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SECTION ONE 

Policy Statement, Purpose of EEO/AA Plan 
 and   

Dissemination of Policy 
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INTRODUCTION 

Lakeland Area Mass Transit District d/b/a Citrus Connection (the District) is committed to a 
policy of equal employment opportunity and to a program of affirmative action to fulfill that policy. 
This affirmative action plan serves as a guide that outlines to management their responsibilities 
regarding the implementation of the affirmative action program.  

To support the District in achieving its mission, this affirmative action plan reinforces equal 
employment opportunity principles by ensuring that all segments of the public have an equal 
opportunity to enter public service and work in an environment free of unlawful barriers to 
employment based upon race, color, national origin, sex, religion, disability, age, marital status, 
gender identity, sexual orientation, pregnancy GINA and retaliation except as provided by law.  
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LAKELAND AREA MASS TRANSIT 
ORGANIZATION CHART 

3



4



LAKELAND AREA MASS TRANSIT DISTRICT’S 

AFFIRMATIVE ACTION PLAN 

Achieving the District's affirmative action goals requires the commitment and leadership of every 
Director and supervisor within the District. To assist in the achievement of these affirmative 
action goals, this affirmative action plan establishes several tools that will be used as 
employment decisions are made within the District.  

It is the District's practice that appointing authorities filling vacancies will inquire from the 
Human Resources Office, whether the District has a hiring need in the particular equal 
employment opportunity (EEO) job category for the position being filled. In the event that there 
is a need, District appointing authorities will discuss with the Human Resources Office whether 
recruitment assistance is necessary to increase the pool of qualified Female and/or Minority 
applicants for the position.  

When attempting to fill vacancies in categories with a need, effective recruitment strategies are 
essential in locating qualified Female and/or Minority applicants. Although People First is the 
primary source of recruitment / applicants, the appointing authority in coordination with the 
District's Human Resources Office should continue to advertise vacancies in publications that 
would be logically read by potential Female and/or Minority applicants. Recruitment activities 
and vacancy announcements posted at universities and vocational schools are additional effective 
recruitment strategies hiring authorities should consider to recruit Female and Minority 
applicants in categories with a need.  

The District supports upward mobility and encourages Directors to promote qualified employees, 
when possible, into EEO job categories where there is a need. Other employment strategies, such 
as the cooperative education and summer student programs.  

Achieving economic parity goals is one aspect of the District's EEO/AA program. All Directors 
and supervisors will take those actions necessary to ensure that the District is an equal 
opportunity employer with respect to recruitment, merit, retention, promotion, training and all 
other terms and conditions of employment. All employment decisions will he made without 
consideration of race, color, national origin, sex, religion, disability, age or marital status, except 
as provided by law. To monitor and report compliance with equal employment opportunity 
policies, the Equal Opportunity Office will continue all necessary monitoring efforts, including 
the quality assurance review (QAR) program which incorporates reviewing state wide 
employment practices.  
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ASSESSMENT OF EMPLOYMENT PRACTICES 

The District relies upon the accuracy of all information obtained during the recruiting and hiring 
process. This includes but is not limited to: previous employment history, educational history, 
background check data, etc. 

Any falsification or misrepresentation of facts may by sufficient cause for discipline up to and 
including termination. 

JOB DESCRIPTIONS 

The District maintains a job description for each job category.  New employees are provided a job 
description to sign in new hire orientation.  Job descriptions are reviewed when a position becomes 
available for accuracy.  All job descriptions are available on the intranet for all employees to review and 
print if requested.  Job descriptions list the essential functions of the position and the necessary skills and 
abilities needed to perform the job.   

BENEFITS 

Benefits are available to all full time employees.  Full time is considered 36 scheduled hours or more per 
week.  Part time employees receive a personal leave bank of 32 hours after one year of employment.   

HOURS OF WORK AND WORK BREAKS 

The normal workweek for most employees shall be forty (40) hours and normally eight (8) hours per day 
unless a different workday or workweek schedule is specifically approved by the Department Manager. 
Employees may be required to work in excess of their normal workweek.   

Employees may be permitted two (2) fifteen (15) minute paid breaks during the day (or, based on the 
employee’s schedule i.e. Bus Operators, employees may take periodic breaks during the course of the day 
after a bus route is complete; this time, which shall be at the discretion of the Department Manager or 
designee responsible for schedule changes).  Abuse of work breaks is a violation of policy and can lead to 
discipline. There are times when it will be impossible to take time from an employee’s busy schedule to 
take a break; please be advised that unused breaks may not be accumulated nor shall break time be 
utilized for early departure or late arrival during the course of the normal workday. 

Unpaid lunch breaks are scheduled in a manner to best meet the needs of the work unit and the needs of 
the public.  All employees, except as dictated by schedule, must take a minimum of half hour each 
workday for lunch breaks.  This required break allows employees to return to the worksite or workstation 
rejuvenated. 

Punctuality is a job requirement and is enforced by the specific department as required.  Per each 
individual Departmental policy, you must personally notify your Supervisors/Managers or Dispatchers 
prior to the start of your scheduled shift or start time your inability to arrive at the work place at the 
normally scheduled time. 

The normal workweek for most employees shall be forty (40) hours and normally eight (8) hours per day 
unless a different workday or workweek schedule is specifically approved by the Department Manager. 
Employees may be required to work in excess of their normal workweek.  
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REDUCTION IN WORKFORCE (LAYOFF) & RECALL POLICY 

The District has every desire to operate in a successful, efficient, and profitable manner.  In keeping 
with this desire, it hopes to maintain its workforce and avoid cutbacks and staff reductions whenever 
feasible. Before a layoff is implemented the District will evaluate alternatives by which it may 
attempt to avoid layoffs.  The District will first attempt to meet the full or partial requirements of a 
reduction in force by; attrition, including voluntary resignations and retirement.  The District retains 
full authority to determine what measures are most appropriate under the circumstances, working 
within the Collective Bargaining Agreement when applicable.  However, if the District determines 
that a staff reduction is warranted because of lack of work, reorganization, technology, efficiency, 
the intent to change marketing strategy, or other considerations, the following policy will be followed, 
subject to any exceptions found appropriate by the District, in its sole discretion.  Because 
circumstances leading to the need to implement a staff reduction may vary and at times be 
unpredictable, the District must have total flexibility and reserve the right to deviate from this policy 
as it deems appropriate.  The purpose of this policy is to identify the process by which employees 
may be laid off as a result of a reduction in workforce (“layoff”) or recalled from a layoff, when District 
Management has deemed layoffs are necessary. 

District Management may lay off an employee or employees when it is deemed necessary due 
to budgetary constraints, reduction in workload, the elimination of a position, technology, 
reorganization of District Departments, or any other issues that warrant a reduction of the number of 
employees in the opinion of the District. The District is an equal opportunity employer.  In making 
all reduction-in-force decisions, decision-makers are responsible for ensuring that the District 
complies with all laws.  In making selections, no decision-maker may consider gender identity, 
race, color, national origin, sexual orientation, disability, age, marital status, pregnancy status, 
GINA, retaliation, union membership or support, personal, military or disability leave status, workers’ 
compensation history, history of protesting discrimination or any other consideration prohibited by law.  
Nor may any decision-maker consider as a factor in selection an employee’s parental status, 
pension status or retirement eligibility status or anticipated retirement plans or lack thereof. 
Layoffs may involve an entire job group classification or a specific job function performed by any one 
individual.  To the extent layoffs are necessitated by District Management’s proposed budget, 
reductions in workforce decisions the District will attempt to make the reductions consistent with the 
service, programs and/or operations to be reduced or eliminated by such budget. 

Non-bargaining employees will be laid off based on the overall performance record of the 
affected employees, including but not limited to, length of service, disciplinary records, attendance 
and other valid 
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and appropriate criteria. Layoffs will be handled with sensitivity and in accordance with the District’s 
Equal Employment Opportunity Program. 

Employees covered under the Collective Bargaining Agreement will be laid off according to their primary 
classification in reverse seniority order in the primary classification being reduced.  Should two 
employees have the same seniority, the employee with the lower last (4) digits of their social security 
would be considered the least senior of the two.  

The duties performed by any employee laid off may be discontinued or reassigned to other positions. 
Management retains the unrestricted right to determine the necessity for and the length of any layoff and 
the job group classification(s) and/or singular position which are to be affected. 

District Management shall review any reduction in force proposals prior to the implementation so as to 
review such proposals to minimize negative impacts on prior equal employment gains in impacted work 
units, and advise the Board of Directors of any labor law implications.  

