column C - Percentage of the grand total 
Column D - Value weight is a percentage assigned by the agency. This 

determination should be based upon employment practices. The 
agency is free to give factors one and two any value weight from 0% to 
100%, with the understanding that the total of this column must equal 
100%. 

Column E - The weighted factor is the number arrived at by multiplying column C 
by column D. The sum of the figures in column E is the availability 
percentage (AP). 

Column F - Source of statistics. 
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Calculating AP’s 
 
The AP is arrived at by performing the calculations steps indicated below. To complete 
the AP worksheet an EEO Officer will need the following: 

 
• Workforce analysis (DHR-9). 
• Internally developed data for those employees who are promotable, trainable, 

and transferable. 
 

1. Enter the number for factor two (2) in column A and B. This number comes from 
your workforce analysis form and reflects the number of employees who are 
promotable, trainable, and transferable. The percentage that is inserted in 
column C is determined by the following formula: B÷A=C. 

 
2. Enter the value weights in column D. In order to identify appropriate value 

weights, the Tollway determined whether most candidates for employment come 
from inside the agency, from other state agencies or from outside of state 
government. These value weights (percentages) are based on recruitment 
patterns. Agencies that recruit from the labor force would give a higher value 
weight (percentage) to factor one; agencies that rely on promotions, transfers, 
and training programs would give a higher value weight (percentage) to factor 
two. The sum of the value weight percentages must total 100%. When assigning 
value weights, the EEO Officer has considered the following: 

 
a. When column B or C for a given factor is zero; the value weight must also 

be zero. 
 

b. When a value weight is zero in a particular factor, the other value weights 
must be adjusted because the total must equal 100%. 

 
c. The value weight for each factor should be identical for each affirmative 

action group within an EEO job category, except where there is a zero 
factor. 

 
3. For column E, these percents for factors 1 and 2 are arrived at by the following 

calculation formula: (C x D=E). The total of column E equals your availability 
percent (AP). The AP is then multiplied by 80%, pursuant to the Human Rights 
Act, Section 2-105 (B) (3) (b). 
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Calculating Agency Underutilization 
 
The determination of whether an agency is underutilized in any affirmative action group 
is made by performing the following steps on the availability summary sheet [AS] 
(DHR-8). 

 
1. Using the figures from the workforce analysis form DHR-9: 

 
a. Indicate present number of employees. However, do not calculate utilization 

for categories that have less than ten (10) total employees because the 
numbers are too small to yield statistical reliability. 

 
b. Number of affirmative action group members already employed. 

 
2. Enter the availability percentage (AP) in line 2, which comes from the AP 

worksheet (DHR-5) for the appropriate affirmative action group. 
 

3. Multiply the present number of employees by the AP and enter the result in the 
Number Needed for Parity (line 3). If the result includes a fraction, round down to 
the closest whole number. 

 
4. Subtract the number of affirmative action group members already employed (line 

4) from Number Needed for Parity (line 3). If the number of affirmative action 
group members already employed is greater than the Number Needed for Parity, 
parity has been achieved and a “P” for parity, should be entered in line 5. If the 
result is a positive number, underutilization exists for the affirmative action group 
and job category. This number represents additional persons needed in the 
category to eliminate regional underutilization. 

 
Underutilization Summary by Region 

 
Enter the underutilization figures on the Underutilization Summary form by Department 
region (DHR-11), which comes from the availability summary (DHR-8) form(s). 
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6 Factor Categories for Promotions 
Job Categories considered for Promotions 

 
 

Officials/Managers 
 

None 
 

Professionals 
 

Technicians 
Office/Clerical 

 
Technicians 

Administrative Support 
Skilled Craft 

Service Maintenance 
 

Administrative Support 
 

None 
 

Skilled Craft 
 

None 
 

Service/Maintenance 
 
 

Administrative Support 
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Illinois Department of Human Rights State Regional Map 

These regions will be effective July 1, 2015 
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These regions will be effective July 1, 2015. 
 

REGION 1 REGION 2 REGION 3 REGION 4 

Cook  Boone Bureau  Adams  

DeKalb  Ogle Carroll Brown  

DuPage Stephenson Henry Hancock 

Grundy Winnebago Jo Daviess Henderson 

Kane  LaSalle Knox 

Kankakee  Lee McDonough 

Kendall  Mercer Pike 

Lake   Putnam Schuyler 

Will  Rock Island  Warren  

  Whiteside   

 

REGION 5 REGION 6 REGION 7 REGION 8 

DeWitt Champaign  Christian  Bond  

Fulton  Douglas Cass Calhoun 

Livingston  Ford Greene Clinton 

Marshall Iroquois Logan  Jersey 

Mason Piatt Macon  Madison 

McLean  Vermilion Macoupin  Monroe 

Peoria  Menard Randolph 

Stark   Montgomery  St. Clair  

Tazewell  Morgan Washington 

Woodford   Sangamon  

  Scott  

  Shelby  

 

REGION 9 REGION 10  

Clark  Alexander Perry  

Clay  Edwards Pope 

Coles Franklin Pulaski  

Crawford Gallatin Saline  

Cumberland Hamilton Union  

Edgar Hardin Wabash  

Effingham Jackson  Wayne  

Fayette Jefferson  White  

Jasper Johnson  Williamson  

Lawrence Massac  

Marion   

Moultrie   

Richland    
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AGENCY: Affirmative Action Group:  
Category: Officials/Administrators

        Region: 1
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
579,975 236,070 40.70% 100 40.70

0 0 0.00% 0 0.00

100 32.56

Affirmative Action Group:  
AGENCY:
Category: Officials/Administrators

        Region: 1
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
579,975 53,735 9.27% 100 9.27 American Community Survey.

0 0 0.00% 0 0.00

100 7.41

Affirmative Action Group:  
AGENCY:
Category: Officials/Administrators Region: 1  

        Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
579,975 46,855 8.08% 100 8.08 American Community Survey.

0 0 0.00% 0 0.00

100 6.46

DHR-5-AAP (Rev. Feb. 2012)

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Availability Percent.

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Availability Percent.

Illinois Tollway HISPANIC or LATINO

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Availability Percent.

Illinois Tollway BLACK or AFRICAN 
AMERICAN

Availability Percent Worksheet
Illinois Tollway

WOMEN

1.  Those having requisite skills in 
the region. American Community Survey.
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Affirmative Action Group:  
AGENCY: ASIAN
Category: Officials/Administrators Region: 1  

        Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
579,975 36,110 6.23% 100 6.23 American Community Survey.

0 0 0.00% 0 0.00

100 4.98

Affirmative Action Group:  
AGENCY:
Category: Officials/Administrators

        Region: 1
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
579,975 508 0.09% 100 0.09 American Community Survey.

0 0 0.00% 0 0.00

100 0.07

Affirmative Action Group:  
AGENCY:
Category: Officials/Administrators

        Region: 1
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
579,975 190 0.03% 100 0.03 American Community Survey.

0 0 0.00% 0 0.00

100 0.03

DHR-5-AAP (Rev. Feb. 2012)

Availability Percent.

Availability Percent.

Illinois Tollway NATIVE HAWAIIAN or OTHER 
PACIFIC ISLANDER

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Illinois Tollway AMERICAN INDIAN or 
ALASKAN NATIVE

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Illinois Tollway

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Availability Percent

Availability Percent Worksheet
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AGENCY: Affirmative Action Group:  
Category: Professionals

        Region: 1
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
827,810 454,510 54.91% 70 38.43 American Community Survey.

659 348 52.81% 30 15.84

100 43.42

Affirmative Action Group:  
AGENCY:
Category: Professionals

        Region: 1
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
827,810 87,754 10.60% 70 7.42 American Community Survey.

659 171 25.95% 30 7.78

100 12.16

Affirmative Action Group:  
AGENCY:
Category: Professionals Region: 1  

        Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
827,810 55,200 6.67% 70 4.67 American Community Survey.

659 54 8.19% 30 2.46

100 5.70

DHR-5-AAP (Rev. Feb. 2012)

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Availability Percent.

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Availability Percent.

Illinois Tollway HISPANIC or LATINO

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Availability Percent.

Illinois Tollway BLACK or AFRICAN 
AMERICAN

Availability Percent Worksheet

Illinois Tollway
WOMEN

1.  Those having requisite skills in 
the region.
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Availability Percent Worksheet
Affirmative Action Group:  

AGENCY: ASIAN
Category: Professionals Region: 1  

        Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
827,810 87,895 10.62% 70 7.43 American Community Survey.

659 34 5.16% 30 1.55

100 7.18

Affirmative Action Group:  
AGENCY:
Category: Professionals

        Region: 1
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
827,810 470 0.06% 100 0.06 American Community Survey.

659 0 0.00% 0 0.00

100 0.05

Affirmative Action Group:  
AGENCY:
Category: Professionals

        Region: 1
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
827,810 159 0.02% 100 0.02 American Community Survey.

659 0 0.00% 0 0.00

100 0.02

DHR-5-AAP (Rev. Feb. 2012)

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Availability Percent.

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Availability Percent.

Illinois Tollway NATIVE HAWAIIAN or OTHER 
PACIFIC ISLANDER

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Availability Percent.

Illinois Tollway AMERICAN INDIAN or 
ALASKAN NATIVE

Illinois Tollway
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Availability Percent Worksheet
AGENCY: Affirmative Action Group:  
Category: Technicians

        Region: 1
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
101,330 54,275 53.56% 70 37.49 American Community Survey.

843 271 32.15% 30 9.64

100 37.71

Affirmative Action Group:  
AGENCY:
Category: Technicians

        Region: 1
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
101,330 15,940 15.73% 70 11.01 American Community Survey.

843 173 20.52% 30 6.16

100 13.73

Affirmative Action Group:  
AGENCY:
Category: Technicians Region: 1  

        Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
101,330 10,109 9.98% 70 6.98 American Community Survey.

843 78 9.25% 30 2.78

100 7.81

DHR-5-AAP (Rev. Feb. 2012)

Availability Percent.

Availability Percent.

Illinois Tollway HISPANIC or LATINO

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Illinois Tollway BLACK or AFRICAN 
AMERICAN

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

WOMEN

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Availability Percent.

Illinois Tollway
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Availability Percent Worksheet
Affirmative Action Group:  

AGENCY: ASIAN
Category: Technicians Region: 1  

        Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
101,330 13,699 13.52% 70 9.46 American Community Survey.

843 31 3.68% 30 1.10

100 8.45

Affirmative Action Group:  
AGENCY:
Category: Technicians

        Region: 1
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
101,330 123 0.12% 70 0.08 American Community Survey.

843 2 0.24% 30 0.07

100 0.12

Affirmative Action Group:  
AGENCY:
Category: Technicians

        Region: 1
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
101,330 15 0.01% 100 0.01 American Community Survey.

843 0 0.00% 0 0.00

100 0.01

DHR-5-AAP (Rev. Feb. 2012)

Availability Percent.

Availability Percent.

Illinois Tollway NATIVE HAWAIIAN or OTHER 
PACIFIC ISLANDER

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Availability Percent.

Illinois Tollway AMERICAN INDIAN or 
ALASKAN NATIVE

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Illinois Tollway

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.
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Availability Percent Worksheet
AGENCY: Affirmative Action Group:  
Category: Adminstrative Support

        Region: 1
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
1,138,815 704,810 61.89% 100 61.89 American Community Survey.

0 0 0.00% 0 0.00

100 49.51

Affirmative Action Group:  
AGENCY:
Category: Adminstrative Support

        Region: 1
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
1,138,815 170,555 14.98% 100 14.98 American Community Survey.

0 0 0.00% 0 0.00

100 11.98

Affirmative Action Group:  
AGENCY:
Category: Adminstrative Support Region: 1  

        Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
1,138,815 177,640 15.60% 100 15.60 American Community Survey.

0 0 0.00% 0 0.00

100 12.48

DHR-5-AAP (Rev. Feb. 2012)

Availability Percent.

Availability Percent.

Illinois Tollway HISPANIC or LATINO

0

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Availability Percent.

Illinois Tollway BLACK or AFRICAN 
AMERICAN

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Illinois Tollway
WOMEN

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.
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Availability Percent Worksheet
Affirmative Action Group:  

AGENCY: ASIAN
Category: Adminstrative Support Region: 1  

        Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
1,138,815 57,285 5.03% 100 5.03 American Community Survey.

