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Human Rights Commission Meeting Agenda
Thursday, August 27, 2026
6:00 pm
City Space
100 5th Street NE
Charlottesville, VA 22902

Special Meeting: Case 2025-2 Public Administrative Appeal Hearing

. WELCOME

e (Call to order/Roll call

e Mission (recited by all): Act as a strong advocate for justice and equal opportunity by
providing citywide leadership and guidance in the area of civil rights.
Il. CASE 2025-2 PUBLIC ADMINISTRATIVE APPEAL HEARING
e Hearing panel discussion
e Hearing panel decision*
lll. NEXT STEPS & ADJOURN

* ACTION NEEDED

Please take Notice that this in-person meeting of the Human Rights Commission is for the purposes of
planning, developing, and drafting management and administration documents for the Human Rights
Commission. This in-person meeting will be a limited public forum to conduct an administrative appeal
hearing for Case 2025-2.

Individuals with disabilities who require assistance or special arrangements to participate in the public
meeting may call the ADA Coordinator at (434) 987-1267 or submit a request via email to
ada@charlottesville.gov. The City of Charlottesville requests that you provide a 48-hour notice so that
proper arrangements may be made.



mailto:ada@charlottesville.gov
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Amended: 04/16/2026

RULES AND PROCEDURES OF THE HUMAN RIGHTS COMMISSION
CITY OF CHARLOTTESVILLE, VIRGINIA

The Human Rights Commission, established pursuant to Article XV, Sections 2-430 to 2-443 of the
Charlottesville City Code (the Charlottesville Human Rights Ordinance), hereby adopts the following

rules and procedures for the execution of its duties and responsibilities thereunder:

1. Composition of the Human Rights Commission

a.

b.

d.

The Commission membership shall consist of no less than nine members appointed by City
Council, and shall be broadly representative of the City's population, with consideration of
racial, gender (including gender identity, transgender status, and sexual orientation),
religious, ethnic, disabled, socio-economic, geographic neighborhood and age groups
within the City.

Of the members first appointed, at least three shall be appointed for terms of three years, at
least three shall be appointed for terms of two years, and at least three shall be appointed
for terms of one year. Thereafter members shall be appointed for terms of three years
each.

Despite the expiration of a member’s term, the member shall continue to serve until a
successor is appointed by City Council. Any vacancy during a term shall be filled by the City
Council for the unexpired portion of that term. Following notice to the member, any
member of the Commission may be removed for good cause by a majority vote of City
Council.

Members of the Commission shall serve without compensation, but funds may be
appropriated in the City’s annual budget for reasonable and necessary expenses to be
incurred by Commission in the conduct of its prescribed functions.

2. Officers and Duties
a. Officers. The officers of the Human Rights Commission shall be a Chair, a Vice Chair and a

Secretary, who shall have the duties set forth below.

b. Duties of Officers.

i. Chair. The Chair shall be elected from the Commission's membership. It shall be
the duty of the Chair to execute all documents on behalf of the Commission, to
act as liaison between the Commission and the Office of Human Rights and
Director of the Human Rights Commission, to cause all resolutions, approvals and
other actions of the Commission to be executed or carried out, to determine that
all matters delegated to the Commission by state statute, city ordinance, or at
the instance of the City Council are properly brought before the Commission.

ii. Vice Chair. The Vice Chair shall be elected from the Commission's membership and
shall exercise the powers and perform the duties of the Chair during the absence,
disability or disqualification of the Chair.

iii. Secretary. The Director of the Human Rights Commission or designated staff shall be
the Secretary of the Commission. If the position of Director of the Human Rights
Commission is vacant, then the Acting Director or other person designated by the
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City Manager shall serve as Secretary until the position of Director is filled. The
Secretary shall not be a member of the Commission and shall have no right to vote. It
shall be the duty of the Secretary to keep minutes of the Commission's proceedings
in accordance with the requirements of the Virginia Freedom of Information Act
(“FOIA”) and any other applicable provisions of law; to give notices required by law
or these bylaws; to prepare, in consultation with the Chair, the agenda for all
meetings of the Commission; to be custodian of and maintain the Commission's
public records and other records, as required in the performance of its duties and
functions; to inform the Commission of correspondence relating to the business of
the Commission and to respond to such correspondence unless responsibility is
otherwise assigned by the Chair; to act as liaison with the City Manager, City
departments and agencies, and to execute on behalf of the Commission any
documents requiring the signature of the Secretary. In the event the Secretary is
absent from any meeting, the Chair presiding at the meeting shall designate an
individual to perform the duties of Secretary for that meeting.