The Human Resources Department shall ensure that affected employees are advised of their Consolidated 
Omnibus Budget Reconciliation Act (“COBRA”) Rights, the Worker Adjustment and Retraining 
Notification Act (“WARN”), and all other applicable state or federal laws.   
RECALL PROCEDURES 

Employees affected by layoffs may be recalled into positions that become available in the same job group 
classification from which the employee was laid off, provided the employee is able to perform all 
essential functions of the classification defined at the time of recall, with or without reasonable 
accommodation.  

The District shall offer recall to laid off employees, for positions in which they meet the minimum 
qualifications, for up to six (6) months from the date of separation.  Recalls shall only be made after a 
vacant position has been advertised internally and not filled with a current employee.  The Human 
Resources Department shall keep a recall list of laid off employees. Recalls shall be made by certified 
mail to the last known address.  Recalled employees must signify their intention of returning to work to 
the Human Resources Department in writing within fourteen (14) calendar days of the letter or forfeit 
their recall rights under the provisions set forth in this policy.  If the employee declines an offer of a 
position within the same job group classification from which the employee was laid off, the employee 
will forfeit their recall rights and will not be offered another recall offer for the same position if it 
becomes vacant during the six (6) month recall period. 

Laid off employees recalled within the six (6) month period shall have their seniority restored, but will 
not be credited for seniority for retirement and benefit purposes.  If the employee is re-employed after the 
expiration of the recall period the employee will be treated as a new hire. 

PROMOTIONS 

The District encourages promotion from within the organization whenever possible.  All openings will be 
posted on the Citrus Connection website so employees are aware of, and may apply for, positions in 
which they are interested and for which they may be qualified.  However, we reserve the right to seek 
qualified applicants outside the organization at our discretion.   

To be considered for promotion, an employee must have successfully completed his/her initial 
probationary period, be employed in his/her current position for at least six (6) months, meet the 
qualifications for the vacant position and are not within a 6 month period of disciplinary action given.  
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MERIT PAY INCREASES 

All non-bargaining unit regular full-time employees are eligible for a merit increase.  Merit increases shall 
only be granted for satisfactory or above average job performance during the preceding twelve (12) 
month period, as applicable.  Merit pay increases shall be delayed or denied if over-all job performance 
does not warrant the increase.  If an employee’s job performance does not improve within 180 days, 
he/she will be counseled by his/her supervisor that the employee may be subject to disciplinary action if 
no improvement is shown and that no merit will be forthcoming until the next performance review cycle 
if the employee is still employed by the District.  Supervisors have an obligation to provide ongoing 
counseling and feedback to employees in an effort to provide the means for improvement on the job. 

An employee receiving a merit increase will also receive a performance review.  In addition to being used 
as a guide in determining merit increases, performance evaluations will also be used to give the employee 
a better understanding of what is expected on the job, to ascertain if an employee’s performance is so 
deficient as to warrant disciplinary action, and to provide ongoing information for employee career 
development and training. Bargaining unit employees are eligible for an increase as negotiated in the 
Collective Bargaining Agreement in force.   
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Dissemination of Policy 

Formal, written communication mechanisms have been established to publicize and disseminate 
the District’s EEO Policy to its employees, applicants and the general public. 

1) Internal Dissemination

The Districts provides a copy of the EEO Policy and Guidelines to each internal District 
employee annually.  Each District is responsible for its implementation and dissemination within 
its units.  New employees receive detailed information and a copy of the Districts EEO Policy.   

The Districts management staff and employees are fully informed of the organizations EEO 
policy and are provided updated and refresher materials through: 

• Annual EEO meetings are held for all employees and affinity Annual EEO meetings
are held for all employees and affinity groups to seek input on EEO Program
implementation for the District

• The posting of EEO posters and policy statements on bulletin boards in break areas,
provided in new hire materials, near time clocks, breakrooms, and in employee
handbook.

• Annual meeting of the top management officials will meet semiannually to discuss the
EEO Program and its implementation.

• All new Supervisors and Managers will receive training within 90 days of their
appointment.

• Inclusion of the EEO Program and policy in the Districts employee handbook and
operations manual

• EEO Complaint Procedure posting on the internal website
• EEO and Harassment training provides awareness of this policy and is required for all

District employees on a yearly basis.

2) External Dissemination

The Districts Equal Employment Opportunity & Program Policy is a public document and 
available on our website in the Civil Rights section for job applicants, current employees and the 
general public. All of the District’s job postings include the following statement: “Citrus 
Connection is an equal opportunity employer.”  The EEO Policy Statement is posted at various 
locations countywide. 

DESIGNATION OF PERSONNEL RESPONSIBILITY 

All Citrus Connection executives, management, and supervisory personnel share in the 
responsibility for implementing and monitoring Citrus Connection’s EEO program within their 
respective departments and areas of supervisory responsibilities. 
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While the ultimate responsibility and accountability for implementing Citrus Connection’s EEO 
Policy and Program with Steve Schaible, Director of HR, Risk and EEO. 

The EEO Officer’s program responsibilities include the following: 

• Develop Citrus Connection’s EEO Policy Statement and written EEO Program.
• Assist Citrus Connection management in the collection of analysis of employment

data, identifying problems or opportunity areas, setting goals and timetables, and
developing programs to achieve goals.

• Design, implement, and monitor the internal audit and reporting system to measure
program effectiveness and determine where progress has been made and where
proactive action is needed.

• Review Citrus Connection’s nondiscrimination plan with all managers and supervisors
to ensure that the policy is understood.

• Concur in the hiring and promotion process.
• Periodically review employment practice policies, reasonable accommodation policies

and grievance procedures.
• Maintain awareness of current EEO laws and regulations and ensure the laws and

regulations affecting nondiscrimination are disseminated to responsible parties.
• Investigate complaints of EEO discrimination and take appropriate action.
• Provide EEO training for Citrus Connection employees and managers.
• Advise employees and applicants about available training programs, professional

development opportunities, and entrance requirements.
• Audit postings of the EEO policy statement to ensure compliance information is

posted and up to date.

Shared Roles: 
EEO OFFICER ROLE IN HUMAN RESOURCES DEPARTMENT 

Justification for the Citrus Connection EEO Officer in a shared role with Human Resources. 
There are a number of reasons why the Citrus Connection us unable to have a stand alone 
EEO Officer. Citrus Connection believes that EEO and HR can actually have a highly 
productive relationship through trust and professionalism in joint objectives of recruiting, 
and retaining a high quality and diverse workforce and resolving issues that arise out of 
discrimination complaints. 

Ultimately, the EEO functions are coordinated and approved through the Citrus Connection 
Executive Director. Utilization analysis/reviews, EEO investigations and weekly hiring 
reports, promotions, corrective actions and terminations are provided to the Executive 
Director from the Human Resources department. It is the Human Resources Department that 
functions in the dual role that includes EEO. 
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1. Organizational size - Citrus Connection has approximately 180 FTE employees and
another 11 part time employees for an average organization size of 191total
employees. Due to organizational size having a stand alone EEO Officer is
unrealistic. Citrus Connection is considered a "special taxing unit" and is not part of a
municipality or county. Transit agencies similar in operational size that are part of a
larger county government employee base that justifies a stand alone EEO Officer.

2. Expertise and training to understand EEO and Title VII are narrowly confined to 
Human Resources to protect employee EEO data. Assigning the EEO Officer Role to 
another department or individual in a "part time basis" would will result in poor 
reporting or unrealistic goal development due to a lack of understanding the EEO intent 
and purpose. While some Florida Transit agencies assign EEO officer to the Executive 
Director Administrative Assistant who is non-exempt, the Citrus Connection 
Administrative Assistant is unfamiliar with EEO Title VI and
Title VII. Therefore, the Administrative Assistant would consider the EEO role simply 
another job duty and not give it the attention that is needed.

3. Organizational employment practices, selection, promotion, discipline and policies are 
principally managed through the Human Resources department. No other Citrus 
Connection department or individual has access to the EEO data. Selecting a EEO Officer 
outside of Human Resources would compromise EEO data confidentiality.

4. Human Resources Department professionalism. The HR department is responsible for 
obtaining EEO data, tracking applicants, selection, discipline and promotions. The HR 
department operates under the highest standards of professionalism and includes a HR 
Director and HR Manager who each hold a Master's Degrees and national certifications 
in Human Resources. Furthermore, both the HR Manager and HR Director are current 
Certified EEOC investigators. Lastly, within the HR department include state certified 
mediator and arbitrator. This translates into a code of ethical behavior  to  report EEO 
information candidly and accurately without bias or influence.