0 0 0.00% 0 0.00

100 4.02

Affirmative Action Group:  
AGENCY:
Category: Adminstrative Support

        Region: 1
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
1,138,815 1,005 0.09% 100 0.09 American Community Survey.

0 0 0.00% 0 0.00

100 0.07

Affirmative Action Group:  
AGENCY:
Category: Adminstrative Support

        Region: 1
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
1,138,815 315 0.03% 100 0.03 American Community Survey.

0 0 0.00% 0 0.00

100 0.02

DHR-5-AAP (Rev. Feb. 2012)

Availability Percent.

Availability Percent.

Illinois Tollway NATIVE HAWAIIAN or OTHER 
PACIFIC ISLANDER

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Availability Percent.

Illinois Tollway AMERICAN INDIAN or 
ALASKAN NATIVE

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Illinois Tollway

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.
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Availability Percent Worksheet
AGENCY: Affirmative Action Group:  
Category: Skilled Craft Workers

        Region: 1
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
317,550 20,320 6.40% 100 6.40 American Community Survey.

0 0 0.00% 0 0.00

100 5.12

Affirmative Action Group:  
AGENCY:
Category: Skilled Craft Workers

        Region: 1
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
317,550 25,080 7.90% 100 7.90 American Community Survey.

0 0 0.00% 0 0.00

100 6.32

Affirmative Action Group:  
AGENCY:
Category: Skilled Craft Workers Region: 1  

        Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
317,550 76,295 24.03% 100 24.03 American Community Survey.

0 0 0.00% 0 0.00

100 19.22

DHR-5-AAP (Rev. Feb. 2012)

Availability Percent.

Availability Percent.

Illinois Tollway HISPANIC or LATINO

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Availability Percent.

Illinois Tollway BLACK or AFRICAN 
AMERICAN

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Illinois Tollway
WOMEN

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.
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Availability Percent Worksheet
Affirmative Action Group:  

AGENCY: ASIAN
Category: Skilled Craft Workers Region: 1  

        Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
317,550 8,079 2.54% 100 2.54 American Community Survey.

0 0 0.00% 0 0.00

100 2.04

Affirmative Action Group:  
AGENCY:
Category: Skilled Craft Workers

        Region: 1
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
317,550 330 0.10% 100 0.10 American Community Survey.

0 0 0.00% 0 0.00

100 0.08

Affirmative Action Group:  
AGENCY:
Category: Skilled Craft Workers

        Region: 1
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau / 
317,550 39 0.01% 100 0.01 American Community Survey.

0 0 0.00% 0 0.00

100 0.01

DHR-5-AAP (Rev. Feb. 2012)

Availability Percent.

Availability Percent.

Illinois Tollway NATIVE HAWAIIAN or OTHER 
PACIFIC ISLANDER

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Availability Percent.

Illinois Tollway AMERICAN INDIAN or 
ALASKAN NATIVE

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Illinois Tollway

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.
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Agency:  
Affirmative Action Group: WOMEN Region 1

Officials/ Protective Para- Administrative Skilled Service/
Administrators Professionals Technicians Service Professionals Support Craft Maintenance

Present Number
of Employees 20 108 221 0 0 438 337 68

Availability
Percent 32.56 43.55 37.80 0.00 0.00 49.51 5.12 36.73

7 47 84 0 0 217 17 25
Number Needed for Parity 6 47 83 0 0 216 17 24

Number of Affirmative
Action Group
Members Already  
Employed 6 41 90 0 0 258 7 6

Underutilization  6     10 18

Agency:  
Affirmative Action Group:  Region 1

Officials/ Protective Para- Administrative Skilled Service/
Administrators Professionals Technicians Service Professionals Support Craft Maintenance

Present Number
of Employees 20 108 221 0 0 438 337 68

Availability
Percent 7.41 12.71 13.80 0.00 0.00 11.98 6.32 16.36

1 14 30 0 0 52 21 11
Number Needed for Parity 1 13 30 0 0 52 21 11

Number of Affirmative
Action Group
Members  
Already Employed 1 12 38 0 0 133 31 9

Underutilization  1      2

DHR-8-AAP (Rev. Feb. 2012)

Utilization Analysis

Illinois Tollway

Illinois Tollway
BLACK or AFRICAN AMERICAN
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Agency:  
Affirmative Action Group:   Region 1

Officials/ Protective Para- Administrative Skilled Service/
Administrators Professionals Technicians Service Professionals Support Craft Maintenance

Present Number
of Employees 20 108 221 0 0 438 337 68

Availability
Percent 6.46 5.71 7.71 0.00 0.00 12.48 19.22 22.27

1 6 17 0 0 55 65 15
Number Needed for Parity 1 6 17 0 0 54 64 15

Number of Affirmative 
Action Group
Members Already  
Employed 3 7 12 0 0 42 30 6

Underutilization   5   12 34 9

Agency:  
Affirmative Action Group:  ASIAN  Region 1

Officials/ Protective Para- Administrative Skilled Service/
Administrators Professionals Technicians Service Professionals Support Craft Maintenance

Present Number
of Employees 20 108 221 0 0 438 337 68

Availability
Percent 4.98 7.07 8.38 0.00 0.00 4.02 2.04 3.88

1 8 19 0 0 18 7 3
Number Needed for Parity 0 7 18 0 0 17 6 2

Number of Affirmative
Action Group
Members Already  
Employed 0 8 6 0 0 28 1 2

Underutilization   12    5  

DHR-8-AAP (Rev. Feb. 2012)

Illinois Tollway
HISPANIC or LATINO

Illinois Tollway

Utilization Analysis
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Agency:  
Affirmative Action Group:   Region 1

Officials/ Protective Para- Administrative Skilled Service/
Administrators Professionals Technicians Service Professionals Support Craft Maintenance

Present Number
of Employees 20 108 221 0 0 438 337 68

Availability
Percent 0.07 0.05 0.09 0.00 0.00 0.07 0.08 0.09

0 0 0 0 0 0 0 0
Number Needed for Parity 0 0 0 0 0 0 0 0

Number of Affirmative 
Action Group
Members Already  
Employed 0 0 0 0 0 0 0 0

Underutilization       

Agency:  
Affirmative Action Group:  Region 1

Officials/ Protective Para- Administrative Skilled Service/
Administrators Professionals Technicians Service Professionals Support Craft Maintenance

Present Number
of Employees 20 108 221 0 0 438 337 68

Availability
Percent 0.03 0.02 0.01 0.00 0.00 0.02 0.01 0.02

0 0 0 0 0 0 0 0
Number Needed for Parity 0 0 0 0 0 0 0 0

Number of Affirmative 
Action Group
Members Already  
Employed 0 0 0 0 0 0 0 0

Underutilization        

DHR-8-AAP (Rev. Feb. 2012)

AMERICAN INDIAN or ALASKAN NATIVE

Illinois Tollway
NATIVE HAWAIIAN or OTHER PACIFIC ISLANDER

Utilization Analysis

Illinois Tollway
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AGENCY: Affirmative Action Group:  
Category: Officials/Administrators

        Region: 2
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
19,330 7,140 36.94% 0.00 American Community Survey.

0 0 0.00% 0 0.00

0 0.00

Affirmative Action Group:  
AGENCY:
Category: Officials/Administrators

        Region: 2
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
19,330 410 2.12% 0.00 American Community Survey.

0 0 0.00% 0 0.00

0 0.00

Affirmative Action Group:  
AGENCY:
Category: Officials/Administrators Region: 2  

        Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
19,330 699 3.62% 0.00 American Community Survey.

0 0 0.00% 0 0.00

0 0.00

DHR-5-AAP (Rev. Feb. 2012)

Availability Percent.

Availability Percent.

Illinois Tollway HISPANIC or LATINO

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Availability Percent.

Illinois Tollway BLACK or AFRICAN 
AMERICAN

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Availability Percent Worksheet
Illinois Tollway

WOMEN

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.
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Availability Percent Worksheet
Affirmative Action Group:  

AGENCY: ASIAN
Category: Officials/Administrators Region: 2  

        Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
19,330 460 2.38% 0.00 American Community Survey.

0 0 0.00% 0 0.00

0 0.00

Affirmative Action Group:  
AGENCY:
Category: Officials/Administrators

        Region: 2
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
19,330 25 0.13% 0.00 American Community Survey.

0 0 0.00% 0 0.00

0 0.00

Affirmative Action Group:  
AGENCY:
Category: Officials/Administrators

        Region: 2
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
19,330 0 0.00% 0.00 American Community Survey.

0 0 0.00% 0 0.00

0 0.00

DHR-5-AAP (Rev. Feb. 2012)

Availability Percent.

Availability Percent.

Illinois Tollway NATIVE HAWAIIAN or OTHER 
PACIFIC ISLANDER

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Availability Percent.

Illinois Tollway AMERICAN INDIAN or 
ALASKAN NATIVE

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Illinois Tollway

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.
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Availability Percent Worksheet
AGENCY: Affirmative Action Group:  
Category: Professionals

        Region: 2
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
29,105 17,050 58.58% 0.00 American Community Survey.

72 36 50.00% 0.00

0 0.00

Affirmative Action Group:  
AGENCY:
Category: Professionals

        Region: 2
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
29,105 1,285 4.42% 0.00 American Community Survey.

72 9 12.50% 0.00

0 0.00

Affirmative Action Group:  
AGENCY:
Category: Professionals Region: 2  

        Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
29,105 879 3.02% 0.00 American Community Survey.

72 4 5.56% 0.00

0 0.00

DHR-5-AAP (Rev. Feb. 2012)

Availability Percent.

Availability Percent.

Illinois Tollway HISPANIC or LATINO

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Availability Percent.

Illinois Tollway BLACK or AFRICAN 
AMERICAN

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Illinois Tollway
WOMEN

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.
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Availability Percent Worksheet
Affirmative Action Group:  

AGENCY: ASIAN
Category: Professionals Region: 2  

        Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
29,105 1,110 3.81% 0.00 American Community Survey.

72 1 1.39% 0.00

0 0.00

Affirmative Action Group:  
AGENCY:
Category: Professionals

        Region: 2
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
29,105 110 0.38% 0.00 American Community Survey.

72 0 0.00% 0 0.00

0 0.00

Affirmative Action Group:  
AGENCY:
Category: Professionals

        Region: 2
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
29,105 0 0.00% 0.00 American Community Survey.

72 0 0.00% 0 0.00

0 0.00

DHR-5-AAP (Rev. Feb. 2012)

Availability Percent.

Availability Percent.

Illinois Tollway NATIVE HAWAIIAN or OTHER 
PACIFIC ISLANDER

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Availability Percent.

Illinois Tollway AMERICAN INDIAN or 
ALASKAN NATIVE

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Illinois Tollway

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.
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Availability Percent Worksheet
AGENCY: Affirmative Action Group:  
Category: Technicians

        Region: 2
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
5,490 3,480 63.39% 0.00 American Community Survey.

120 35 29.17% 0.00

0 0.00

Affirmative Action Group:  
AGENCY:
Category: Technicians

        Region: 2
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
5,490 200 3.64% 0.00 American Community Survey.

120 9 7.50% 0.00

0 0.00

Affirmative Action Group:  
AGENCY:
Category: Technicians Region: 2  

        Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
5,490 148 2.70% 0.00 American Community Survey.

120 4 3.33% 0.00

0 0.00

DHR-5-AAP (Rev. Feb. 2012)

Availability Percent.

Availability Percent.

Illinois Tollway HISPANIC or LATINO

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Availability Percent.

Illinois Tollway BLACK or AFRICAN 
AMERICAN

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Illinois Tollway
WOMEN

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.
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Availability Percent Worksheet
Affirmative Action Group:  

AGENCY: ASIAN
Category: Technicians Region: 2  

        Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
5,490 210 3.83% 0.00 American Community Survey.

120 2 1.67% 0.00

0 0.00

Affirmative Action Group:  
AGENCY:
Category: Technicians

        Region: 2
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
5,490 0 0.00% 0.00 American Community Survey.

120 0 0.00% 0.00

0 0.00

Affirmative Action Group:  
AGENCY:
Category: Technicians

        Region: 2
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
5,490 0 0.00% 0.00 American Community Survey.

120 0 0.00% 0 0.00

0 0.00

DHR-5-AAP (Rev. Feb. 2012)

Availability Percent.

Availability Percent.

Illinois Tollway NATIVE HAWAIIAN or OTHER 
PACIFIC ISLANDER

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Availability Percent.