c. Terms, Vacancies, and Ad-Hoc Elections. The term of office for the Chair and Vice Chair shall
be for one year. The Chair shall be eligible for reappointment to no more than one additional
one-year term. Should any vacancy occur among the offices of the Chair or Vice Chair during
the term of office, the Commission shall fill that vacancy as promptly as practicable. The
following procedure shall be used to fill such vacancies.

Vi.

Vii.

When a vacancy occurs in the office of Chair or Vice Chair during the term of office,
the Secretary shall promptly notify all Commission members of the vacancy and
place the matter of filling the vacancy on the agenda for the next regular meeting,
or a special meeting may be called pursuant to Section 3.4. To conduct the election,
a quorum as defined in Section 4.1 must be present at the meeting.
The Secretary shall preside over the meeting during the officer elections process.
At the meeting designated for the election, the presiding officer shall call for
nominations from the floor, with only names that are moved and seconded being
placed in nomination. Any Commission member may move or second their own
name. After it appears no one else wishes to make a nomination, the presiding officer
will ask if there are any further nominations, and if there are no responses,
nominations shall be declared closed.
If both the Chair and Vice Chair positions are vacant, the election for the office of
Chair will be held first, followed by the election for the office of Vice Chair. If only the
Vice Chair position is vacant, Commissioners shall begin with the election for the
office of Vice Chair.
Commissioners will then vote on the first person nominated for the vacant office. A
Commission member who is nominated may vote for themselves.
If a majority of those present and voting affirmatively vote for the first candidate,
that person is elected to the vacant office, and there is no further voting. If the first
candidate does not receive a majority, the Commission will then vote on the second
person nominated. If no nominee receives a majority, no further voting may occur
during that meeting unless there is a motion, second, and affirmative vote to
reopen nominations, in which case the process described in this paragraph will be
repeated in consideration of any newly or renominated candidates.
Following the election, offices are effective immediately. Following an election for
the office of Chair, the newly-elected Chair will preside over the remainder of the
meeting. The individual(s) elected shall serve for the balance of the unexpired term
of that office until the next annual election in January. Service of the balance of an
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unexpired term shall not be considered a full term for purposes of eligibility for
reappointment to an office, when applicable.

d. Annual Officer Elections Procedures. The Chair shall appoint a nominating committee of no

less than three members of the Commission, who shall meet in October of each year to make
recommended nominations for the offices of Chair and Vice Chair. The recommended slate
will be presented to the full Commission at the December meeting. At the Commission's
January meeting of each year, the officer election rules below may be invoked by any
member who wishes to make nominations in addition to the Nominating Committee's
recommended slate.

i. The Secretary will Chair the meeting during the officer elections process.

ii. The Secretary will ask for nominations for the Office of Chair. Only names that are
moved and seconded will be placed in nomination. Any Commission member may
move or second their own name. After one or more persons are nominated and it
appears that no one else wishes to make a nomination, the Secretary will ask if there
are any further nominations. If there are no responses, the Secretary will declare that
nominations for the Office of Chair are closed.

iii. Commissioners will then vote on the first person nominated for the Office of

Chair. A Commission member who is nominated may vote for themselves.

iv. If a majority of those present and voting affirmatively vote for the first candidate,
that person is elected Chair and there is no further voting. If the first candidate
does not receive a majority, the Commission will then vote on the second person
nominated. If no nominee receives a majority, there will need to be a motion,
second, and vote on reopening nominations.

v. After a Commissioner is elected as Chair, the same procedure will be followed for
the election of Vice-Chair. Following the election of the Vice-Chair, the newly-
elected Chair will chair the remainder of the meeting.

3. Meetings

a.

Election Meetings. The Commission shall hold an annual election meeting, which shall take
place during the first regular meeting of the Commission in the month of January of each
year. At this meeting, the members of the Commission shall elect officers. The Commission
may also conduct such other business as shall be placed on the agenda in accordance with
the provisions of these bylaws.