5. Internal EEO tracking and processes are more easily managed internally when 
addressing under utilization and setting goals.  Where there is underutilization goals 
identified HR is able to quickly pursue. Separating out the EEO Officer into another 
department would creat conflict and lack of symmetry.
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6. While Human Resources department provides candidates for selection through
recruiting efforts, it is the individual Citrus Connection departments who ultimately
select candidates for hire based on qualifications. These individual departments are
also responsible for internal employee promotions and terminations. This separation
allows for Human Resources to further support the EEO functions through
reporting and evaluation analysis.

7. Complaint reporting of EEO violations have gone consistently through Citrus
Connection Human Resources for investigation. Employees who have had complaints
of unfair treatment or Citrus Connection policy violation have consistently reached out
to Human Resources for help. This is likely due to HR's trusted role during the
employee onboarding and orientation. Creating a separate EEO Officer who
employees are unfamiliar would likely thwart EEO reporting concerns. All employees
at time of hire are advised to directly reach out to the Federal EEO office (with phone
number) if they feel they have been discriminated against, to date no employee has
elected this option. This is further supported by data collection through our internal
stay interviews.

8. Human Resources has lead the organization in internal promotions and diversity.
Human Resources has internally promoted 66% of the department and is
represented in diversity efforts.

EEO responsibilities for Citrus Connection managers and supervisors include the following: 

• Participate actively in periodic audits of all aspects of employment to identity and
remove barriers obstructing the achievement of specified goals and objectives.

• Hold regular discussions with other Citrus Connection managers, supervisors,
employees and affiliated groups to ensure agency policies and procedures are being
followed.

• In conjunction with the EEO Officer, maintain and update the personnel database for
generating reports required for the nondiscrimination program.

• Encourage employee participation to support the advancement of the EEO program
(examples:  professional development and career growth opportunities, posting and
communication of promotions and promotional opportunities)

• Annual EEO meetings are held for all employees and affinity groups to seek input on
EEO Program implementation for the District

• Posting of EEO posters and policy statements on all official bulletin boards, near time
clocks and break areas.

• The posting of posters and policy statements on bulletin boards in break areas,
provided in new hire materials, near time clocks, and in employee handbook.
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 SECTION TWO 

Responsibility for the EEO/AA Program 
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RESPONSIBILITIES FOR IMPLEMENTING THE AFFIRMATIVE 
ACTION PLAN 
1) EEO / AA Officer: The Equal Opportunity Officer is the EEO/ AA Officer for the District.

The Equal Opportunity Officer reports to the Districts Executive Director. The EEO / AA
Officer's responsibilities include oversight of:

a) Develop the EEO policy statement and written EEO program.

b) Design, implement, and monitor the internal audit and reporting system to measure
program  effectiveness and determine where progress has been made and where proactive
action is needed.

c) Assist the District’s management in the collection and analysis of employment data,
identifying problems or opportunity areas, setting goals and timetables, developing
programs to achieve goals. 

and 

d) Review nondiscrimination plan with all managers and supervisors to ensure that the
policy is understood.

e) Concur in the hiring and promotion process.

f) In conjunction with human resources, periodically review employment practice
policies (e.g. hiring, promotions, training), complaint policies, reasonable
accommodation policies, performance evaluations, and grievance procedures.

k) Intake of employment discrimination complaints are processed by the EEO
Officer and notification of the EEO of all discrimination complaints received. This also
includes assisting in the resolution of any complaints.

2) Director of Human Resources Oversees:

a) The hiring processes to ensure compliance with District policies and procedures in
support of EEO / AA goals.

b) New employee orientation covers the Districts EEO/AA policy as well as
the completion of EEO/AA refresher for all internal employees and
supervisor within their 90 days in their new position.

c) The EEO process; counseling, investigations, training, compliance, and all Civil
Rights reporting to the EEOC/FTA/FDOT for the District. To ensure impartiality,
in the absence of the HR Director or as a method to eliminate conflict in the
involvement of an HR employee, the Executive  Director and the District’s
employment attorney will become the point of contact for the EEO process.
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3) District Directors, and Supervisors: It is the responsibility of all Directors and supervisors
to implement the following aspects of the District's Affirmative Action Plan and related
policies:

a) Directors:

(1) Monitoring and ensuring compliance with affirmative action goals in all areas
under their authority.

(2) Ensuring that all subordinate Directors and Supervisors understand the
District's EEO/AA policies and soliciting their full support in achieving the
District's goals and objectives.

(3) Monitoring all employment actions under their authority, such as hiring,
promotion, training, and any other term or condition of employment. The goal is
to ensure that no barriers preclude equal employment opportunity based on gender
or race.

(4) Reporting immediately any complaint of sexual harassment, hostile work
environment or discrimination to the Equal Opportunity Office.

b) Supervisors:

(1) Identifying barriers to equal employment opportunity and communicating
these problem areas to the appropriate Director or authority.

(2) Ensuring that all non-management employees are aware of the District's
policies and commitment to EEO / AA.

(3) Ensuring that no barriers exist which preclude equal opportunity in hiring,
promotion, training, or any other term or condition of employment with the
District.

(4) Ensuring that they and all employees under their supervision have taken the
EEO / Sexual Harassment CBT or on-site mandatory training.

(5) Reporting immediately any complaint of sexual harassment or hostile work
environment relating to discrimination.
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SECTION THREE 

Survey of Available Labor Market 
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FLORIDA LABOR AVAILABILITY ANALYSIS 
Labor market information is useful when developing affirmative action plans. An available labor 
market analysis compares the demographic characteristics of a specific area's population and 
labor force in particular job groups to the characteristics of the employer's workforce in the same 
job groups.  

For the purpose of this report, availability is defined as the percentage of Minorities and Females 
in the Florida available labor market based on the 2010 Census data, who are currently employed 
in a specific job; who have the skills necessary for entry into a specific job group; or who are 
capable of acquiring such skills. The purpose of the availability analysis is to determine the 
number of persons by race/ethnicity and gender that are employed or are available for 
employment within each of the job groups. The availability analysis provides the basis for 
determining whether or not Minorities and Females are underutilized in the District's workforce.  

The availability analysis involves three major steps: 

1) Calculate the number of persons available by race/ethnicity and gender with requisite skills
(within each specific job category) in the reasonable recruitment area (2010 U. S. Census for Florida)

2) Calculate the number of employees available by race/ethnicity and gender (within each specific
job category) from District's workforce; and

3) Compare the relative number of employees provided by each source.

For the purpose of this analysis the percentage of Minorities and Females having requisite skills in 
the reasonable recruitment area will be different for each job group. The source used to determine 
this percentage is the 2010 Census Data.  

Table 3.1 (Available Labor Market) on the following page, reflects the 2010 census data for the 
Florida Available Labor Market(ALM) in terms of population makeup, skills and availability for 
employment in the EEO-4 job categories.  
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AVAILABLE LABOR MARKET IN FLORIDA BY EEO 4 CODES 
~ 

Table 3.1  

ADVERSE IMPACT ANALYSIS 

While the race/sex composition of the District is one indicator of whether barriers exist 
to equal employment opportunity, it is not the only indicator. Another method commonly used 
in evaluating affirmative action programs is called "Adverse Impact Analysis". Adverse Impact 
Analysis is a method to evaluate the selection rates for Females and Minorities for various 
employment opportunities (hiring, promotion, merit, training, discharges, etc.) in an effort to 
determine if Females and Minorities are being selected for employment opportunities at rates 
significantly less than their non-Minority counterparts.  

An approved methodology to determine if adverse impact is occurring in the selection 
process is to evaluate the selection rate using the "80% Rule". The 80% Rule states that 
evidence of possible adverse impact or disparate treatment exists if the selection rate for any 
sex or race group being evaluated is less than 80% of the selection rate of the comparative 
group having the highest selection rate.  

Table 3.2 is the 80% available labor market percentages in Florida utilizing the 80% rule. 
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80% VALUES OF THE AVAILABLE JOB MARKET IN FLORIDA
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        SECTION FOUR 
 Analysis of District’s Workforce 
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Job Group Category Definitions 
Executive / Sr. Officials and Directors - Individuals who plan, direct and formulate policies, 
set strategy and provide the overall direction of enterprises/organizations for the development 
and delivery of products or services, within the parameters approved by boards of directors or 
other governing bodies. Residing in the highest levels of organizations, these executives plan, 
direct or coordinate activities with the support of subordinate executives and staff Directors. 