Illinois Tollway AMERICAN INDIAN or 
ALASKAN NATIVE

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Illinois Tollway

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

52



Availability Percent Worksheet
AGENCY: Affirmative Action Group:  
Category: Administrative Support

        Region: 2
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
51,075 34,535 67.62% 100 67.62 American Community Survey.

0 0 0.00% 0 0.00

100 54.09

Affirmative Action Group:  
AGENCY:
Category: Administrative Support

        Region: 2
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
51,075 3,525 6.90% 100 6.90 American Community Survey.

0 0 0.00% 0 0.00

100 5.52

Affirmative Action Group:  
AGENCY:
Category: Administrative Support Region: 2  

        Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
51,075 2,504 4.90% 100 4.90 American Community Survey.

0 0 0.00% 0 0.00

100 3.92

DHR-5-AAP (Rev. Feb. 2012)

Availability Percent.

Availability Percent.

Illinois Tollway HISPANIC or LATINO

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Availability Percent.

Illinois Tollway BLACK or AFRICAN 
AMERICAN

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Illinois Tollway
WOMEN

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.
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Availability Percent Worksheet
Affirmative Action Group:  

AGENCY: ASIAN
Category: Administrative Support Region: 2  

        Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
51,075 495 0.97% 100 0.97 American Community Survey.

0 0 0.00% 0 0.00

100 0.78

Affirmative Action Group:  
AGENCY:
Category: Administrative Support

        Region: 2
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
51,075 35 0.07% 100 0.07 American Community Survey.

0 0 0.00% 0 0.00

100 0.05

Affirmative Action Group:  
AGENCY:
Category: Administrative Support

        Region: 2
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
51,075 25 0.05% 100 0.05 American Community Survey.

0 0 0.00% 0 0.00

100 0.04

DHR-5-AAP (Rev. Feb. 2012)

Availability Percent.

Availability Percent.

Illinois Tollway NATIVE HAWAIIAN or OTHER 
PACIFIC ISLANDER

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Availability Percent.

Illinois Tollway AMERICAN INDIAN or 
ALASKAN NATIVE

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Illinois Tollway

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.
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Availability Percent Worksheet
AGENCY: Affirmative Action Group:  
Category: Skilled Craft Workers

        Region: 2
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
16,985 1,150 6.77% 100 6.77 American Community Survey.

0 0 0.00% 0 0.00

100 5.42

Affirmative Action Group:  
AGENCY:
Category: Skilled Craft Workers

        Region: 2
Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
16,985 540 3.18% 100 3.18 American Community Survey.

0 0 0.00% 0 0.00

100 2.54

Affirmative Action Group:  
AGENCY:
Category: Skilled Craft Workers Region: 2  

        Facility:

A B C D E
Grand Total Aff. Action Percentage Value Weighted

FACTORS Group Total Weight Factor
# # % % % Source of Statistics

----------- ----------- ----------- ---------- ------------- ------------- ------------------

U. S. Census Bureau /
16,985 989 5.82% 100 5.82 American Community Survey.

0 0 0.00% 0 0.00

100 4.66

DHR-5-AAP (Rev. Feb. 2012)

Availability Percent.

Availability Percent.

Illinois Tollway HISPANIC or LATINO

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Availability Percent.

Illinois Tollway BLACK or AFRICAN 
AMERICAN

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.

Illinois Tollway
WOMEN

1.  Those having requisite skills in 
the region.

2.  Those promotable, trainable, 
and transferable in the region. Agency Workforce.
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SECTION 
THREE 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
  





Developing Affirmative Action Goals and Timetables 
 
 
 
In Section II, an Availability Percentage (AP) was obtained based on an 
examination of the current workforce relative to the two factor analysis (Option 1).   
A determination is made as to whether each affirmative action group is at parity 
or not at parity (underutilized).  If the results establish that affirmative action 
groups are being underutilized, goals are created in an attempt to bring the 
affirmative action group to parity. 
 
Program goals are developed in conjunction with the Tollway’s internal and 
external workforce analysis, as well as any other additional needs.  
 
IDHR recommends the following when developing a format for goals and 
timetables:  
 

• The area to be addressed reflects numerical or program concern(s). 
• The goal is a broad category, which describes the area to be addressed. 
• The objective delineates the specific intention. 
• The action items outline in detail which steps are going to be taken to 

achieve the objective. 
• The assignment of responsibility names the individual(s) who is (are) held 

accountable to the chief executive officer for carrying out the action item. 
• The target date for completion is the date that this action item should be 

completed. 
• The monitoring procedure outlines the procedure, whereby; a review is 

made to determine whether or not the objective is being met per the target 
date. 
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Program Goals 
 

I. Area to be Addressed: 
 
The Tollway would like to increase knowledge of and accessibility to employment 
opportunities and encourage qualified women, minorities, and individuals with disabilities to 
apply for open positions. 
 
Goal:  
 
Work with community and advocacy organizations, universities and trade schools, the media, 
social media, and other groups to increase awareness of employment opportunities at the 
Tollway and enhance the diversity of our applicant pool for vacant positions. 
 
Objective:  
 
To increase the representation of qualified minorities, females and individuals with disabilities 
as applicants for positions within the Tollway as vacancies occur. 
 
 

 
 

Action Item 

 
Assignment of 
Responsibility 

 
Completion 
Target Date 

 
Monitoring 
Procedure 

 
1. Identify, obtain 

membership of and 
network with 
advocacy and 
professional 
organizations 

 
EEO/AA Office 

 
Ongoing 

EEO/AA update 
meetings with 

Executive Director 

 
2. Attend meetings 

and/or conferences 
sponsored by 
advocacy and 
professional 
organizations 

 
Employee Services 

Coordinator 
 

EEO/AA Office  

 
 
 

Ongoing 
EEO/AA and 

Administration update 
meetings with 

Executive Director 

 
3. Identify appropriate 

recruitment sources 

 
Employee Services 

Coordinator 
 

EEO/AA Office  

 
 

Ongoing EEO/AA and 
Administration update 

meetings with 
Executive Director 
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Program Goals (continued) 
 

 
 

Action Item 

 
Assignment of 
Responsibility 

 
Completion 
Target Date 

 
Monitoring 
Procedure 

4. Advertise open 
positions in 
targeted media 
sources, when 
appropriate 

 
Employee Services 

Manager 
 

Employee Services 
Coordinators 

As appropriate 

 
 

IDHR Quarterly 
Report 

 

5.    Participate in job 
fairs that make 
special effort to 
include target 
populations 

Employee Services 
Manager 

 
Employee Services 

Coordinators 
 

EEO/AA Office 

Quarterly 

 
 

IDHR Quarterly 
Report 

 

6.    Advertise open 
positions on the 
Tollway’s website 
and disseminate 
via internal and 
external outreach 
e-blasts  

Employee Services 
Supervisor 

 
Employee Services 

Coordinators 
 

Quarterly 

 
 

IDHR Quarterly 
Report 
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Program Goals (continued) 
 

II. Area to be addressed:  
 
Several of the internal EEO cases filed during fiscal year 2018 included well-intentioned 
gestures which failed and/or were misinterpreted.  The Tollway will provide sensitivity 
training regarding diversity awareness in fiscal year 2019. 
 
The EEO/AA Office, which includes the ADA Office, continued to provide ADA 
accommodations and work with supervisors and managers through the ADA process 
during fiscal year 2018.  The Tollway will continue to do so in fiscal year 2019. 
 
Goal:   
 
Provide sensitivity, sexual harassment  training 
 
Objective: 
 
To reduce issues that result in EEO complaints, increase management’s appreciation of a 
diverse work environment, increase management’s sensitivity to diversity related matters and 
understanding of communication appropriate for the workplace, among others.   
 
To build on the success of the FY 2018 ADA Program which will enable the Tollway to 
maintain compliance with the ADA guidelines and provide a workplace which fosters equal 
employment opportunities. 
 
 

 
 

Action Item 

 
Assignment of 
Responsibility 

 
Completion 
Target Date 

 
Monitoring 
Procedure 

1. Research and select 
sensitivity training provider 
and identify training 
schedule  

 
EEO/AA Officer 

Chief of 
Administration 

End of 3rd  
Quarter FY 

2019 

EEO/AA and 
Administration update 

meetings with 
Executive Director 

 
2. Provide sensitivity and 

sexual harassment training 

 
 
EEO/AA Officer End of FY 2019 

 
 

IDHR Quarterly Report 
 

 
3.   Evaluate effectiveness of 

the trainings and make a 
plan for improvements 

 
EEO/AA Officer 

Chief of 
Administration 

End FY 2019 

EEO/AA and 
Administration update 

meetings with 
Executive Director 
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SECTION 
FOUR 

 
 
 
 
 
 
 
 
 

 
 
 







 
 
 

2. Intake-Screening  
 

During the initial intake of a complaint, the EEO Officer or authorized designee will 
obtain information regarding the nature and scope of the complaint and determine 
if interim corrective measures are necessary to prevent continued violations of 
Tollway policies and procedures and/or to protect the health or safety of any 
relevant parties.  The EEO Officer will conduct an assessment to determine 
whether the EEO Office should pursue an investigation of the complaint, or refer 
the matter to the Tollway’s Office of the Inspector General, the Department of 
Administration, or the Executive Office, or resolve the matter in some other 
appropriate manner. 

 
3. Investigation 

 
As  soon  as  possible,  the  EEO  Office  shall  initiate  a  thorough  
investigation  of  the allegations(s) of discrimination, harassment, or retaliation cited 
in the complaint. Whenever possible, and subject to the resources of the EEO 
Office and the availability of parties and witnesses, the investigation shall be 
concluded within ninety (90) working days after the investigation has been opened.  
Complex or large-scale investigations may require longer periods of time to 
investigate. 

  
4. Withdrawal of the Written Complaint  

 
The complaint, or any part of the allegation, may be withdrawn by the employee 
during the investigation of the complaint upon receipt by the EEO/AA Officer of a 
written request for withdrawal unless the EEO/AA Officer determines that the 
particular circumstances warrant pursuit of the investigation.  

 
5. Final Report and Recommendation 

 
Upon completion of the investigation, the EEO Officer, or his or her designee, 
shall prepare an EEO Report and Recommendation either dismissing the complaint 
or shall submit a report to the Executive Director with the findings and 
recommendations to resolve the complaint.  

 
 
C. Conciliation Efforts  
 
When appropriate, the EEO/AA Officer shall conduct and coordinate conciliation efforts 
by conferring with the parties in an attempt to secure a resolution. A conciliation 
conference may be convened, which all parties may attend in person or by 
representative, to propose, discuss, and agree to a resolution of the complaint. 

91







Page 2 of 2 

Do you feel that your physical safety is in danger due to the harassment?  Yes___ No___ 

If yes, contact your local authorities immediately. Please describe: 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 

Please provide a short description of the event(s) which lead you to file your claim: 

_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________ 

Are there any witnesses that may be contacted to support your claim?  If so, please list them 
below (include contact information if available): 
______________________________________________________________________________ 
______________________________________________________________________________ 

Do you have any evidence or documentation to support your allegations?  Yes___ No___ 

If yes, attach copies of documentation to this form and describe the attachment(s). (Keep your 

originals): 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 

Do you believe other documentation exists to support your allegation(s) that is not in your 

possession?  If so, please describe what documents would support your allegation(s).   

______________________________________________________________________________

______________________________________________________________________________ 

I have read the above information and attachment(s).  The statements contained therein are 

true and correct to the best of my knowledge and belief. 