Annual Planning Meetings. The Commission shall hold an annual planning meeting,

which shall take place during the regular meeting of the Commission in the month of
March of each year. At the annual planning meeting, the members of the Commission

shall adopt the work plan for the ensuing year. The Commission may also conduct such
other business as shall be placed on the agenda in accordance with the provisions of

these bylaws.

Regular Meetings. Regular meetings shall be held on the third Thursday of each month. The
basic order of business will be as set forth in 4.3, following below.

Special Meetings. Special meetings may be called by the Chair, the Vice Chair in theabsence
of the Chair, or by any two members, upon written request to the Secretary.

Work Sessions. Work sessions are special meetings that may be held at the request of the
Chair, or the Vice Chair in the absence of the Chair. Work sessions shall be held for the
purpose of inquiry and discussion and no official action shall be taken at such meetings.
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Public meetings; exceptions for Closed Sessions. Meetings of the Commission shall be
open meetings, as that term is defined within FOIA, except that the Commission may hold
closed meetings when authorized pursuant to Va. Code Section 2.2-3711, and upon
compliance with the closed meeting procedures and certification requirements set forth
within Va. Code Section 2.2-3712.

Notice of Meetings.
i. The Secretary shall give notice of all meetings (annual, regular, special, and work

session) to all members of the Commission, three days prior to such meeting, or,
for a special meeting or work session, such other notice as is reasonable under the
circumstances. Such notice shall state the time and place of such meetings. With
respect to regular meetings and the annual meeting, such notice shall be
accompanied by an agenda prepared in accordance with the provisions of these
rules and procedures and accompanied by such documentation as may be
reasonable to permit the members of the Commission to consider the business
which they are called upon to act. With respect to work sessions and special
meetings, the notice shall state the purpose of the meeting or the nature of the
discussion or inquiry to be undertaken and shall be accompanied by such
documentation as may be available and practicable to provide to enable the
members of the Commission to thoughtfully consider the business to come before
the meeting.

ii. The Secretary shall place notice of the date, time, and location of each
Commission meeting in a prominent public location at which notices of City
Council meetings are regularly posted and shall also post such notice on the
City’s website. This public notice shall be posted at least three (3) working days
prior to the meeting; however, notice of a special, emergency, or continued
meeting may be given upon fewer than 3 days’ notice, if reasonable under the
circumstances and if such notice is given contemporaneously with the notice
provided to Commission members. At least one copy of all agenda packets
and, unless a specific FOIA exemption applies, all materials furnished to
Commission members for a meeting, shall be made available for public
inspection in the office of the Director at the same time such documents are
furnished to the Commission.

iii. For the purposes of this section, and as used throughout these rules and
procedures, the term “notice” shall mean and include any format within the
definition of a “public record” set forth in FOIA, at Virginia Code Sec. 2.2-3701.

4. Conduct of Meetings.

a.

b.

Quorum. A majority of currently serving Commissioners (“quorum”) must be in

attendance at a meeting of the Commission in order for business to be legally transacted.
Except as expressly provided in Virginia Code Section 2.2-3708(G) or 2.2-3708.1, the
Commission shall not conduct a meeting where its business is discussed or transacted
through any means of communication where the members are not physically assembled.
Procedure. All meetings of the Commission shall be conducted in accordance with Martha’s
Rules of Order as amended and adopted by the Commission on February 20, 2020. The
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Chair of the Commission, or in their absence, the Vice Chair, or in the absence of both, the
person having been designated by the Chair as parliamentarian, shall preside at meetings
of the Commission.

c. Proceedings. At any meeting of the Commission, the Commission may hear, review, discuss
and act upon, and otherwise transact business related to, any matters within its role, and
within the scope of its duties and responsibilities, as described within the Charlottesville
Human Rights Ordinance. At any regular meeting and annual meeting of the Commission,
the order of business to come before the meeting shall be as expressed on the agenda sent
out with the notice of the meeting provided, however, the presiding officer, with the
consensus or affirmative vote of a majority of the Commissioners, may change the order of
business on the agenda for any reason, or may add a matter to the agenda.