First/Mid Level Officials and Directors - Individuals who serve as Directors, other than those 
who serve as Executive/ Senior Level Officials and Directors, including those who oversee and 
direct the delivery of products, services or functions at group, regional or divisional levels of 
organizations. These Directors receive directions from the Executive/Senior Level management 
and typically lead major business units. They implement policies, programs and directives of 
executive/senior management through subordinate Directors and within the parameters set by 
Executive/Senior Level management. Examples of these Kinds of Directors are: vice presidents 
and directors, Group, regional or divisional controllers; treasurers; human Resources, 
information systems, marketing, and operations Directors. The First/Mid Level Officials and 
Directors subcategory also includes those who report directly to middle Directors. These 
individuals serve at functional, line of business segment or branch levels and are responsible for 
directing and executing the day-to-day operational objectives of officials and Directors to 
subordinate personnel and, in some instances, directly supervising the activities of exempt and 
non-exempt personnel. 

Professionals - Occupations requiring either college graduation or experience of such kind and 
amount as to provide a comparable background. 

Technicians - Occupations requiring a combination of basic scientific knowledge and manual 
skill which can be obtained through 2 years of post high school education, such as is offered in 
many technical institutes and junior colleges, or through equivalent on-the-job training. 

Sales - Occupations engaging wholly or primarily in direct selling. 

Administrative Support - Includes all clerical-type work regard-less of level of difficulty, 
where the activities are predominantly non-manual though some manual work not directly 
involved with altering or transporting the products is included. 

Craft Workers - Manual workers of relatively high skill level having a thorough and 
comprehensive knowledge of the processes involved in their work. Exercise considerable 
independent judgment and usually receive an extensive period of training. 

Operatives - Workers who operate machine or processing equipment or perform other factory-
type duties of intermediate skill level which can be mastered in a few weeks and require only 
limited training. 

Laborers - Workers in manual occupations which generally require no special training who 
perform elementary duties that may be learned in a few days and require the application of little 
or no independent judgment. 

Service workers - Workers in both protective and non-protective service occupations. 
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DISTRICT’S CURRENT WORKFORCE 
Title Gender Race Base Salary 

Utility Worker I M Black or African 
American 

26,145.60 

Utility Worker II M Hispanic or Latino 26,728.00 

Fixed Route Operator County M Black or African 
American 

28,080.00 

Fixed Route Operator LAMTD M Black or African 
American 

28,080.00 

Fixed Route Operator LAMTD M Black or African 
American 

28,080.00 

Fixed Route Operator LAMTD M White 28,080.00 

Fixed Route Operator County M Hispanic or Latino 28,080.00 

Bus Op - Road Diet Project M White 28,080.00 

Bus Op - Rt 27 M Black or African 
American 

28,080.00 

Para-Transit Operator LAMTD M Black or African 
American 

28,080.00 

Para-Transit Operator LAMTD F Hispanic or Latino 28,080.00 

Fixed Route Operator LAMTD M White 28,080.00 

Bus Op - Loughman Rt F Black or African 
American 

28,080.00 

Para-Transit Operator LAMTD M Hispanic or Latino 28,080.00 

Fixed Route Operator LAMTD F White 29,203.00 

Para-Transit Operator County F Black or African 
American 

29,203.20 

Fixed Route Operator - LKLD F Black or African 
American 

29,203.20 

Fixed Route Operator LAMTD M Hispanic or Latino 29,203.20 

Fixed Route Operator LAMTD M Black or African 
American 

29,203.20 

Fixed Route Operator LAMTD F Black or African 
American 

29,203.20 

Fixed Route Operator County F Black or African 
American 

29,203.20 

Fixed Route Operator LAMTD M Black or African 
American 

29,203.20 

TD Bus Operator F Hispanic or Latino 29,203.20 
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Fixed Route Operator County M White 29,203.20 

Fixed Route Operator LAMTD M White 29,203.20 

Fixed Route Operator LAMTD F White 29,203.20 

Para-Transit Operator County F Black or African 
American 

29,203.20 

Fixed Route Operator LAMTD M White 29,203.20 

Fixed Route Operator LAMTD M White 29,203.20 

TD Bus Operator F White 29,203.20 

Fixed Route Operator County F White 29,203.20 

Para-Transit Operator LAMTD F Hispanic or Latino 29,203.20 

Para-Transit Operator LAMTD F Hispanic or Latino 29,203.20 

Fixed Route Operator LAMTD F Black or African 
American 

29,203.20 

Fixed Route Operator LAMTD M Black or African 
American 

29,203.20 

Fixed Route Operator LAMTD M White 29,723.00 

Para-Transit Operator LAMTD F Hispanic or Latino 29,723.00 

Fixed Route Operator County M Black or African 
American 

29,723.20 

Para-Transit Operator County F White 29,723.20 

Fixed Route Operator County F Black or African 
American 

29,723.20 

Para-Transit Operator LAMTD M 29,723.20 

Fixed Route Operator LAMTD M White 29,723.20 

Fixed Route Operator County M Hispanic or Latino 29,723.20 

Fixed Route Operator County F White 29,723.20 

Para-Transit Operator County F Black or African 
American 

29,723.20 

TD Bus Operator F White 30,243.20 

Para-Transit Operator County F White 30,243.20 

Fixed Route Operator LAMTD M Hispanic or Latino 30,243.20 

Para-Transit Operator County F White 30,243.20 

Fixed Route Operator LAMTD F Black or African 
American 

30,243.20 

Fixed Route Operator County F Hispanic or Latino 30,243.20 

TD Bus Operator M Hispanic or Latino 30,243.20 

Fixed Route Operator LAMTD M Hispanic or Latino 30,243.20 
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Para-Transit Operator LAMTD F White 30,243.20 

Community Relations F Black or African 
American 

30,513.60 

Fare Revenue Counter F White 30,534.40 

Community Relations LAMTD F White 30,534.40 

Fare Revenue Counter M White 30,534.40 

Pass Sales Tech County F Black or African 
American 

30,534.40 

Fare Revenue Counter F Black or African 
American 

30,534.40 

Apprentice Technician M Asian 30,576.00 

Fixed Route Operator County M Black or African 
American 

30,763.20 

Fixed Route Operator LAMTD F White 30,763.20 

Housekeeper/Janitorial F Hispanic or Latino 31,054.40 

Utility/Janitorial Worker M Asian 31,054.40 

Transportation Coordinator M Hispanic or Latino 31,616.00 

TD Bus Operator M Hispanic or Latino 31,678.40 

Para-Transit Operator County F Black or African 
American 

31,678.40 

Para-Transit Operator County F Hispanic or Latino 31,678.40 

Fixed Route Operator County F White 31,678.40 

TD Bus Operator M White 31,678.40 

Para-Transit Operator County F Black or African 
American 

31,678.40 

TD Bus Operator M White 31,678.40 

TD Bus Operator F White 31,678.40 

Para-Transit Operator County M White 31,678.40 

Para-Transit Operator LAMTD M Black or African 
American 

31,678.40 

Para-Transit Operator County M White 31,678.40 

Para-Transit Operator LAMTD F Black or African 
American 

31,678.40 

Para-Transit Operator County F White 31,678.40 

Fixed Route Operator County M Black or African 
American 

31,678.40 

Para-Transit Operator County M Black or African 
American 

31,678.40 

Fixed Route Operator County M White 31,678.40 
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Fixed Route Operator County M Hispanic or Latino 32,635.20 

Transit Travel Trainer F Hispanic or Latino 32,718.40 

Transportation Coordinator 
PCT 

M White 33,238.40 

Transportation Coordinator 
PCT 

M Black or African 
American 

33,238.40 

Trans Disadv Access Pro Asst F Black or African 
American 

33,488.00 

Fixed Route Operator LAMTD M White 33,612.80 

Fixed Route Operator LAMTD M White 33,612.80 

Para-Transit Operator LAMTD M White 33,612.80 

Fixed Route Operator County M Hispanic or Latino 33,612.80 

Fixed Route Operator County F Black or African 
American 

33,945.60 

TD Bus Operator M Hispanic or Latino 33,945.60 

Fixed Route Operator County F White 33,945.60 

Fixed Route Operator County F White 33,945.60 

Facilities Maint Tech I M White 34,028.80 

Facilities Maintenance Tech I M Hispanic or Latino 34,028.80 

Transportation Coordinator 
PCT 

F Black or African 
American 

34,403.20 

Fixed Route Operator LAMTD M White 34,632.00 

Fixed Route Operator LAMTD M White 34,985.60 

Para-Transit Operator LAMTD M White 34,985.60 

Fixed Route Operator County F Hispanic or Latino 35,692.80 

Fixed Route Operator County M White 35,692.80 

Fixed Route Operator LAMTD F Black or African 
American 

35,692.80 

Transportation Coordinator 
PCT 

F Black or African 
American 

35,817.60 

Transportation Coordinator 
PCT 

F Black or African 
American 

35,963.20 

Fixed Route Operator County F White 36,046.40 

Fixed Route Operator LAMTD F White 36,400.00 

Fixed Route Operator County F White 37,128.00 

Transportation Coordinator 
PCT 

F White 37,440.00 

Transportation Coordinator 
PCT 

F Black or African 
American 

37,440.00 
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Fiscal Analyst II County F White 37,648.00 