Complainant’s Signature:_____________________________________ Date:_______________ 

Please return completed form in a confidential manner to: 
Attention: Sharon Ferguson 

EEO/AA Officer 
Illinois State Toll Highway Authority 

2700 W. Ogden Avenue 
Downers Grove, IL 60515 

P: 630-241-6800 ext. 1010    F: 630-795-7910 
sferguson@getipass.com  

Rev. 05-16 
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SECTION FIVE 
 
 
 
  
 
 
 
 

 







TOLLWAY POLICY AND PROCEDURE MANUAL 
 

DISABILITY ACCOMMODATIONS 
 

1. General Provisions 
 

The Tollway is committed to complying with the Americans with Disabilities Act (“ADA”) and 
applicable state and local laws providing for nondiscrimination in employment against 
qualified individuals with disabilities. It is the Tollway’s policy to, without limitation: 

a. Ensure that qualified individuals with disabilities are treated in a nondiscriminatory 
manner in the pre-employment process and that employees with disabilities are treated 
in a non-discriminatory manner in all terms, conditions, and privileges of employment. 
 

b. Keep all medical-related information confidential in accordance with the requirements of 
the ADA and retain such information in separate confidential files in accordance with 
HIPAA. 
 

c. Engage in the interactive process with applicants and employees to select a reasonable 
and effective accommodation that does not create an undue hardship on the Tollway 
and provide such accommodation 

 
2. Procedure for Requesting Accommodation 

 
Employees with disabilities may make requests for reasonable accommodation to the 
Tollway’s EEO/AA Officer and ADA Coordinator. Employees who seek an accommodation 
must complete an ADA request form and supply other documentation required by the 
EEO/AA Officer. ADA request forms are available on Crossroads and also from the EEO/AA 
Officer. Upon receipt of the accommodation request and supporting documents, the 
EEO/AA Officer will assess the limitations resulting from the disability and the potential 
accommodation(s) the Tollway might provide so that the individual can perform the essential 
functions of the job. The EEO/AA Officer will confer with the appropriate management 
representative(s) to determine whether an accommodation imposes an undue hardship on 
the Tollway. 

 
The EEO Officer will inform the individual of the Tollway’s decision regarding the 
accommodation request and/or how the accommodation will be implemented. If the 
accommodation request is approved, the accommodation must be reassessed periodically 
to ensure the accommodation remains reasonable, effective, and does not impose an undue 
hardship on the Tollway. If at any time it is determined that the accommodation does not 
effectively allow the employee to perform the essential functions of the job, or the 
individual’s job performance does not meet the Tollway’s standards, the Tollway reserves 
the right to review the accommodation and withdraw its approval. The Tollway will again 
engage in the interactive process with the employee to explore alternative accommodations 
that are reasonable, that enable the employee to perform the essential functions of the job, 
and do not impose an undue hardship on the Tollway. 
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Pursuant to P.A. 96-0078, an agency with underutilization of people with disabilities shall develop and 
implement programs to increase the number of qualified employees with disabilities working in the State. 
The programs shall include provisions to increase the number of people with a disability hired for positions 
with specific job titles for which they have been assessed and awarded a passing grade. Code agencies 
must request the Successful Disability Opportunities list for vacancies when there is such a list. Non-Code 
agencies should develop their own disability recruitment resources.  

The Tollway does not have an underutilization of people with disabilities. 
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Illinois State Toll Highway Authority 

Reasonable Accommodation Application for Applicants 

Revised 8/18 

 

Pursuant to the requirements of state and federal laws, a qualified individual with a disability has the right to 
request reasonable accommodation in conjunction with his or her employment. Reasonable accommodation 
means a modification to the application procedure, access to the work site, and adjustment to the work process 
or work schedule that would enable a person with a disability to perform a particular job. Employers are not 
required to provide accommodations that would impose undue hardship on the operations of their programs.  
 
Completed forms, along with current medical documentation and signed Medical Release should be submitted 
to the Tollway’s EEO Officer/ADA Coordinator, Sharon Ferguson, by mail to 2700 Ogden Avenue, Downers 
Grove, Illinois, by fax to 630/795-7910, or by email to Sferguson@getipass.com.   
 
 

Name Position(s) Applying for 
 

Phone Number Email Address 

Date of Test or Interview  Functional Limitations 

 
Type of Accommodation Needed 

 

 Sign Language Interpreter for the Employment Interview 

 Reader Service 

 Accessible Interviewing Facility 

 Larger Font for any Written Examinations 

 Other (indicate type of accommodation needed)____________________________________________ 
 
 

 
 
Have your medical provider complete the Physician’s Disability Determination Questionnaire or provide a 
recent statement about your medical condition and its effect on your ability to proceed through the 
Tollway’s application process. 

 
 
 
The Genetic Information Nondiscrimination Act of 2008 (GINA), 42 U.S.C. 2000ff et seq., prohibits employers and other 

entities covered by GINA Title II from requesting or requiring genetic information of an individual or family member of the 

individual, except as specifically allowed by this law. To comply with this law, we are asking that you not provide any genetic 

information when responding to this request for medical information. “Genetic information,” as defined by GINA, includes an 

individual’s family medical history, the results of an individual’s or family member’s genetic tests, the fact that an individual or 

an individual’s family member sought or received genetic services, and genetic information of a fetus carried by an individual 

or an individual’s family member or an embryo lawfully held by an individual or family member receiving assistive 

reproductive services.  29 C.F.R. §1635.8 (b)(1)(i)(B). 
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Page 1 of 2 
   

 

 Physician’s Disability Determination Questionnaire 

 
Applicant ______________________ is requesting that the Illinois State Toll Highway Authority 

(ISTHA), grant an accommodation pursuant to the Americans with Disabilities Act (ADA), 42 

U.S.C. 1210, et seq., and/or the Illinois Human Rights Act, 775 ILCS 5, et seq.  ISTHA requests that 

you answer the following questions concerning this applicant with regard to this request. 
 

 *CIRCLE ANSWER THAT APPLIES AND USE ADDITIONAL SHEETS IF NECESSARY* 

 

1. Does the applicant have a condition that is clinically diagnosable?               YES  NO 

      

 What is the diagnosis? ________________________________________________________________ 

  

 What is the prognosis? ________________________________________________________________ 

 

2. Is this condition permanent?                   YES  NO 

 

3. Does this condition significantly limit or restrict the individual in comparison with the average person? 

                                             YES  NO   

If so, please indicate which life function is substantially limited by the condition (i.e. walking, seeing, 

speaking, hearing, breathing, other).   Please state ____________________________________________ 
  
4.      Does applicant’s condition result from one of the following? 

 

DISEASE, INJURY, CONGENITAL CONDITION, FUNCTIONAL DISORDER, OTHER_________? 

     (Circle one)             (Specify) 

 

5. Is the applicant currently afflicted with this condition?     YES  NO 

 When did the condition first arise? _________________________________________________________ 

 

6. How much longer do you estimate it will exist? _____________________________________________ 

 

7. What activities, if any, does this condition significantly limit or restrict in comparison with the average 

person? 

 

____ lifting (number of pounds) ____ bending ____sitting ____ walking ____ concentrating 

 

____ sleeping ____ eating ____ reasoning ____ learning ____ reaching ____ breathing 

 

____ small motor coordination ____ caring for oneself ____ ability to control basic bodily functions 

 

____ reproduction ____ other (please explain)________________________________________ 

 

8. Can the applicant safely perform the duties described in the attached job description as written?  
 

YES  NO 

 

9. If not, what accommodation or modification is necessary for safe performance of duties?   

 (i.e. breaks to stretch, special chair, etc.?)

 _________________________________________________________________________________ 

 

 __________________________________________________________________________________  

 

10. How long do you estimate the need for the accommodation will continue?______________________ 
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 Physician’s Disability Determination Questionnaire (continued) 

 
11. If no modifications that will allow the applicant to perform duties in attached job description, is leave 

from work necessary to address the accommodation?       

 

YES   NO 

 

12. How long do you estimate the need for the leave will continue? _________________________ 

 

13. Date of last office visit. ______________________ 

 

 

 

I hereby certify that the statements made in this Physician’s Disability Determination Questionnaire are true, 

correct and complete. 

 

 

 

________________________________                         _____________________________ 

   Signature of Physician              Phone #   

 

______________________________   __________________________ 
  Name of Physician              Address 

 

________________________________    ______________________________ 

       Today’s Date                        City, State         

                           
 

 

See attached Authorization to Release Medical Records    

 

 

 

The Genetic Information Nondiscrimination Act of 2008 (GINA), 42 U.S.C. 2000ff et seq., prohibits employers and 

other entities covered by GINA Title II from requesting or requiring genetic information of an individual or family 

member of the individual, except as specifically allowed by this law. To comply with this law, we are asking that you not 

provide any genetic information when responding to this request for medical information. “Genetic information,” as 

defined by GINA, includes an individual’s family medical history, the results of an individual’s or family member’s 

genetic tests, the fact that an individual or an individual’s family member sought or received genetic services, and genetic 

information of a fetus carried by an individual or an individual’s family member or an embryo lawfully held by an 

individual or family member receiving assistive reproductive services.  29 C.F.R. §1635.8 (b)(1)(i)(B). 

 

 

Completed forms should be submitted to the EEO Officer/ADA Coordinator by mail to 2700 

Ogden Avenue, Downers Grove, Illinois, by fax at 630/795-7910, or by email to 

Sferguson@getipass.com.  
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AUTHORIZATION TO RELEASE  

MEDICAL RECORDS AND INFORMATION 

 
 

_____________________________ 

Treating Physician 

 

_____________________________ 

Clinic/Hospital 

 

I hereby authorize you to provide medical information and records that relate to the accommodation(s) that I am 

seeking under the Americans with Disabilities Act, 42 U.S.C. 12101, et seq., and/or the Illinois Human Rights 

Act, 775 ILCS 5, et seq., to the Illinois State Toll Highway Authority (the Tollway) and to allow those records to 

be inspected or copied by a representative of the Tollway, upon his or her request.  The representative of my 

choice is Sharon Ferguson, EEO Officer/ADA Coordinator. 

 

I further authorize you to disclose complete information, without limitation, to said representative concerning 

your medical findings and the treatment administered to the undersigned as it relates to the accommodation(s) I 

am seeking. 

 

I hereby waive on behalf of myself and any persons who may have an interest in the matter, all provisions of 

law relating to the disclosure of confidential medical information, and I release you personally from any and all 

legal responsibility or liability that may arise from the acts I have authorized below. 

 

______________________________    __________________ 

Applicant (Printed Name)      Date 
 

 

 

____________________________________ 

Signature 

 
The Genetic Information Nondiscrimination Act of 2008 (GINA), 42 U.S.C. 2000ff et seq., prohibits employers and other 

entities covered by GINA Title II from requesting or requiring genetic information of an individual or family member of the 

individual, except as specifically allowed by this law. To comply with this law, we are asking that you not provide any genetic 

information when responding to this request for medical information. “Genetic information,” as defined by GINA, includes an 

individual’s family medical history, the results of an individual’s or family member’s genetic tests, the fact that an individual or 

an individual’s family member sought or received genetic services, and genetic information of a fetus carried by an individual 

or an individual’s family member or an embryo lawfully held by an individual or family member receiving assistive 

reproductive services.  29 C.F.R. §1635.8 (b)(1)(i)(B). 
 

 

Completed forms should be submitted to the EEO Officer/ADA Coordinator by mail at 2700 Ogden Avenue, Downers 

Grove, Illinois, by fax at 630/795-7910, or by email at Sferguson@getipass.com. 
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Illinois State Toll Highway Authority 

Reasonable Accommodation Request for Employees 
 

Pursuant to the requirement of state and federal laws, a qualified individual with a disability has the right to 
request a reasonable accommodation in conjunction with his or her employment.  Reasonable accommodation 
means a modification to work site, work process or work schedule that would enable a person with a disability 
to perform a particular job.   The Tollway is not required to provide accommodations that would impose an 
undue hardship.  The procedures for accommodation request are in the policy and procedure manual.  
 
Completed forms, along with current medical documentation and signed Medical Release should be submitted 
to the EEO Officer/ADA Coordinator by mail to 2700 Ogden Avenue, Downers Grove, IL, 60515, or by fax to 
630/795-7910, or via email to Sferguson@getipass.com.   
 
 

Name Date of Birth 

Phone Number E-Mail Address 

Job Title/Work Location Supervisor 

 
 

A. Questions to clarify accommodation requested.  

What specific accommodation are you requesting?  
 
 
 

If you are not sure what accommodation is needed, 
do you have any suggestions about what options we 
can explore?  
 
Yes          No 

If yes, please explain.  
 

Is your accommodation request time sensitive? 
 
Yes          No 

If yes, please explain. 

 

B. Questions to document the reason for accommodation request. 

What, if any, job function(s) are you having difficulty performing? 
 
 

What limitation is interfering with your ability to perform your job or access any employment benefit? 
 
 

Have you had any accommodations in the past for 
this same limitation? 
 
Yes           No 

If yes, what were they and how effective were they?  

If you are requesting a specific accommodation, how will that accommodation assist you? 
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Revised 8/18 

 

 

C. Certification 

 
I hereby certify that the statements made in this accommodation Request are true, correct and complete. 
 