d. Voting. All business transacted by the Commission shall be authorized by a vote of the
majority of members present and voting taken at a lawful meeting conducted in
accordance with these rules and procedures. At all meetings of the Commission, each
member present shall be entitled to cast one vote providing there is a physical quorum. A
decision on whether to hold a public hearing on a complaint of an unlawful discriminatory
practice shall not be valid unless authorized by a majority of the full Commission members.
No vote of the Commission shall be taken by secret or written ballot. A member may vote
by telephone or other electronic communication means as expressly authorized by FOIA
Section 2.2-3708.1.

e. Committees. The Commission may, in its discretion, delegate any of its duties or
responsibilities to a panel of not less than three Commissioners. Any such panel shall
constitute a committee of the Commission, which shall transact the delegated business
of the Commission following the same rules, procedures, and meeting requirements
applicable to the Commission, except it shall not be authorized to vote on any matter.
Rather, any such committee shall bring its recommendations to the full membership of
the Commission for a vote in accordance with these rules. No such committee may
include individuals who are not members of the Commission; however, the Commission
may appoint advisory committees or form task forces which may include individuals who
are not members of the Commission.

i. Ad hoc Committees. The Chair may recommend the formation of Ad hoc
Committees for the purpose of addressing specific issues of concern to the
Commission or to develop and implement projects approved by the Commission.
The Chair of the Commission appoints members of each Ad hoc Committee and a
Chair of each committee is selected from committee members. Commission staff is
responsible for assisting Committee chairs with setting Committee meeting
agendas and preparing Committee reports for presentation to the full Commission
during its regular meetings.

5. Conflicts of Interest.
a. All members of the Human Rights Commission are subject to the Virginia State and Local

Government Conflict of Interests Act (Va. Code 2.2-3100 et seq.) (“COIA”) and are
required to read and familiarize themselves with the provisions of COIA.
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i. Inthe event that any member shall have a “personal interest in a transaction” as
defined by Va. Code Section 2.2-3101, in a matter before the Commission, the
member shall be required to make a declaration of such interest before
participating in the transaction, and the member may be required to disqualify
himself from participating in the transaction. The member’s obligations in a given
situation shall be determined in accordance with Va. Code Section 2.2-3112. It is
the obligation of each member to ascertain whether he or she has a personal
interest in a transaction, and to take action in accordance with Va. Code 2.2-3112
immediately upon concluding that a personal interest does exist; however, the
issue of personal interests of a commission member may also be raised by other
members or by individuals who are not members.

ii. Any member of the Commission may request an advisory opinion from the
Commonwealth's Attorney or the City Attorney or his or her representative, as to

iii. whether a personal interest exists and, if so, what are the Commissioner’s
obligations under COIA. An opinion of the Commonwealth’s Attorney or the City
Attorney shall have the effect specified in Va. Code Sec. 2.2-3121.

iv. Every declaration and disqualification required pursuant to COIA shall be reflected in
the public records of the Commission for a period of five (5) years, in the office of
the Director.

v. Inthe event of a disqualification, the disqualified member shall be prohibited from
(i) attending any portion of a closed meeting when the matter in which he or she
has a personal interest is discussed, and (ii) discussing the matter in which he or she
has a personal interest with other members of the Commission, with the Director,
or with other officers or employees of the City government, at any time.

vi. At all times, Commission members shall conduct themselves and the Commission’s
business in accordance with all applicable requirements of COIA, including those
provisions not specifically referenced within these rules and procedures.

6. Community Participation

a.

b.

7. Reports.
a.

b.

Public notice. Public notice of all meetings of the Commission will be provided as set forth in
3.6, above. In addition, the Commission may direct the Secretary to give additional or
special notice, or advertise or announce specific matters before the Commission, as the
Commission may deem appropriate.

Public Participation. At the beginning and at the end of each of its open meetings the
Commission will receive public comment in accordance with City Council’s “Rules for

Public Participation," which Rules are hereby adopted and incorporated by reference

within these rules and procedures, as rules of the Commission.

Quarterly Reports. The Commission shall make quarterly reports to the City Council
concerning the operation of the Commission and the Office of Human Rights and the
status of the performance of the duties, responsibilities, and roles set forth within the
Charlottesville Human Rights Ordinance. Quarterly reports shall be submitted each
year in the months of January, April, July, and October.