Fleet Maintenance County M Black or African 
American 

37,648.00 

Service Coordinator F Hispanic or Latino 38,147.20 

Fixed Route Operator LAMTD F Black or African 
American 

38,646.40 

Human Resources Assistant F White 38,688.00 

Service Coordinator M Black or African 
American 

38,833.60 

Transportation Coordinator 
PCT 

M Hispanic or Latino 38,937.60 

Fixed Route Operator LAMTD F White 39,020.80 

Fixed Route Operator LAMTD F Black or African 
American 

39,020.80 

Apprentice Technician M White 39,041.60 

Technician M White 39,041.60 

Transportation Coordinator 
PCT 

F Black or African 
American 

39,104.00 

Fixed Route Operator County M Hispanic or Latino 39,416.00 

Terminal Safety Officer M White 40,185.60 

Para-Transit Operator LAMTD F Black or African 
American 

40,601.60 

Fixed Route Operator LAMTD F Black or African 
American 

40,601.60 

Shop Supervisor M Black or African 
American 

40,601.60 

Fixed Route Operator LAMTD F Black or African 
American 

40,601.60 

TD Admin Program F Black or African 
American 

40,768.00 

Jr. Systems Administrator M White 40,913.60 

Facilities Maintenance Tech I M Black or African 
American 

40,976.00 

Apprentice Technician M White 41,496.00 

Parts Specialist F White 41,932.80 

Board & Executive Assistant M White 43,596.80 

Para-Transit Operator County M White 43,888.00 

Apprentice Technician M Black or African 
American 

43,929.60 

Customer Service 
Representative 

M Black or African 
American 

44,824.00 
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Transporation Coordinator F Black or African 
American 

45,136.00 

Facilities Maintenance Tech II M White 45,468.80 

Jr. System Administrator M White 45,552.00 

Terminal Safety Officer F White 45,988.80 

Payroll Coordinator/AR F White 47,049.60 

MIS Purchasing Specialist M Black or African 
American 

47,174.40 

Supervisor, Fixed Rt Op County M Asian 49,670.40 

ParaTransit Supervisor M Hispanic or Latino 49,670.40 

Transit Travel Trainer Mgr. F Black or African 
American 

50,710.40 

Sr Fin. Report Analyst TD F Black or African 
American 

51,251.20 

Lead Trans Coord. County F Black or African 
American 

51,854.40 

Apprentice Technician M White 52,000.00 

Supervisor, Paratransit County F White 52,020.80 

Supervisor, Fixed Route 
LAMTD 

M Hispanic or Latino 52,020.80 

Supervisor, Paratransit LAMTD M Black or African 
American 

52,020.80 

Supervisor, Fixed Route County M Black or African 
American 

52,020.80 

Supervisor, Fixed Route County F Black or African 
American 

52,021.53 

Supervisor, Fixed Route 
LAMTD 

M White 52,021.53 

Apprentice Technician M White 54,080.00 

Supervisor, Paratransit County M Hispanic or Latino 54,620.80 

Supervisor, Fixed Route 
LAMTD 

M Hispanic or Latino 54,787.20 

Interiem Supervisor Facilities M Hispanic or Latino 56,076.80 

Financial Analyst M White 56,846.40 

Safety M White 58,978.00 

CTC F White 58,978.00 

Supervisor-Cust Rel, Fare mgmt F White 59,696.00 

Project Manager M White 60,632.00 

Asst Dir Pro Standard F Black or African 
American 

60,632.00 
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Supervisor, Fixed Route 
LAMTD 

F Black or African 
American 

60,840.00 

Transit Quality Assur Analyst F Hispanic or Latino 61,027.20 

Senior Accountant County F Black or African 
American 

61,360.00 

QA Specialist F White 61,485.79 

Technician M Hispanic or Latino 62,150.40 

Financial Analyst County F White 62,316.80 

Marketing Manager M White 62,628.80 

HR Manager F Hispanic or Latino 63,668.80 

Electronics Technician M White 67,953.60 

Asst. Dir. of Revenue Services M Black or African 
American 

71,822.04 

Fleet Maintenance Manager M White 74,963.20 

Contracts Grants Specialist M Black or African 
American 

75,129.60 

Controller F Black or African 
American 

79,040.00 

Senior Planner M White 80,496.00 

Call Center Director F Black or African 
American 

83,636.80 

Director Safety & Security M White 83,636.80 

Director, Gov & Comm 
Relations 

F White 86,652.80 

Director of Revenue Services M White 86,923.20 

Director, HR & Risk M White 88,857.60 

Director of Fleet Maintenance M White 97,240.00 

Chief Financial Officer M Asian 118,851.20 

Executive Director M Amer Indian or Alaska 
Native 

135,955.03 

DISTRICT WORKFORCE ANALYSIS 
Workforce Analysis 

The composition of the District workforce, in terms of overall number of minority groups 
and women, continues to reflect the Districts strong commitment to equal employment 
opportunities.  As of August 2019, the District’s workforce population of 181 employees 
includes 89 men and 92 women. Of those 181, 62 men are minorities and 57 women are 
minorities.  
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See Chart below for a breakdown of Job Categories and displays the average salary for 
positions at Citrus Connection with multiple employees performing the same job.  The data 
presented were compared to industry standard compensation data for Polk County. 

Job Category Average Salary as of 10.01.2020 
Officials and Administrators $92,363.64 
Professionals $65,311.54 
Technicians $49,800.56 
Paraprofessionals $41,714.00 
Admin and Support $38,360.59 
Skilled Craft $40,656.62 
Service and Maintenance $35,500.00 
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SECTION FIVE
Utilization Review Report
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EEOP UTILIZATION REPORT 

Citrus Connection (aka "LAMTD") is committed to ensuring that all decisions regarding 
recruitment, hiring, promotions, special assignments, training, and other terms and 
conditions of employment will be made without discrimination on grounds of race, color, 
national origin, sex, sexual orientation, religion, creed, age, disability, marital status, or 
any other factor which cannot be lawfully used as the basis for an employment decision. 
Citrus Connection commitment and policy on equal employment opportunity can be 
found including but not limited to the following locations: 

1. Citrus Connection Employee Handbook
2. Posted in Breakrooms, commons area and lobby
3. All Employment Applications
4. Citrus Connection Internet site

This statement is further intended to assure that management and employees endeavor to 
meet the requirements of both the spirit and intent of federal, state, and Polk County with 
respect to equal opportunity employment. The AAP Plan 2018-2021 was originally 
compiled according to the FTA requirements. 

METHODOLOGY: 

The utilization review analysis is a comparison of Citrus Connection employment to 
labor market availability by race/ethnicity and gender in defined occupational 
categories and in selected job classes. An occupational category is a broad grouping 
of job classes which require similar levels of skills or training. The Citrus 
Connection's job classes are each mapped to an occupational category based upon 
the U.S. EEOC (Equal Employment Opportunity Commission) definitions and 
descriptions of the category. 

Racial/ethnic group identifications in Citrus Connection financial MCSJ database 
include: (1) White; (2) American Indian or Alaskan Native; (3) Black; (4) Hispanic; 
(5) those who identity as mixed race. Employees may self- identify race and gender
at the time of appointment. Employees may identify as two or more races by
selecting a primary race and secondary races. This information can be recorded in
the MCSJ database; however workforce demographic reports will only show the
employee's primary race designation.
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The Human Resources Department is responsible for inputting the employee's selected 
racial and gender identity. The Utilization Review obtained data from Citrus 
Connection uses position control numbers to classify according to EEO employment 
classifications. External and internal applicant data was tracked by Human Resources 
during the 2017-2018 fiscal year. Data reporting units were applied according to the 
EEO classifications and against the applicant data to provide the EEO Utilization 
information that would indicate the EEO goals. 