 
 
____________________________________________              ________________________________ 
Employee Signature                                                                                       Date 
 

 
Please provide a signed Medical Release as well as a completed Physicians Disability Determination 
Questionnaire. 
 
 
 
The Genetic Information Nondiscrimination Act of 2008 (GINA), 42 U.S.C. 2000ff et seq., prohibits employers and other 

entities covered by GINA Title II from requesting or requiring genetic information of an individual or family member of the 

individual, except as specifically allowed by this law. To comply with this law, we are asking that you not provide any genetic 

information when responding to this request for medical information. “Genetic information,” as defined by GINA, includes an 

individual’s family medical history, the results of an individual’s or family member’s genetic tests, the fact that an individual or 

an individual’s family member sought or received genetic services, and genetic information of a fetus carried by an individual 

or an individual’s family member or an embryo lawfully held by an individual or family member receiving assistive 

reproductive services.  29 C.F.R. §1635.8 (b)(1)(i)(B). 
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 Physician’s Disability Determination Questionnaire 

 
Employee ______________________ is requesting that the Illinois State Toll Highway Authority 

(ISTHA), grant an accommodation pursuant to the Americans with Disabilities Act (ADA), 42 

U.S.C. 1210, et seq., and/or the Illinois Human Rights Act, 775 ILCS 5, et seq.  ISTHA requests that 

you answer the following questions concerning this employee with regard to this request. 
 

 *CIRCLE ANSWER THAT APPLIES AND USE ADDITIONAL SHEETS IF NECESSARY* 

 

1. Does the Employee have a condition that is clinically diagnosable?               YES  NO 

      

 What is the diagnosis? ________________________________________________________________ 

  

 What is the prognosis? ________________________________________________________________ 

 

2. Is this condition permanent?                   YES  NO 

 

3. Does this condition significantly limit or restrict the individual in comparison with the average person? 

                                             YES  NO   

If so, please indicate which life function is substantially limited by the condition (i.e. walking, seeing, 

speaking, hearing, breathing, other).   Please state ____________________________________________ 
  
4.      Does Employee’s condition result from one of the following? 

 

DISEASE, INJURY, CONGENITAL CONDITION, FUNCTIONAL DISORDER, OTHER_________? 

     (Circle one)             (Specify) 

 

5. Is the employee currently afflicted with this condition?     YES  NO 

 When did the condition first arise? _________________________________________________________ 

 

6. How much longer do you estimate it will exist? _____________________________________________ 

 

7. What activities, if any, does this condition significantly limit or restrict in comparison with the average 

person? 

 

____ lifting (number of pounds) ____ bending ____sitting ____ walking ____ concentrating 

 

____ sleeping ____ eating ____ reasoning ____ learning ____ reaching ____ breathing 

 

____ small motor coordination ____ caring for oneself ____ ability to control basic bodily functions 

 

____ reproduction ____ other (please explain)________________________________________ 

 

8. Can the employee safely perform the duties described in the attached job description as written?  
 

YES  NO 

 

9. If not, what accommodation or modification is necessary for safe performance of duties?   

 (i.e. breaks to stretch, special chair, etc.?)

 _________________________________________________________________________________ 

 

 __________________________________________________________________________________  

 

10. How long do you estimate the need for the accommodation will continue?______________________ 
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 Physician’s Disability Determination Questionnaire (continued) 

 
11. If no modifications that will allow employee to perform duties in attached job description, is leave 

from work necessary to address the accommodation?       

 

YES   NO 

 

12. How long do you estimate the need for the leave will continue? _________________________ 

 

13. Date of last office visit. ______________________ 

 

 

 

I hereby certify that the statements made in this Physician’s Disability Determination Questionnaire are true, 

correct and complete. 

 

 

 

________________________________                         ___________________________ 

   Signature of Physician           Phone #   

 

______________________________   __________________________ 
  Name of Physician             Address 

 

________________________________    ___________________________ 

       Today’s Date                          City, State         

                           
 

 

See attached Authorization to Release Medical Records    

 

 

 

The Genetic Information Nondiscrimination Act of 2008 (GINA), 42 U.S.C. 2000ff et seq., prohibits employers and 

other entities covered by GINA Title II from requesting or requiring genetic information of an individual or family 

member of the individual, except as specifically allowed by this law. To comply with this law, we are asking that you not 

provide any genetic information when responding to this request for medical information. “Genetic information,” as 

defined by GINA, includes an individual’s family medical history, the results of an individual’s or family member’s 

genetic tests, the fact that an individual or an individual’s family member sought or received genetic services, and genetic 

information of a fetus carried by an individual or an individual’s family member or an embryo lawfully held by an 

individual or family member receiving assistive reproductive services.  29 C.F.R. §1635.8 (b)(1)(i)(B). 

 

 

Completed forms should be submitted to the EEO Officer/ADA Coordinator by mail to 2700 

Ogden Avenue, Downers Grove, Illinois, by fax at 630/795-7910, or by email to 

Sferguson@getipass.com.  
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Revised 8/18 

AUTHORIZATION TO RELEASE  

MEDICAL RECORDS AND INFORMATION 

 
 

_____________________________ 

Treating Physician 

 

_____________________________ 

Clinic/Hospital 

 

I hereby authorize you to provide medical information and records that relate to the accommodation(s) that I am 

seeking under the Americans with Disabilities Act, 42 U.S.C. 12101, et seq., and/or the Illinois Human Rights 

Act, 775 ILCS 5, et seq., to my employer, the Illinois State Toll Highway Authority (the Tollway) and to allow 

those records to be inspected or copied by a representative of the Tollway, upon his or her request.  The 

representative of my choice is Sharon Ferguson, EEO Officer/ADA Coordinator. 

 

I further authorize you to disclose complete information, without limitation, to said representative concerning 

your medical findings and the treatment administered to the undersigned as it relates to the accommodation(s) I 

am seeking. 

 

I hereby waive on behalf of myself and any persons who may have an interest in the matter, all provisions of 

law relating to the disclosure of confidential medical information, and I release you personally from any and all 

legal responsibility or liability that may arise from the acts I have authorized below. 

 

______________________________    __________________ 

Employee (Printed Name)      Date 
 

 

 

____________________________________ 

Signature 

 
The Genetic Information Nondiscrimination Act of 2008 (GINA), 42 U.S.C. 2000ff et seq., prohibits employers and other 

entities covered by GINA Title II from requesting or requiring genetic information of an individual or family member of the 

individual, except as specifically allowed by this law. To comply with this law, we are asking that you not provide any genetic 

information when responding to this request for medical information. “Genetic information,” as defined by GINA, includes an 

individual’s family medical history, the results of an individual’s or family member’s genetic tests, the fact that an individual or 

an individual’s family member sought or received genetic services, and genetic information of a fetus carried by an individual 

or an individual’s family member or an embryo lawfully held by an individual or family member receiving assistive 

reproductive services.  29 C.F.R. §1635.8 (b)(1)(i)(B). 
 

 

Completed forms should be submitted to the EEO Officer/ADA Coordinator by mail at 2700 Ogden Avenue, Downers 

Grove, Illinois, by fax at 630/795-7910, or by email at Sferguson@getipass.com. 
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Illinois Tollway Procedures For Requesting An Accommodation 
 

The Tollway strives to comply with the Americans with Disabilities Act (“ADA”) and applicable 
state and local laws providing for nondiscrimination in employment against qualified individuals 
with disabilities. It is the Tollway’s policy to, without limitation: 
 

a.  Ensure that qualified individuals with disabilities are treated in a nondiscriminatory 
manner in the pre-employment process and that employees with disabilities are treated 
in a non-discriminatory manner in all terms, conditions, and privileges of employment. 
 

b. Keep all medical-related information confidential in accordance with the requirements of 
the ADA and retain such information in separate confidential files. 
 

c. Provide applicants and employees with disabilities with reasonable accommodation, 
unless such an accommodation would create an undue hardship on the Tollway. 
 

1. Accommodation Request Procedures for Employees 
 

Employees with disabilities may make requests for reasonable accommodation to the 
Tollway’s EEO/AA Officer and/or ADA Coordinator. Employees who seek an 
accommodation must complete the documents included in the ADA Request Packet and 
supply other documentation required unless the need for accommodation is obvious or 
unless the employee is unable to comply with this requirement because of his or her 
disability and needs an accommodation. 

 
ADA Request Packets are available from the EEO/AA Officer and/or ADA Coordinator 
as well as on the Tollway’s Intranet. Upon receipt of the Request Packet and any 
supporting documents, the EEO/AA Officer and/or ADA Coordinator will assess the 
information submitted and engage in a flexible, interactive process to determine a 
reasonable and effective accommodation(s) the Tollway could make that would enable 
the employee to perform the essential functions of the job and/or enjoy the benefits or 
privileges of employment. 

 
Accommodations may need to be reviewed periodically to make sure they remain 
effective and do not impose an undue hardship on the Tollway.  

 
If the Tollway denies the request, the employee has the right to file a complaint with the 
Department of Human Rights within three hundred (300) days of the alleged violation or 
the Equal Employment Opportunity within three hundred (300) days, or any other 
appropriate government agency. 
 

Illinois Department of Human Rights 
James R. Thompson Center 
100 West Randolph Street 

Suite 10-100 
Chicago, IL 60601 

(312) 814-6200, TTY (866) 740-3953 
 

Equal Employment Opportunity Commission 
500 West Madison Street 

Suite 2000 
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Chicago, IL 60661 
(800) 669-4400, TTY (312) 869-8001 

 
For more information, please contact the EEO/AA Officer and ADA Coordinator for the Tollway 
Sharon E. Ferguson, x1010, Sferguson@getipass.com. 
 
2. Accommodation Request Procedures for Applicants 
 
Job applicants with disabilities may make requests for reasonable accommodation to the 
Tollway’s EEO/AA Officer and/or ADA Coordinator. Applicants who seek an accommodation 
must complete the documents included in the ADA Request Packet and supply other 
documentation required unless the need for accommodation is obvious or unless the applicant 
is unable to comply with this requirement because of his or her disability and needs an 
accommodation. 
 
ADA Request Packets are available from the EEO/AA Officer and/or ADA Coordinator as well 
as on the Tollway’s Intranet. Upon receipt of the Request Packet and any supporting 
documents, the EEO/AA Officer and/or ADA Coordinator will assess the information submitted 
and engage in a flexible, interactive process to determine a reasonable and effective 
accommodation(s) the Tollway could make that would enable the applicant to have an equal 
opportunity in the application process. 
 
Applicants may make requests for reasonable accommodation to the Tollway’s EEO/AA Officer 
and/or ADA Coordinator at any stage of the employment selection process, including the 
employment application, examination procedure or interview process. 
 
Once an individual with a disability has been hired, he or she may request accommodation to 
the work site, work schedule or work process that would enable him or her to perform the 
essential functions of the job. 
 
If the Tollway denies the request, the applicant has the right to file a complaint with the 
Department of Human Rights within three hundred (300) days of the alleged violation or the 
Equal Employment Opportunity within three hundred (300) days, or any other appropriate 
government agency. 

 
Illinois Department of Human Rights 

James R. Thompson Center 
100 West Randolph Street 

Suite 10-100 
Chicago, IL 60601 

(312) 814-6200, TTY (866) 740-3953 
 

Equal Employment Opportunity Commission 
500 West Madison Street 

Suite 2000 
Chicago, IL 60661 

(800) 669-4400, TTY (312) 869-8001 
 
For more information, please contact the EEO/AA Officer and ADA Coordinator for the Tollway, 
Sharon E. Ferguson, x1010, Sferguson@getipass.com. 
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Physical Barriers 
 
 

A Physical Access Audit was conducted for Tollway facilities.  As new construction projects 
or proposed renovations to existing structures are reviewed, ADA accessibility needs are 
considered.   
 
The Tollway provides employees and visitors with disabilities access to its services at CA 
through accessible routes, accessible parking spaces, curb ramps, entryway ramps, 
elevators, and accessible facilities.  Applicants and visitors with disabilities may make 
special arrangements in advance by contacting the EEO/AA Officer and/or ADA 
Coordinator. 
 
Each Tollway facility outside of CA has designated accessible parking spaces.  All of the 
seven oasis facilities have been redeveloped.  Each Oasis has ADA accessible entrance 
doors, washrooms, ramps and designated accessible parking spaces.  All Oases have TTY 
phones. 
 