Annual Reports. The Commission shall present a calendar year annual report to the
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City Council concerning the operation of the Commission and the Office of Human
Rights and the status of the performance of the duties, responsibilities, and roles set
forth within the Charlottesville Human Rights Ordinance. Annual reports shall be
submitted each year on a date specified by the City Council.

8. Public Hearings.

a.

Findings of Reasonable Cause. The following procedure is for public administrative
hearings held by the Human Rights Commission for the purpose of reviewing a finding
of reasonable cause, made by the Director of the Human Rights Commission, on a
complaint investigated by the Office of Human Rights. This procedure is intended to
supplement Section 2-439.1 of the Charlottesville Human Rights Ordinance (Code of
the City of Charlottesville, Chapter 2, Article XV) and should be updated, as needed,
to remain in accordance with the Ordinance.

i. When the Director of the Human Rights Commission makes a determination of
reasonable cause on a complaint investigated by the Office of Human Rights, and
alternative dispute resolution is unsuccessful, the Director shall send notice to both the
complainant and respondent that the complaint has been referred to the Human Rights
Commission for a public administrative hearing. This notice should be on City
letterhead, signed by the Director, and sent by both postal mail and email, if possible.

1. For employment, public accommodation, credit, or private education
complaints, the Director shall notify both parties that the Review &
Determination for the complaint will be shared with the Commission for a vote
on whether to hold a public administrative hearing.

2. For housing complaints, the Director shall notify both parties that the Review &
Determination for the complaint will be shared with the Commission and that
the complaint will proceed to a public administrative hearing if neither party
elects to pursue the complaint through a civil action in court.

ii. If legal guidance is needed to proceed, the Director shall also notify the City Attorney’s
Office of the public administrative hearing using the legal intake system.

iii. After sending notice to the complainant and respondent that the case has been referred
to the Human Rights Commission for a public administrative hearing, the Director shall
share the Review & Determination for the complaint with the Commission.

iv. Following receipt of the Review & Determination, the Commission shall take the
following actions:

1. For employment, public accommodation, credit, or private education
complaints, the Commission shall decide by majority vote during a public
meeting whether to hold a public administrative hearing. Commissioners shall
base their decision on how enforcement of the Human Rights Ordinance would
be best served.

a. If a majority of Commissioners vote not to hold a public hearing, the
Commission shall either dismiss the complaint or take such action as it
deems appropriate and consistent with the Human Rights Ordinance.

7
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b. If a majority of Commissioners vote to hold a public hearing, the
Commission shall proceed to step v.

2. For housing complaints, the Commission shall not vote on whether to hold a
public hearing but shall proceed directly to step v, if neither the complainant
nor respondent has elected to pursue the complaint through a civil action in
court.

v. The Commission shall decide, by majority vote, during a public meeting whether the
hearing panel will include the full Commission or a smaller group of at least three
Commissioners.

1. If the Commission chooses to delegate the hearing to a group of three or more
Commissioners, the group should have an odd number of members to facilitate
decision-making.

2. The motion to delegate the hearing to a group of three or more Commissioners
should name the Commissioners who have been selected as members of the
group.

3. If the Chair is not a member of the hearing panel, they may designate another
member of the panel to preside over the hearing.

vi. In preparation for sharing case records with the Human Rights Commission, the Director
and Investigator shall review the Investigative Report, as well as any supporting
documents, and redact any personal identifying information.

vii. After the Commission determines the composition of the hearing panel, the Director
shall share the names of the members of the panel with both parties to the complaint.
The Director shall confirm with each party whether a conflict of interest exists with any
members of the panel.

1. If there is no conflict identified by either party, the Director shall confirm the
composition of the hearing panel with both parties.