 
The Equal Employment Opportunity examines labor force diversity using Census 
data, which is produced for federal agencies responsible for monitoring employment 
practices and enforcing civil rights laws for the workforce. The EEO Tabulation 
includes seven single racial groups: (1) White Hispanic or Latino (2). All other 
Hispanic or Latino; (3) White; (4) Black or African American; (5) American Indian 
and Alaska Native; (6) Asian; Native Hawaiian and Other Pacific Islander. 

 
Employers use this tabulation to measure compliance with federal laws and 
regulations. The Equal Employment Opportunity Commission, the Employment 
Litigation Section of the Civil Rights Division at the Department of Justice, the 
Office of Federal Contract Compliance Programs at the Department of Labor, and 
the Office of Personnel Management sponsor this EEO data reporting. Because Polk 
County workforce data is not an exact match to U.S. Census data or the EEO 
Tabulation, this report is a general comparison of racial groups. 

 
 

DEVELOPMENTS AND CHALLENGES 
Candidates are primarily drawn from the unemployment group in Polk County. The higher 
the unemployment rate the greater the diversity of the candidate pool Unemployment rates 
for Polk County in September 2018 are as low as 3.4% according to the U.S. Department of 
Labor, Bureau of Labor Statistics (BLS). During September 2017, the Polk County 
unemployment rate was 4.5%. Statewide the September 2018 seasonally adjusted 
unemployment rate was 3.5%. Additionally, those seeking work in Polk County are 
influenced by neighboring counties of Hillsbourgh (MSA Tampa, FL) and Osceola County 
(MSA Kissimmee-Orlando, FL) where the unemployment rates are at record lows of 2.8% 
and 3% respectively. Thus Citrus Conneciton has a limited pool of candidates to select. 
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Narrative of Under-utilization Analysis 
The Utilization Review Analysis EEO Report shows that Citrus Connection had some 
challenges in matching Polk County Labor Force Availability in certain job categories. In 
particular, the job categories of Officials & Administrative Support and Skilled Craft. Within 
the job category of Officials & Administrative Support: Hispanic or Latino male employees 
(10%), white females employees (17.1%) appear to be under-represented. Under the job 
category of Technicians the utilization analysis identified this category as potential 
underutilization however, the smaller employment groupings does not identify a hiring goal. 
Within the job category of Administrative Support: White female employees (26%), Hispanic 
females employees (11%) are under-represented. Within the job category of skilled craft: 
Hispanic or Latino male employees (10%) appear to be under-represented. It should be noted 
that the Polk County unemployment rate has steadily declined over the past decade giving rise 
to recruiting challenges and a reliance on employee referrals that has potentially caused 
imbalances to the hiring process. 

 
Citrus Connection Human Resources Department, in consultation with Executive 
Director and Senior Leadership reviewed the Utilization Analysis noting the following: 

 
1) EEO Category: Official's and Administrators - Hispanic Males were underutilized 

by 10% (1FTE) and White Females were underutilized by 17% (1 FTE). 
2) EEO Category: Professionals - No underutilization 
3) EEO Category: Technicians - No underutilization monitoring White Females 

thresholds. 
4) EEO Category: Protective Services - No underutilization 
5) EEO Category: Par Professional - No underutilization 
6) EEO Category: Administrative Support-White Females were underutilized by 26%     

(4 FTE) and Hispanic Females were underutilized by 11% (1 FTE). 
7) EEO Category: Skilled Craft - Hispanic Males are underutilized by 10% (2 FTE) 
8) EEO Category: Service Maintenance - No underutilization 

 
 
White females continue to be the largest underutilized group, followed by Hispanic Males 
and then Hispanic Females. Based on the Utilization Analysis the EEO Category with the 
largest underutilization is Administrative Support. With a total employment of 17 FTEs this 
area is underutilized in a total of 5 FTE positions. 
1) Hispanic Males were underutilized in the following categories: 

Officials/Administrators (-10%); Skilled Craft (-10%). 
2) White Females were underutilized in the following categories: 

Officials/Administrative (-17%); Administrative Support (-26%). 
3) Hispanic Females were underutilized in the following category: Administrative Support 

(-11%). 
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GOALS AND OBJECTIVES 
We recognize the value of the diversity among the Citrus Connection employees as a benefit 
to helping us understand and meet the needs of the Polk County citizens. We have established 
the following objectives and steps to address under-utilization categories while maintaining 
effective utilization where it currently exists we will increase communication of employment 
opportunities. 

a. Continue to use the Florida Department of Economic Opportunity (DEO) to post open 
positions. 

 
   Continue to use our Internet web site to post all open positions. Our website links directly to   
 the  EEOC website. 

b. Continue the use of internal job postings for all open positions. 
c. Continue to attend local job fairs seeking qualified candidates. 
d. Network with the Hispanic Chamber of Commerce (HCC) and participate with Job Fairs 

promoted by the HCC. 
e. Provide local Technical School, College and University Career Counselors with a 

list of the various job classifications available within the County. 
  i. Polk State College 
  ii. Keiser University  
  iii. Ridge Technical College 
  iv.  Florida Southern College 
  v. Warner University 

 
 
 
 
NOTE: Information regarding employment opportunities will include current job vacancies as 
well as a listing of the types of positions that are open at Citrus Connection. 
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Specific and identified Goals and Objectives in the areas of identified under-utilization are as 
follows: 

 
1. Encourage qualified Hispanic males, to apply for Officials & Administrators 

positions when available. Currently this classification is underutilized and has 
a goal of one employee in this classification. 
a. Attend diverse job fairs including those specifically targeted for Hispanic male 

employment. 
b. Advertise on the Citrus Connection websites, Indeed, Department of Economic 

Opportunity and social media job opening. 
c. Encourage current employees in this category to internally apply for 

professional positions 
d. Provide more weight to Hispanic male candidates when all applicant 

qualifications are equal. 
e. Circulate employment opportunities with Polk County colleges, universities or 

technical colleges. 
f. Network with the Hispanic Chamber of Commerce (HCC) and participate with 

Job Fairs promoted by the HCC. 
g. Routinely review all minimum requirements, screening processes, and 

employment practices to ensure there are no artificial barriers to 
employment opportunities for Hispanics. 

 
2. Encourage qualified White females, to apply for Officials & Administrators positions 

when available. Currently this classification is underutilized and has a goal of one 
employee in this classification. 
a. Attend diverse job fairs including those specifically targeted for female 

employment. 
b. Advertise on the Citrus Conneciton websites , Indeed, Department of Economic 

Opportunity and social media job opening. 
c. Encourage current employees in this category to internally apply for Officials & 

Administrator positions 
d. Provide more weight to white female candidates when all applicant 

qualifications are equal. 
e. Circulate employment opportunities with Polk County colleges, universities or 

technical colleges. 
f. Routinely review all minimum requirements, screening processes, and 

employment practices to ensure there are no artificial barriers to 
employment opportunities for white females. 
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3. Encourage qualified White females, to apply for Administrative Support positions 
when available. Currently this classification is underutilized and has a goal of four 
employees in this classification. 
a. Attend diverse job fairs including those specifically targeted for white female 

employment. 
b. Advertise on the Citrus Connection websites, Indeed, Department of Economic 

Opportunity and social media job opening. 
c. Encourage current employees in this category to internally apply for 

Administrative Support positions 
d. Provide more weight to white female candidates when all applicant 

qualifications are equal. 
e. Circulate employment opportunities with Polk County colleges, universities or 

technical colleges. 
f. Routinely review all minimum requirements, screening processes, and 

employment practices to ensure there are no artificial barriers to 
employment opportunities for White females. 
 