Public restrooms are located at Oases and newer plazas.  The following plazas are open to 
the public and ADA accessible: 1, 5, 7, 9, 17, 21, 24, 29, 33, 35, 36, 39, 41, 43/45, 52, 61, 
66, 69, 73, 89 and 99.  Two older plazas (Plaza 19 and 51) are not open to the public 
because of security concerns.    
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Procedural Barriers 
 

The Tollway does not engage in any discriminatory job standards or illegal inquiries on 
disability medical examinations. 
 
A. Pre-employment Screening 
 
No inquiries will be allowed during the interview process which would address an applicant’s 
disability status or be likely to elicit information about a disability. Staff members who 
conduct interviews for the Tollway are required to attend Rutan training and be certified by 
Central Management Services for Interview and Selection Criteria and Techniques. In 
addition, Tollway designated interviewers are required to participate in Tollway training 
workshops relating to and discussing the ADA. 
 
A post-offer physical examination is required of all potential employees for identified 
positions requiring a specified level of physical endurance and agility. In addition, all 
potential employees must pass a post offer drug screening to secure employment with the 
Tollway. It is made clear that the offer is contingent upon the successful completion of the 
examinations. Information regarding an employee’s medical condition or history will be kept 
in a confidential file separate from other employee information. Access to this information 
will be limited to individuals on a need-to-know basis in compliance with ADA guidelines. 
 
B. Employment Criteria and Job Description Review 
 
Any employment criteria established by the Tollway will be reviewed before positions are 
filled to determine whether they would screen out applicants with disabilities. Employment 
criteria with a disparate impact on applicants with disabilities should be examined to 
determine if they are job-related. If such criteria are not job-related, they will be eliminated. 
Job descriptions will be reviewed before interviews are held to identify essential job duties. 
In determining whether an applicant is a qualified individual with a disability, the Tollway will 
assess his or her ability to perform essential job duties with reasonable accommodations. 
The EEO/AA Officer will review all employment criteria and job descriptions used by the 
Tollway for a specific title prior to filling a vacancy in that title and will certify his/her review 
of the criteria and job descriptions by initialing and dating the documents. 
 
C. Employment Testing 
 
Several positions within the Tollway require that applicants pass a test in order to 
successfully gain employment. The Tollway conducts its own testing and routinely reviews 
its tests to ensure they are applicable to the position and do not have an adverse impact on 
persons with disabilities. The Tollway provides reasonable accommodation in conjunction 
with this testing. Fitness for duty testing is conducted when it is job-related and consistent 
with business necessity. Information obtained under this paragraph regarding the medical 
condition or history of any employee is collected and maintained on separate forms 
and in separate medical files and be treated as a confidential medical record. 
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D. Identification of ADA Coordinator 
 
The person responsible for implementing the Affirmative Action Program for employing 
persons with disabilities, in conjunction with Employee Services, is as follows: 
 
 

Sharon E. Ferguson 
Equal Employment Opportunity 

Affirmative Action Officer 
ADA Coordinator 

The Illinois State Toll Highway Authority 
2700 Ogden Avenue 

Downers Grove, IL 60515 
630/241-6800, ext. 1010 

630/241-6898 TTY 
Sferguson@getipass.com 

 
E. Emergency Evacuation Procedures 
 
The Tollway has enacted building evacuation plans for the Central Administration Building 
(CA), warehouse, plazas, and maintenance facilities. 
 
Each plan identifies employees who have voluntarily disclosed a disability and requested 
additional time and/or assistance in the event of an evacuation and indicates companions 
as appropriate. Copies of the plan are included.  
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  Emergency Action Plan  

Central Administration Building 

FIRE 

TAKE SHELTER (TORNADO) 

MEDICAL EMERGENCY 

HAZARDOUS MATERIAL 
BOMB THREAT 

 

 
All procedures are to be followed during normal working hours, after normal work hours, and on weekends. An employee 
who may need more information or further explanation about this plan should inquire with the Safety & Training Manager at 
ext. 4780. 
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Any changes that you may feel that are pertinent to your location should be forwarded to the Safety & Training Manager. 
 

This manual has been developed in compliance with OSHA Standard 29 CFR 1910.38 

REPORTING A FIRE & BUILDING EVACUATION 
 

I. PURPOSE 
 

The purpose of this procedure is to delineate actions to report a fire and specify the evacuation 
guidelines in the event of a fire at the Central Administration Building. 

 
II. ACCOUNTABILITIES 

 

A. Managers will train all employees on all aspects of the Emergency Action Plan. 
B. Managers will review emergency action plan with all employees annually, when an 

employees’ responsibilities under the plan change, when the plan is changed, and when a 
new employee is initially assigned to this location. 

 
III. REPORTING A FIRE 

 

A. CALL ext. 5911 IMMEDIATELY. 
B. IF a fire alarm pull station is available, ACTIVATE THE ALARM. 
C. DO NOT attempt to extinguish the fire unless trained in the use of firefighting equipment 

such as a fire extinguisher or fire hose. 
D. DO NOT perform rescue or medical duties unless trained to do so. 
E. A VERBAL WARNING must be issued over the intercom to inform employees of hazard and 

the need for evacuation of affected areas. 
F. PREPARE to evacuate the building. 

 
IV. CENTRAL ADMINISTRATION BUILDING FIRE EVACUATION PLAN 

 

SOUTH-END EMPLOYEES - Floors 1, 2, 3 
Sub-Level / Lower-Level / Front Lobby / Executive Office 

 
1. Proceed to SOUTH FIRE STAIRS. 
2. Descend to LOWER-LEVEL. Use stairwell exit to SOUTH PARKING LOT. 
3. Continue walking to SOUTH END of PARKING LOT and gather in your designated 

meeting area. 
4. Traffic Coordinators and/or Area Monitors will advise when it is safe to return. 

 
• NOTE: SUB-LEVEL employees proceed to SOUTH FIRE STAIRS and ascend to 

LOWER-LEVEL. Use stairwell exit to SOUTH PARKING LOT. 
 

• NOTE: LOWER-LEVEL employees exit SOUTH ENTRANCE DOORS (near State 
Police) to SOUTH PARKING LOT. 

 
• NOTE: FRONT LOBBY and patrons exit thru LOBBY ENTRANCE DOORS to 

SOUTH PARKING LOT. 
 Patrons are advised against driving away, due to impeding rescue vehicles and 

equipment. 
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• NOTE: EXECUTIVE OFFICE employees proceed to SOUTH FIRE STAIRS and 
descend to LOWER-LEVEL. Use stairwell exit to SOUTH PARKING LOT. 

 
 

NORTH-END EMPLOYEES - Floors 1, 2, 3 
Hearing Room  /  Cafeteria 

 
1. Proceed to NORTH FIRE STAIRS. 
2. Floors 2nd and 3rd descend to 1st Floor. Use fire stairwell exit to NORTH PARKING LOT. 
3. 1st Floor exit NORTH ENTRANCE DOORS to NORTH PARKING LOT. 
4. Continue walking to NORTH END of PARKING LOT and gather in your designated 

meeting area. 
5. Traffic Coordinators and/or Area Monitors will advise when it is safe to return. 

 
• NOTE: HEARING ROOM officers and patrons exit thru NORTH ENTRANCE 

DOORS to NORTH PARKING LOT. 
 Stay with the patrons until after the all clear is given and escort them back to your 

area. 
• NOTE: CAFETERIA personnel exit PATIO DOORS and proceed to NORTH 

PARKING LOT. 
 
 
 

EMPLOYEES REQUIRING ASSISTANCE 
or 

NEEDING ADDITIONAL TIME TO EVACUATE 
 
 

Employee Requiring Assistance or Needing Additional Time WITHOUT A COMPANION: 
• UPON NOTICE (alarm sounding) proceed to nearest FIRE STAIRS or EXIT. 
• Proceed down the stairs, if you feel comfortable going down with the group. If not, wait 

in the “Area of Rescue” (located inside of each fire exit door) until the stairway is clear of 
traffic and then proceed down the stairs at your own pace. 

• If for some reason you’re unable to proceed down the stairs, alert an Area Monitor 
(employee with a radio) and have them advise on the radio of your location. The Area 
Monitor will wait with you. Fire Department will be notified of your location. The Fire 
Department’s first priority will be assisting those in the Area of Rescue. 

 
Employee Requiring Assistance WITH A COMPANION: 

• UPON NOTICE (alarm sounding) companion will seek out the employee requiring 
additional assistance. 

• Proceed to nearest FIRE STAIRS or EXIT (depending on location in building). 
• The companion will stay with the Employee Requiring Assistance at the “Area of 

Rescue” (located inside of each fire exit door). 
• Remain in the “Area of Rescue. Employee’s Requiring Assistance who has been issued 

radios should advise, via radio, when they are in the secure location. 
• Fire Department will be notified of your location. The Fire Department’s first priority will 

be assisting those in the Area of Rescue. 
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C = Cafeteria 
HR = Hearing Room 

1 NE  = First floor Northeast 
1 NW = First floor Northwest 
2 NW = Second floor Northwest 
2 NE  = Second floor Northeast 
3 NW = Third floor Northwest   
3 NE = Third floor Northeast 

Evacuation Meeting Areas 

 
 
 
 
 
 
 
 
 
 
 
 

People North of the staircase, 
go to designated area in 
North Parking Lot. 

 
 
 

People South of the staircase, 
including Lower level, Sub-level and 
Front Lobby area go to designated 
area in South Parking Lot. 

 
 
 
 
 
 
 
 
 
 
 

FL = Front Lobby 
LL = Lower Level 
SL = Sub-Level FL 
1 SW = First floor Southwest 
1 SE = First floor Southeast 
2 SW = Second floor Southwest 
2 SE = Second floor Southeast 
3 SW = Third floor Southwest 
3 SE = Third floor Southeast 
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TAKE SHELTER (TORNADO) 
 
 
 

I. PURPOSE 
 

The purpose of this procedure is to specify the actions for seeking safe shelter in the event of a 
tornado or emergency for personnel located at the Central Administration Building. 

 
II. ACCOUNTABILITIES 

 

A. Managers will train all employees on all aspects of the Take Shelter Plan. 
B. Managers will review the Take Shelter Plan with all employees annually, when an 

employees’ responsibilities under the plan change, when the plan is changed, and when a 
new employee is initially assigned to this location. 

 
III. SEVERE WEATHER ALERTS 

 

(Floor 1) 
1. Proceed to South INSIDE Stairs to the Lower-Level 
2. Continue to walk north down the hallway to the atrium; turn left and take FIRE Stairs (next to 

the passenger elevator) to the Sub-Level 
3. Proceed down the stairs to the Sub-Level for Take Shelter 

 
(Floors 2 and 3) 

1. Proceed to South FIRE Stairs 
2. Descend to Sub-Level to Take Shelter 
3. Note: Continue to opposite end of the hallway, so everyone can fit into the Sub-Level 

 

(Lower-Level) 
1. Remain in their areas; State Police move away from the windows 

 
Switchboard / Heliport Employees 
1. Walk north down the hallway to the lower-level atrium; turn left and take FIRE Stairs 

(next to the passenger elevator) to the Sub-Level 
2. Proceed down the stairs to the Sub-Level for Take Shelter 

 
Hearing Room / Front Lobby 
1. Hearing room officers and front lobby personnel will advise the public that we are taking 

shelter for severe weather (tornado). 
2. Public is invited to come with us or they must leave the building, front doors will be 

locked once everyone has left the area. 
3. The public must be escorted by Tollway personnel and proceed along the East Wall of 

the 1st floor to the South INSIDE Stairs and take shelter in Lower-Level, near Messenger 
Services office (DO NOT enter Dock Area). 

4. Stay with them until after the all clear is given and escort them back to your respective 
areas. 
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Employees Requiring Assistance (and Companions) 
1. Upon notice (via e-email, with read notification receipt) proceed to elevators. 
2. Take elevators to the Sub-Level and Take Shelter in the Mechanical /Electrical Office. 

• Employees on the 2nd and 3rd floors use the Freight Elevator. 
• Employees on the 1st floor use the Passenger Elevator. 

 
 

Note: Traffic Coordinators and/or Radio Area Monitors will advise (via radio and/or safety vest 
wave in the air) when it is safe to return. 

 
 

MEDICAL EMERGENCY 
 

I. PURPOSE 
 

The purpose of this procedure is to specify the emergency response protocol for a Medical 
Emergency (e.g. accident, heart attack, stroke, diabetic emergency) at the Central 
Administration Building. 

 
In order to recognize everyone’s right for privacy, efforts should be made to minimize the 
injured/ill person’s exposure to the public. 

 
 

II. RESPONSIBILITIES 
 

A. DIAL ext. 5911, District 15 State Police desk. 
B. PROVIDE the following information to the call taker: 

 
• Nature of the injury or illness (e.g. chest pains, diabetic emergency, person passed out, 

etc.) 
• Location of the injured or ill person (e.g. floor, quadrant, etc.) 
• Your name. 
• Call back extension number (a number that dispatch can call to learn of additional 

information if required). 
 

C. REMAIN on the phone until told to hang up by the dispatcher. 
D. DIAL ext. 4780 or 4787 and notify the Safety Department. 
E. CALM AND REASSURE the injured or ill person and await the arrival of the Emergency 

Personnel. 
F. CONTACT your supervisor and make them aware of the situation. 
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HAZARDOUS MATERIAL SITUATION 
 

I. PURPOSE 
 

The purpose of this procedure is to delineate actions in the event of a hazardous material 
situation. 

 
II. HAZ-MAT PROTOCOL 

 

A. EVACUATE AREA. 
B. ASSEMBLE - All employees must assemble up-wind of hazardous situation. 
C. DIAL ext 5911 IMMEDIATELY – Wait for directions from the State Police Hazardous Materials 

Officer. 
D. DISTRICT 15 STATE POLICE WILL ISSUE ALL FURTHER DIRECTIVES. 
E. Managers will train all employees on all aspects of the emergency action plan. 
F. Managers will review emergency action plan with all employees annually, when an employees 

responsibilities under the plan change, when the plan is changed and when a new employee is 
initially assigned to this location. 
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BOMB THREATS 
 
 
 

I. PURPOSE 
 

The purpose of this procedure is to specify the emergency response protocol for potential bomb 
threat made to the Central Administration Building and/or its employees. 

 
 

II. RESPONSIBILITIES 
 

A. IF THE THREAT IS BY TELEPHONE – Try to obtain as much information as possible, 
i.e. 

i. Where is the bomb? 
ii. What kind of bomb is it? 
iii. What does it look like? 
iv. When will it go off? 
v. Note the telephone number and name if available. 

B. When the call is finished. IMMEDIATELY DIAL ext. 5911, District 15 State Police 
desk. 

C. PROVIDE as much information as possible to the call taker: 
D. REMAIN on the phone until told to hang up by the dispatcher. 
E. CONTACT your supervisor and make them aware of the situation. 
F. STATE POLICE, IN CONJUNCTION WITH THE EXECUTIVE DIRECTOR, WILL 

DETERMINE IF THE BUILDING WILL EVACUATE. 
G. IF AN EVACUATION OF THE BUILDING IS CALLED an announcement will be made 

over the intercom system. 
 
 

A. IF THE THREAT IS A SUSPICIOUS PACKAGE – 
a. IMMEDIATELY DIAL ext. 5911, District 15 State Police desk. 
b. PROVIDE as much information as possible to the call taker: 
c. REMAIN on the phone until told to hang up by the dispatcher. 
d. CONTACT your supervisor and make them aware of the situation. 
e. STATE POLICE, IN CONJUNCTION WITH THE EXECUTIVE DIRECTOR, WILL 

DETERMINE IF THE BUILDING WILL EVACUATE. 
f. IF AN EVACUATION OF THE BUILDING IS CALLED an announcement will be 

made over the intercom system. 
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ILLINOIS TOLLWAY 

Biennial Disability Survey Form and Emergency Evacuation Questionnaire 
 
This survey replaces the previous form and must be completed for affirmative action statistics and for 
emergency evacuation purposes.  You are asked to voluntarily respond to this questionnaire.  Whether or not 
you participate, you must complete bottom portion of the form to indicate receipt of the survey and your 
cooperation.  Any information provided will be accorded confidential treatment as provided under state and 
federal law.                                                                                            
 
I. Do you have a disability? 

 
YES                     NO                                                       

 
II. If you have a disability, which of the following categories best describes it? 

 
a. Visual Impairment or Blindness 
b. Hearing Impairment or Deafness 
c. Orthopedic Impairment 
d. Cardiovascular Disorder  
e. Mental Disorders 
f. Nervous System Disorder 
g. Respiratory Impairment 
h. Loss of Limbs 
i. Other (please specify) ___________________________________________________ 

                                    
III. In the event of an evacuation, would you need additional time to evacuate?   

  

YES                    NO             _ 

IV. Would you need assistance in the event of an emergency evacuation? 
  

YES                    NO  ______ 

 
An indication of a disability on this form is voluntary; however, you must sign below to acknowledge receipt. 
 

"I acknowledge having received this form and understand I will not be considered disabled for affirmative 
action purposes unless a disability has been indicated above." 
 
Print Name _________________________________________________________________                                                                         

 
Signature                _________________                   _______  Date _ ______________                             

 

Position                                                 _______  Location ________________________                                                                                       

 
Please return to the EEO/AA Officer, ADA Coordinator, Sharon F. Ferguson, extension 1010. 

 
Revised June 2017 
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SECTION 
SIX 

 
 
 
 
 
 
 
 
 
 
 
 
 

  





APPLICABLE EEO LAWS 
 
This part sets forth the relevant summaries of federal laws that mandate the 
Tollway to adhere to additional EEO/AA requirements. 

 
Civil Rights Act of 1964, as amended 

 
Title VI prohibits discrimination on grounds of race, color, or national origin in 
federally assisted programs. 

 
Title VII prohibits discrimination on the grounds of race, color, religion, sex or 
national origin by employer or unions with 15 of more employees. The 
designation of “employer” includes the government of the United States, 
corporation wholly owned by the United States, and State or political subdivisions 
thereof. 

 
Equal Employment Opportunity Act of 1972 

 
This amends the Civil Rights Act of 1964 which adds gender and religion to the 
Title VII portion and extends Equal Employment Opportunity (EEO) to State, local 
and municipal organizations, all employment agencies (private and public) and to 
labor organizations. This Act empowers the EEOC to bring civil action against 
any organization which is alleged to be practicing discrimination. The Act also 
gives the right to an individual to take a complaint directly to a court of law. 

 
Pregnancy Discrimination Act 

 
This law amended Title VII to make it illegal to discriminate against a women 
because of pregnancy, childbirth, or a medical condition related to pregnancy or 
childbirth. The law also makes it illegal to retaliate against a person because the 
person complained about discrimination, filed a charge of discrimination, or 
participated in an employment discrimination investigation or lawsuit. 

 
Civil Rights Act of 1991 

 
The Civil Rights Act of 1991 expands the protections afforded individuals under 
the Civil Rights Act of 1964. It provides for damages for intentional discrimination 
and unlawful harassment in the workplace and codifies the concepts of “business 
necessity” and “job related” as enunciated in various Supreme Court decisions. 
Additionally, it confirms statutory authority and provides guidelines for disparate 
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impact suits under Title VII of the Civil Rights Act of 1964 and in response to 
recent Supreme Court decisions, expands the scope of relevant civil rights 
statutes. 

 
 
Age Discrimination in Employment Act of 1967 (ADEA) 

 
This Act prohibits arbitrary discrimination against persons age 40 and over with 
regards to hiring, firing and conditions of employment. 

 
Rehabilitation Act of 1973 

 
This Act sets the standards for promoting, expanding, and assisting in 
employment opportunities for people with disabilities in all programs or activities 
receiving Federal financial assistance. Sections 503 and 504 provide for the 
prohibition of discrimination against qualified individuals with disabilities. The 
Office of Federal Contract Compliance Programs (OFCCP) U.S. Department of 
Labor, enforces section 503. Section 504 is enforced by the agency providing  
the federal funds in question. 

 
Equal Pay Act 1963 

 
This Act provides that an employer may not discriminate on the basis of sex by 
paying employees different wages for doing equal work on jobs requiring equal 
skill, effort and responsibility, and which are performed under similar working 
conditions in the same establishment. This Equal Employment Opportunity 
Commission (EEOC) enforces this Act. 

 
Americans with Disabilities Act of 1990, as amended by the Americans with 
Disabilities Amendments Act of 2008 (ADA) 

 
Congress enacted the ADA to eliminate discrimination against individuals with 
disabilities in the areas of employment, housing, public accommodations, 
education, transportation, communication, recreation, institutionalization, health 
services, voting and access to public services. Title I of the ADA prohibits 
discrimination in employment against individuals with disabilities and establishes 
the standards governing an employer’s affirmative duty to accommodate an 
individual with a disability. Title II of the ADA prohibits discrimination against 
individuals with disabilities by state and local governments. The ADA 
Amendments Act of 2008 broadens the coverage of, “disability” and thereby 
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brings more individuals under the protection of the law. The EEOC has issued 
regulations under this Act. 

 
Family and Medical Leave Act of 1993 

 
This Act requires employers to provide up to 12 weeks of unpaid job-protected 
leave to “eligible” employees for certain family and medical reasons. Employees 
are eligible if they have worked for a covered employer for at least one year, and 
for 1,250 hours during the year preceding the start of the leave, and be employed 
at a worksite where the employer employs at least 50 employees within a 75-mile 
radius. The U.S. Department of Labor’s Wage and Hour Division is authorized to 
investigate and resolve complaints of violations. 

 
Unpaid leave must be granted for any of the following reasons: 
• to care for the employee’s child after birth, or placement for adoption or foster 

care; 
• to care for the employee’s spouse, son, daughter or parent who has a serious 

health condition; or 
• for a serious health condition that makes the employee unable to perform his 

or her job. 
 
Section 585(a) of the National Defense Authorization Act (NDAA) amended the 
FMLA to provide eligible employees working for covered employers two  
important leave rights related to military service: 

 
• Qualifying Reason for Leave. Eligible employees are entitled to up to 12 

weeks of leave because of “any qualifying exigency” arising out of the fact 
that the spouse, son, daughter, or parent of the employee is on active duty, or 
has been notified of an impending call to active duty status, in support of a 
contingency operation. 

 
• Leave Entitlement. An eligible employee who is the spouse, son, daughter, 

parent, or next of kin of a covered service member who is recovering from a 
serious illness or injury sustained in the line of duty on active duty is entitled 
to up to 26 weeks of leave in a single 12-month period to care for the service 
member. This military caregiver leave is available during “a single 12-month 
period” during which an eligible employee is entitled to a combined total of 26 
weeks of all types of FMLA leave. 
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Uniformed Services Employment and Re Employment Rights Act  
(USERRA) 

 
USERRA protects the job rights of individuals who voluntarily or involuntarily 
leave employment positions to undertake military service. USERRA also prohibits 
employers from discriminating against past and present members of the 
uniformed services, and applicants to the uniformed services. The U. S. 
Department of Labor, Veterans Employment and Training Service (VETS) is 
authorized to investigate and resolve complaints of USERRA violations. 

 
Genetic Information Non Discrimination Act of 2008 

 
This law makes it illegal to discriminate against employees or applicants because 
of genetic information. Genetic information includes information  about 
individual’s genetic tests and the genetic tests of an individual’s family members, 
as well as information about any disease, disorder or condition of an individual’s 
family members (i.e. an individual’s family medical history).  The law also makes 
it illegal to retaliate against a person because the person complained about 
discrimination, filed a charge of discrimination, or participated in an employment 
discrimination investigation or lawsuit. 
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City / County:

Title of Job to be filled: 
If yes, indicate number for each group:

Women:
Asian:

Sex: Disability:

# Invited # Interviewed # Selected

Date 

Date 

1.  Is the EEO category underutilized?

HIRING MONITOR
Name of Agency:

American Indian or Alaskan Native

Candidate's Name:

EEO Job Category:

7.  Name and position of person(s) who interviewed candidates.

Remarks on reverse side.

Veterans

I have reviewed the eligibility list and: with this hire.

Black or African American: Hispanic or Latino:
American Indian or Alaskan Native:

IDHR Region / (Facility):
Bid Number:

Native Hawaiian or Other Pacific Islander:

Asian

Women

Veteran:

Date of Hire:

Position Number:

5.  If the category is underutilized and a member of an affirmative action group applied and was not hired, give a 
detailed explanation for the hiring decision.