4. Encourage qualified Hispanic females, to apply for Administrative Support positions 
when available. Currently this classification is underutilized and a goal of one 
employee. 
a. Attend diverse job fairs including those specifically targeted for Hispanic 

female employment. 
b. Advertise on the Citrus Connection websites, Indeed, Department of Economic 

Opportunity and social media job opening. 
c. Encourage current employees in this category to internally apply for 

Administrative positions 
 
   Provide more weight to Hispanic female candidates when all applicant qualifications are 
   equal. 

d. Circulate employment opportunities with Polk County colleges, universities or 
technical colleges. 

e. Network with the Hispanic Chamber of Commerce (HCC) and participate with 
Job Fairs promoted by the HCC. 

f. Routinely review all minimum requirements, screening processes, and 
employment practices to ensure there are no artificial barriers to 
employment opportunities for Hispanic females. 
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5. Encourage qualified Hispanic Males, to apply for Skilled Craft positions when 
available. Currently this classification is underutilized and has a goal of two 
employees in this classification. 
a. Attend diverse job fairs including those specifically targeted for Hispanic males 

employment. 
b. Advertise on the Citrus Connection websites, Indeed, Department of Economic 

Opportunity and social media job opening. 
c. Encourage current employees in this category to internally apply for Skilled 

Craft positions 
d. Provide more weight to Hispanic male candidates when all applicant 

qualifications are equal. 
e. Circulate employment opportunities with Polk County colleges, universities or 

technical colleges. 
f. Network with the Hispanic Chamber of Commerce (HCC) and participate with 

Job Fairs promoted by the HCC. 
g. Routinely review all minimum requirements, screening processes, and 

employment practices to ensure there are no artificial barriers to 
employment opportunities for Hispanic males. 

 
Review Policies, procedures and practices from our current employee population to 
determine how changes have affected utilization. 

a. Compare current hiring policies and procedures each year to previous hiring policies and 
procedures. 

b. Compare new hire and promotional statistics each year with termination and 
demotion statistics to determine where the greatest impact on underutilization exists. 
c. Review completed exit interview forms each year to determine if patterns exist 
that have an effect on the specific underutilized categories. 
d. Make appropriate adjustments based on statistics gathered in items 1 through 3. 

 
 
Provide employment opportunity information, including current vacancy listings, to 
local minority groups. 

a. Hispanic Chamber of Commerce 
b. Polk County NAACP 

 
 
Review Objectives and steps after 12 months from the date of submission to evaluate 
effectiveness. 

a. Current employment statistics will be compared with employment statistics used 
for this EEOP to determine effectiveness of this EEOP. 

 

INTERNAL DISSEMINATION 
1) A copy of this EEOP will be on file with Human Resource's Generalist. 
2) A copy of this EEOP will be provided to Citrus Connection Executive Director. 
3) A copy of this EEOP will be provided to the Citrus Connection Chief Financial Officer. 
4) A copy of this EEOP will be posted on the Citrus Connection intranet site. 
5) A copy of this EEOP will be provided to all Department Directors 
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IDENTIFICATION OF AREAS OF CONCERN  
The economic parity reporting process has been an effective mechanism for monitoring and 
improving the District's level of compliance with its affirmative action goals. Achieving economic 
parity is one area of concern to be monitored by the District during the effective period of this 
affirmative action plan. Another area of concern includes ensuring that all employment opportunities 
offered by the District are available to all employees without regard to race, color, national origin, 
sex, religion, disability, age or marital status, except as provided by law. While these areas of 
concern will continue to be monitored by the Equal Opportunity Office, each Director and supervisor 
within the District will fulfill his/her responsibility to ensure that the District is an Equal 
Employment Opportunity Employer, as required by state and federal law.  

Currently, the District has no areas of concern.   

AFFIRMATIVE ACTION GOALS  
A goal is a way to measure success in attracting and employing underrepresented groups. When 
we know a specific number in an equal employment opportunity category under represents a 
certain group, we can decide where to direct our recruitment effort. Once problem areas are 
identified, affirmative action in recruitment begins by advertising to find a satisfactory sized pool 
of qualified applicants in the underrepresented group. If, in the final phase of selection, two 
applicants are equally suited for the position and one is from a group with an affirmative action 
goal, we should extend employment to that candidate. Affirmative action does not mean hiring 
under qualified persons to meet quotas or giving preference to persons in underrepresented 
groups. However, Veterans' Preference will be granted regardless of affirmative action goals, in 
compliance with Chapter 295, Florida Statutes.  

An affirmative action effort must be reasonable and take into consideration the extent of the 
underrepresentation, the availability of candidates, the number of vacancies, and the timeframe 
of the Affirmative Action Plan. It should not impose disproportionate hand on the interests of 
qualified individuals who are not members of underrepresented groups. If significant numbers 
of employees in an underrepresented group must be hired to come close to the labor market, yet 
the turnover rate is low, it will take time before the goal can be reached. The availability of 
candidates is dependent upon effective community outreach, District recruitment, applicant 
flow, relevant qualifications, training and promotions. Problems and barriers to the employment 
of targeted groups should be identified and eliminated.  

The overall affirmative action goal is to attract and employ qualified candidates in the Minority 
and Female groups for the equal employment opportunity categories identified as 
underrepresented in our District. In establishing affirmative action goals, we strive to achieve a 
workforce which closely reflects the labor force. Because of various barriers in recruiting 
qualified applicants from the current labor market, goals may not be achievable within one year. 
However, Directors and supervisors are encouraged to strive for equality in all equal 
employment opportunity groups over time.  
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DEVELOPMENT OF AFFIRMATIVE ACTION GOALS  
The District recognizes that an ongoing review of personnel practices and progress towards 
affirmative action goals are an important element to the effectiveness and success of the EEO 
Program.  The HR Director will keep up-to-date on the effectiveness of the EEO program by 
performing periodic reviews through tracking of the following: 
 

• Applicant Flows  
• Hires 
• Promotions and Transfers 
• Training 
• Discipline 
• Terminations 

 
 
 
 
 

 
If the EEO program is shown to be ineffective in meeting the goals in regards to the employment 
of individuals in various positions, several steps will be taken to include an assessment of the 
District’s recruiting efforts which include job advertisements, partnerships with colleges, 
universities and community groups; partnerships with agencies for people with disabilities and 
handicaps; partnerships with minority and women organizations; and job fair participation.  
Should there be a need to further assess the recruitment efforts; an EEO Advisory Committee 
will be created to ensure that the District meets the needs of the community.    
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     SECTION SIX 

How goals will be achieved 
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ACTION ORIENTED PROGRAMS  
A) Professional Development Programs  

The District sponsors a variety of professional development programs to enhance employee skills in 
current positions and/or to prepare employees for promotional opportunities District-wide. The 
District also provides tuition payment for education courses and educational leave with pay under 
certain circumstances where there is a specific and direct benefit to the District.  

B) Mandatory Training - Directors and employees are required to complete the Equal 
Employment Opportunity (Discrimination and Harassment Awareness and Prevention). Employees 
are required to take this CBT or on-site training every three years. Supervisors will also be required 
to complete the supervisory CBT or on-site training once it is implemented.  

The Equal Employment Opportunity CBT outlines different forms of harassment including national 
origin, religion, race, disability, age and other protected class characteristics, as well as sexual and 
workplace harassment. This training teaches employees how to recognize forms of harassment, how 
to avoid behaviors that may be considered harassment, how to respond to a co-worker or third party 
who is participating in inappropriate behavior and how to report the situation to their Directors, an 
Intake Officer, the Employee Relations Director or a Civil Rights Analyst in the Equal Opportunity 
Office.  

C) Career Fairs - As part of a proactive effort to recruit Minorities, Females and other qualified 
applicants, the District participates in career fairs and community events sponsored by universities or 
Minority university programs and others. The District anticipates continued involvement, whenever 
possible, in career fairs and other community events to reach targeted groups. 
 
 D) Recruitment Strategies - It is the District's strategic objective to increase diversity and the 
vision of equality within our organization. The District will continue to make a concerted effort 
to target recruitment resources toward under-utilized groups as identified in the Affirmative 
Action Plan. An integral part of any affirmative action program is an effective recruitment 
strategy. To ensure an active recruitment program, the District:  
 
a)  Makes job announcements accessible to those with disabilities.  

b) Advertises positions for open positions are normally posted in local newspapers, and national 
journals/emagazines such as Passenger Transport for specialty/hard-to-fill/management 
positions; and online job boards such as Monster.com, Transit Talent and Workforce Central 
Florida.  Vacancies posted, indicates that the District is an Equal Employment Opportunity 
Employer (EOE). Vacancy announcements for underutilized positions normally include the 
statement: Women (and/or) minorities are encouraged to apply. 
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The District will strive to ensure employees are given equal opportunity for positions by: 
 

• Posting opportunities on all bulletin boards; 
• Assist employees in identifying opportunities; 
• Offer training, educational programs and job mentoring when possible. 
 