2.  Indicate:  Race of person selected:

8.  Name and position of person(s) who recommended the selection of the candidate.

4.  If no candidates from any of the underutilized groups appeared on the list, what efforts were made in the last six 
months to assist in the recruitment of candidates?

Black or African American

6.  Was the position posted? 

3.  Number of individuals who applied or were on the list of eligible(s)

Native Hawaiian or Other Pacific Islander

Hispanic or Latino

Total by Category

People with Disabilities

People with Disabilities

DHR-19 (Rev. July 2015)

I approve of this hire

Chief Executive Officer

No appointment will be processed without this form.  [DHR Rules and Regulations Section 2520.770(h)]

EEO/AA Officer 
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EEO Job Category:
Title of Job to be filled: 

If yes, indicate number for each group:

Women:
Asian:

# Invited # Interviewed # Selected

Date 

Date 

Position Number:
IDHR Region / (Facility)

Veterans

DHR-20 (Rev. Feb. 2016)

I approve of this hire

Chief Executive Officer

No appointment will be processed without this form.  [DHR Rules and Regulations Section 2520.770(h)]

EEO/AA Officer 

7.  Name and position of person(s) who interviewed candidates.

I have reviewed the eligibility list and: with this promotion.  Remarks on reverse side.

6.  Was the position posted? 

Hispanic or Latino
Asian

If yes, from what EEO job Category?

American Indian or Alaskan Native

People with Disabilities*

People with Disabilities

*For EEO Monitoring purposes.

3.    Number of individuals who applied or were on the list of promotable(s):

Date of Promotion:

Black or African American: Hispanic or Latino:

1.  Is the EEO category underutilized?

8.  Name and position of person(s) who recommended the selection of the candidate.

5.  If the category is underutilized and a member of an affirmative action group applied and was not 
promoted give a detailed explanation.

Native Hawaiian or Other Pacific Islander

Black or African American

Candidate's Name:

Total by Category
Women

American Indian or Alaskan Native:

Bid Number:

PROMOTION MONITOR

2.  Indicate the race and sex of person promoted:

4.  Did it change the employee's EEO Job Category?

Native Hawaiian or Other Pacific Islander:

Name of Agency:
City / County
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August 21, 2018 
 

VIA  # 7014 1820 0001 4438 5389 
FIRST NAME LAST NAME 
ADDRESS 
CITY, STATE ZIP CODE 
 
Dear FIRST NAME LAST NAME,       
 
 
Enclosed is an Exit Interview Questionnaire along with an envelope with prepaid postage 
which you can use to return the survey.  This survey is completely voluntary.  The Illinois 
State Toll Highway Authority appreciates your taking the time to fill it out as honestly as 
possible.  We are interested in your feedback to help us better understand the Tollway 
through the eyes of our employees.  Your response is vital to our efforts to monitor the 
Tollway’s workforce, analyze the factors contributing to employee turnover, strive for 
organizational improvement, and identify employment trends.  
 
Every effort will be made to keep employee responses confidential.  Employee comments 
will be included as part of a general consensus in which the employee will not be identified 
by name.  Completed surveys are not stored in employees’ personnel files, nor will they be 
relied upon when giving employment references.   
 
Thank you for your service to the Tollway and best wishes for a successful future. 
 
 

Sincerely, 
 
 
 
 
Sharon E. Ferguson 
EEO Officer 
(630) 241-6800, x1010 
Sferguson@getipass.com  
 

 
Enclosures 
SEF:re 
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Illinois State Toll Highway Authority 

Exit Interview Questionnaire 

This questionnaire is provided to all employees leaving Tollway employment, whether voluntary or involuntary. 
Your response, which is completely voluntary, will help us monitor the Tollway’s workforce, analyze the factors 
contributing to employee turnover, strive for organizational improvement, and identify employment trends. 
Please fill out this form as honestly as possible.  We will make every effort to maintain the confidentiality of 
employee responses.  Completed surveys are not stored in employees’ personnel files, nor will they be relied 
upon when giving employment references.  Please seal the questionnaire in an envelope marked confidential and 
send it directly to the EEO/AA Office, Attn: Sharon Ferguson. 

Name Decline to participate 

Job Title Department 

Date of Employment Separation Date 

Race/Ethnicity Gender Disability? Yes No 

Reason for Leaving (Check all that apply): 

Retirement Discharged 

Another job opportunity Dissatisfied with type of work 
Public sector Dissatisfied with compensation 
Private sector Dissatisfied with work conditions 

Relocation Dissatisfied with promotional opportunities 
Resigned Dissatisfied with supervisor 

 Unable to perform job Other 
Explain: 

Please rate your satisfaction with the following using the scale 1-4. 
1. Were you satisfied with: No Somewhat Mostly Yes 

1 2 3 4 
a. Salary?

b. Working conditions?

c. Supervisory personnel?

d. Staff development and training?

e. Promotional opportunity?

f. Disciplinary process?

g. Communication of information?

h. Performance evaluation?

i. Benefits offered to employees?

J. Distribution of workload?

k. Procedure of resolving employment disputes/ grievances?

l. Morale in your department?

m. Your job overall?
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Yes No Yes No 
2. Would you work here again? 3. Do you have a new job?

If yes: If yes:
a. Same position? a. Did your salary increase?
b. Same supervisor? b. Type of work
c. Same hours?

4. Did you personally experience discrimination while working in your position? Yes No 
If yes:

i. Who discriminated against you? (i.e. Peers, Immediate Supervisory Personnel, Administrative Managers)

. 
ii. Discrimination was based on? (Check all that apply)

Race Color National Origin or Ancestry Religion 
Sex Sexual Orientation Age Disability 
Arrest Record Marital Status Military Status Citizenship Status 
Order of Protection Status Unfavorable discharge from military service 

iii. Did you discuss or give written notice to your supervisor and/or EEO Officer? Yes No 

Explain: 

5. Were you a witness to acts of discrimination against other employees? Yes No 
If yes:

i. Who discriminated against you? (i.e. Peers, Immediate Supervisory Personnel, Administrative Managers)

ii. Discrimination was based on? (Check all that apply)
Race Color National Origin or Ancestry Religion 
Sex Sexual Orientation Age Disability 
Arrest Record Marital Status Military Status Citizenship Status 
Order of Protection Status Unfavorable discharge from military service 

iii. Did you discuss or give written notice to your supervisor and/or EEO Officer? Yes No 

Explain: 

6. What did you like about working at the Tollway?

7. Do you have any recommendations for improving the Tollway?

Employee’s Signature Date 
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Explanation of Terms 

AA- Affirmative Action - The legal concept mandated under Executive Order 
11246 which requires an employer to do more than ensure employment neutrality in 
recruitment, hiring and promotion of qualified individuals in order to overcome the 
effects of past systemic exclusion and discrimination. 

 
AAP- Affirmative Action Plan- A written document, which encompasses the EEO 
policy and all the actions necessary to create a non-discriminatory work environment, 
including the development of numerical goals for established affirmative action groups 
when underutilization of such groups has been identified. 

 
Accessibility- The extent to which a facility is readily approachable and usable 
by individuals with disabilities 

 
Adverse Impact- A theory of employment discrimination (also referred to as 
disparate impact, disparate effect, adverse effect), which occurs when an employer's 
policy or practice, neutral on its face and in its application, has a negative effect on the 
employment opportunities of affirmative action groups. 

 
Affirmative Action Groups- For the development of an AAP by a state entity, this 
refers to Women, Black or African American, Hispanic or Latino, Asian, American Indian 
or Alaskan Native, Native Hawaiian or Other Pacific Islander, and People with 
Disabilities. 

 
Availability Percent (AP) - the percentage of affirmative action groups that 
can reasonably be expected to be available for employment. 

 
CEO - Chief Executive Officer- The individual ultimately responsible for the 
operation of an agency. 

 
Department or DHR - Department of Human Rights 

 
Disability- as used in Section 2-105 (B) of the Act and this Subpart, impairment of 
long-lasting physical, mental, hearing, cognition, ambulation, self-care, independent 
living or other functions. 

 
Disparate Treatment- A theory of employment discrimination, which occurs 
when an employer treats, protected class employee differently than non-protected 
class employees in similar situations. 

 
Equal Employment Opportunity (EEO)- EEO is achieved when all terms and 
conditions of employment and management decisions are consistently based on job 
related factors, without regard to, including but not limited to, race, color, disability, 
national origin, age, religion or sex. 
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EEO Job Category- Classes of position titles  that are assigned  to one of the eight  
EEO job categories: Officials/Administrators, Professionals, Technicians, Protective 
Service Workers, Paraprofessionals, Administrative Support, Skilled Craft Workers 
and Service Maintenance. 

Equal Employment Opportunity Commission (EEOC) - DHR's federal 
counterpart, which implements  the Civil Rights Act of 1964 and other  statues. 

Labor Force - All persons, 16 years of age or older, who are either employed or 
unemployed. 

Numerical Goal - Means the number of members of an affirmative action group, 
which have been determined  to be necessary  to bring  an agency to parity. 

Parity - Achieved  when availability and utilization  are equal. 

Protected  Class -Various groups  of people  protected  under the Human  Rights Act. 

Program Goal- Program goal is an agency's fiscal year strategy to address EEO 
problem areas or to enhance its affirmative action program through recruitment or 
training efforts, or other specialized  programs. 

Reasonable Accommodation - is a modification to the work site, work process 
and/or work  schedule to enable  a person with a disability  to perform essential job 
duties. 

Region - The term "region" shall mean a group of adjacent state counties; there are 
10 regions  within Illinois. 

 
Underutilization - The number of additional persons in a particular affirmative 
action group which is necessary to achieve parity with the availability of that group in 
the labor force. 

Workforce  - Current number  of employees  in the agency. 
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EEO Job Categories and Interpretative Guidelines 
 

1. Officials and Administrators – Occupations in which employees set broad policies, 
exercise overall responsibility for execution of these policies, or direct individual 
departments or special phases of the Agency's operation, or provide specialized 
consultation on a regional, district or area basis. Includes: department heads, bureau 
chiefs, division chiefs, directors, deputy directors, controllers, examiners, wardens, 
superintendents, sheriffs, police and fire chiefs and inspectors and kindred workers. 

2. Professionals– Occupations, which require specialized and theoretical knowledge, 
which is usually acquired through college training or through work experience and 
other training, which provides comparable knowledge. Includes: personnel and labor 
relations workers, social workers, doctors, psychologists, registered nurses, 
economists, dietitians, lawyers, system analysts, accountants, engineers, 
employment and vocational rehabilitation counselors, teachers or instructors, police 
and fire captains and lieutenants and kindred workers. 

3. Technicians – Occupations, which require a combination of basic scientific or 
technical knowledge and manual skill, which can be obtained through specialized post-
secondary school education or through equivalent on-the-job training. Includes: 
computer programmers and operators, technical illustrators, highway technicians, 
technicians (medical, dental, electronic, physical sciences), assessors, inspectors, 
police and fire sergeants, and kindred workers. 

4. Administrative Support (Including Clerical and Sales) – Occupations in which 
workers are responsible for internal and external communication, recording and 
retrieval of data and/or information and other paperwork required in an office. 
Includes: bookkeepers, messengers, clerk typists, stenographers, court transcribers, 
hearing reporters, statistical clerks, dispatchers, license distributors, payroll clerks, 
office machine and computer operators, telephone operators, legal assistants, sales 
workers, cashiers, toll collectors, and kindred workers. 

5. Skilled Craft Workers– Occupations in which workers perform jobs which require 
special manual skill and a thorough and comprehensive knowledge of the process 
involved in the work which is acquired through on-the-job training and experience of 
through apprenticeship or other formal training programs. Includes: mechanics and 
repairmen, electricians, heavy equipment operators, stationary engineers, skilled 
machining occupations, carpenters, compositors and typesetters, and kindred workers. 

6. Service Maintenance -  Occupations in which workers perform duties which result in 
or contribute to the comfort, convenience, hygiene or safety of the general public or 
which contribute to the upkeep and care of buildings, facilities or grounds of public 
property. Workers in this group may operate machinery. Includes: chauffeurs, laundry 
and dry cleaning operatives, truck drivers, bus drivers, garage laborers, custodial 
personnel, gardeners and groundskeepers, refuse collectors, construction laborers. 
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