The District will work with recruitment sources (organizations having effective contact with 
women, minority groups and persons with disabilities) to improve recruitment efforts. The 
District will also encourage the employment of women, minorities, and people with disabilities 
who are not currently in the workforce, by offering part-time employment, internships, or 
summer employment, when possible. 
 
c) When applicable, attends career fairs and recruiting activities offered by high 

schools, colleges, and universities and other organizations that reach Females and 
Minorities in targeted categories.  

d) Advertises in newspapers, periodicals, and magazines that have a large Minority 
and/or Female audiences.  

e) Advises organizations and agencies involved in the recruitment process of the 
District's policy on equal employment opportunity and affirmative action.  

f) Periodically reviews assessment tools to reduce the potential for a cultural 
employment bias.  

g) Maintains information on Minority professional organizations and trade groups in 
order to contact those that may be able to assist the District in recruiting applicants in 
targeted categories.  

h) Recognizes internships as a means to recruit Females and Minorities into entry-
level positions as well as difficult-to-fill positions  
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    SECTION SEVEN 
 
Systems in Place to Monitor Affirmative Action Progress  
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MONITORING AND REPORTING SYSTEM 
To ensure a diverse and equally representative workforce, Citrus Connection monitors employee 
interactions through several means. An important part of any successful EEO program is the 
establishment of an effective and implementable internal monitoring and reporting process.  This 
determines if the EEO Program is accomplishing equity in employment. To monitor the Citrus 
Connection EEO Program and guarantee accurate reporting, 
the following steps will be taken: 
 
1. Citrus Connection shall document the sources utilized for advertising job openings and include 
sources that are specific to protected groups. The EEO Officer shall review these sources 
semi‐annually to determine if the level of advertising for open positions is being completed to 
promote applicants in areas where there is underutilization. In support of advertising Citrus 
Connection vacant positions, the District’s process is to advertise positions through indeed.com 
and employflorida.com.  
 
2. The minority/gender identities of applicants and new hires shall be reviewed quarterly to 
assure that sufficient numbers are applying for jobs and to assure that the selection process is not 
adversely impacting the Districts’ ability to meet its EEO program goals. 
 
3. All employees engaged in rendering hiring and promotion decisions shall be trained to assure 
nondiscrimination in decisionmaking.  The hiring and promotion results shall be reviewed 
periodically to ensure that nondiscrimination is a fact. Annually, those in hiring‐ and 
termination‐level positions shall confirm their knowledge of EEO Program goals through 
participation in a training class and/or an electronic‐ or hard‐copy signature acknowledging their 
understanding. 
 
4. Information collected for EEO purposes only, regarding applicants who have protected group 
membership, shall be maintained in a file separate from applications. 
 
5. The EEO Officer will coordinate with the Human Resources department to review 
underutilization and promote the EEO Program with hiring managers and externally in an effort 
to increase the applicant pool and thereby achieve improved representation. 
 
6. Promotional opportunities, where any issue of unequal consideration or opportunity arises, 
shall be reviewed by the Human Resources department to assure that qualified applicants are 
given equal consideration and opportunities for upgrades, promotions, and transfers.    
 
7. Where additional training and experience would be helpful for advancement, Human 
Resources will coordinate appropriate options to counsel and assist employees. 
 
8. The appraisal of equal employment opportunity efforts and results, along with other important 
criteria, will be factored into the employee’s job performance results and satisfactory outcomes. 
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9. Exit interviews shall be requested and conducted when employment ends for any reason. Any 
comments regarding EEO will be documented and provided to the District’s EEO Officer and, as 
related specifically to Citrus Connection, provided to the Executive Director while maintaining 
any necessary employee confidentiality guidelines. Reporting will be maintained to allow for 
review of Citrus Connection EEO Program’s performance throughout the year to determine 
where, if any, corrective actions may be needed. For Citrus Connection to assess its objective of 
achieving, within a reasonable period, an employment profile with respect to protected groups in 
each job category, a systematic approach must be taken to monitor the results of the EEO 
Program. The internal reporting completed by the EEO Officer in coordination with Human 
Resources and/or personnel designated by the Citrus Connection Executive Director shall be 
completed annually and will include tracking of the following information related to protected 
classes: 
 

• Permanent full‐time employees; 
• Permanent part‐time employees; 
• Permanent full‐time employees grouped by occupational category and salary level; 
• New hires; 
• Promotions; 
• Training opportunities and training completed; 
• Disciplinary actions; 
• Annual evaluations; 
• Any management level employee not accomplishing the EEO goals as identified through 

review of their performance; and, 
• Any EEO complaints received, whether or not they are substantiated. 

 
It shall be the objective of Citrus Connection to resolve issues of discrimination, disparate 
treatment, and/or harassment in an informal manner by involving the immediate supervisor 
and/or the EEO Officer, as deemed appropriate. The EEO Officer is responsible for mediating 
complaints of discrimination at the early stages by counseling employees in matters of 
discrimination in employment, disparate treatment, adverse impact, sexual harassment, and the 
like, and by advising or assisting management in the complaint resolution process before a 
formal grievance is filed by an employee. Formal complaint procedures have been established 
and are communicated so that any employee may elevate a complaint for review if they believe 
the informal process is not successfully addressing their discrimination, disparate impact, or 
harassment concerns. 
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SUBRECIPIENTS/CONTRACTORS 
 
It shall be the objective of Citrus Connection to ensure that all its subrecipients and contractors 
who meet the FTA threshold requirements are in full compliance with all Equal Employment 
Opportunity statutes and regulations.  
 
This refers to any subrecipient/contractor who: 
 
1. Employs 100 or more transit‐related employees; and, 
 
2. Requests or receives capital or operating assistance more than $1 million in the previous 
federal fiscal year, or requests or receives planning assistance in excess of $250,000 in the previous 
federal fiscal year. Citrus Connection will request and review the EEO program of each subrecipient 
and contractor. In addition, records of all subrecipients/contractors will be maintained documenting 
the name, address, type of services provided, contract work performed, correspondence regarding 
their EEO program, and proof of review (letter or memo to the subrecipient/contractor), as well as 
the date of review. 
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    SECTION EIGHT  

Internal and External Complaint Process  
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COMPLAINT PROCEDURE  
Employees or applicants for employment having reason to believe they may have been subjected 
to discrimination prohibited by EEO statutes and regulations are urged to bring those concerns to 
the attention of their immediate supervisor, department director, the Director of Human 
Resources or designee(s).   
 
Complainants are urged to report such concerns within 15 days of the occurrence of the 
incident(s) in question. Prompt reporting allows for timely investigation and quick resolution of 
complaints. 
 

Steve Schaible, EEO Officer:   

Phone:  863- 327-1308     

Address: 1212 George Jenkins Blvd., Lakeland, FL  33815 

 

An additional alternative for filing a complaint is directly with the EEO Commission:   

Phone: 1-800-669-4000 or 202-663-4900 

 
 

**NOTE** 

In addition, such employees or applicants for employment may file a written complaint with the 
Florida Commission on Human Relations (FCHR), Federal Transit Administration (FTA), or 
Equal Employment Opportunity Commission (EEOC).  A complaint must be filed with FCHR 
no later than 365 days after the date of the alleged discrimination.  A complaint must be filed 
with FTA and EEOC  no later than 180 days after the date of the alleged  discrimination, unless 
extended by the respective agency. 
 
Florida Commission on Human Relations 
2009 Apalachee Parkway, Suite 100 
Tallahassee, FL 32301 
Phone: 850‐488‐7082 
Toll‐Free: 800‐342‐8170 
Fax: 850‐488‐5291 
TDD ASCII: 800‐955‐1339 
TDD Baudot: 800‐955‐8771 
Web Site: http://fchr.state.fl.us 
E‐mail: fchrinfo@fchr.myflorida.com 
 
 
 
 
 

58



 
Federal Transit Administration 
Office of Civil Rights,  
Attention: Complaint Team 
East Building, Fifth Floor – TCR 
1200 New Jersey Avenue, SE 
Washington, DC 20590 
Web Site: https://www.transit.dot.gov/regulations‐and‐guidance/civil‐rights‐ada/file‐complaint‐fta 
 
 
The U.S. EEO Commission administers and ensures agency compliance with the EEO laws, 
regulations, policies, and guidelines.  The central and regional offices are primarily responsible 
for encouraging resolutions and processing of EEO complaints and formal complaints, to include 
Alternative Dispute Resolution (ADR). 
 
 
Equal Employment Opportunity Commission 
 

EEO Headquarters:  U.S. Equal Employment Opportunity Commission 
     131 M Street, NE 
     Washington, DC 20507 
     202-663-4900 
 
 Tampa Field Office:  501 E Polk Street, Ste 1000 
     Tampa, FL  33602 
     800-669-4000 
 
Website:  for further information, applicants and current employees may refer to the EEOC’s 
website at www.eeoc.gov . 
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