2. |If thereis a conflict identified by either party, the Director shall notify the
Commission Chair. During a public meeting, a different Commissioner shall be
selected to replace the panel member with whom there is a conflict of interest,
using the selection process described above. The Director shall share the
updated membership of the hearing panel with both parties to the complaint.
This process shall repeat until it can be confirmed that no member of the panel
has a conflict of interest with either party to the complaint.

viii. Once it is confirmed that there is no conflict of interest between the parties to the
complaint and the members of the hearing panel, the Director shall send a
confidentiality agreement to all members of the hearing panel. The Director must
receive a completed confidentiality agreement from all hearing panel members before
sharing any case records with the panel.

ix. After all members of the hearing panel have signed the confidentiality agreement, and
the case records have been compiled and redacted, the Director shall present the case
records to the members of the hearing panel.
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X. Electronic communication between Commissioners and staff about the case under
review should be confined to City email addresses.

xi. The Director shall provide the hearing panel with guidance regarding the contents and
review of case records. The hearing panel may ask the Director and Investigator
guestions about the records and investigation.

xii. The hearing panel may seek legal guidance from the City Attorney’s Office as part of
their review of the records.

xiii. The hearing panel may also submit a request to the Director for additional information
or evidence panel members believe may be necessary for reviewing the determination.

1. If the hearing panel requests additional information, the Director shall authorize
the Investigator to gather any available information.

2. Any additional information gathered by the Investigator shall be redacted to
remove any personally identifying information before presentation to the
hearing panel.

3. The Commission may invoke its authority to petition for a subpoena to obtain
evidence, as directed by the Human Rights Ordinance.

4. The Commissioners shall not accept any unsolicited information or evidence
from either party or any individual otherwise associated with the complaint.

a. If any Commissioner receives unsolicited information or evidence, the
Commissioner receiving such information or evidence shall immediately
forward it to the Director.

b. If the Office of Human Rights receives such information or evidence, it
shall notify the sending party that unsolicited information or evidence
shall not be accepted or reviewed by the Commission as part of the
public administrative hearing process.

xiv. Following their review of the case records, the hearing panel shall identify a date, time,
and location for the hearing, allowing time for both parties to receive notice no later
than 14 calendar days before the date of the hearing.

1. The Director shall notify both partes of the date, time, and location of the
hearing at least 14 calendar days before the date of the hearing. This notice
should be on City letterhead, signed by the Director, and sent by both postal
mail and email, if possible.

2. The hearing shall be publicly noticed as a Special Meeting of the Commission, in
accordance with state law.

xv. During the hearing, the Chair, or the Chair’s designee on the hearing panel, shall preside
over the hearing. The presiding Commissioner shall lead the panel through a discussion
of the case and any additional evidence that was gathered at the panel’s request.

1. The Director and Investigator shall also be present during the hearing to answer
any questions about the record.

2. The Policy & Impact Analyst may also be present to assist with meeting logistics
and recordkeeping.
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A representative from the City Attorney’s Office may also be present to advise
Commissioners and staff on any legal matters related to the hearing.

The hearing shall be recorded for the purpose of preparing a written record, and
such record shall be made available to the public following the hearing.

Following the discussion, the presiding Commissioner shall call for a motion from the

panel on whether to pursue one of the following actions:

1.

2.

The panel may vote whether to uphold the Director’s finding of reasonable
cause.

a. If a majority of the members of the hearing panel vote to uphold the
Director’s finding, the Commission shall prepare a written resolution
upholding the Director’s finding and any remedial actions the
Commission recommends, per its authority under the Human Rights
Ordinance.

i. The Director shall notify both parties of the Commission’s
finding.
ii. Such notice shall include a copy of the Commission’s resolution
and a summary of any further action to be taken.
The panel may vote whether to overturn the Director’s finding of reasonable
cause.

a. If a majority of the members of the hearing panel vote to overturn the
Director’s finding of reasonable cause, the Commission shall prepare a
written resolution affirming the dismissal of the complaint and
summarizing the evidence upon which the reversal of the Director’s
finding is based.

i. The Director shall notify both parties of the Commission’s
finding.

ii. Such notice shall include a copy of the Commission’s resolution
and communicate clearly that the Commission’s decision is final.

b. Findings of No Reasonable Cause. The following procedure is for public administrative appeal
hearings held by the Human Rights Commission for the purpose of reviewing a finding of no
reasonable cause, made by the Director of the Human Rights Commission, on a complaint
investigated by the Office of Human Rights. This procedure is intended to supplement Section 2-
439.1 of the Charlottesville Human Rights Ordinance (Code of the City of Charlottesville, Chapter
2, Article XV) and should be updated, as needed, to remain in accordance with the Ordinance.

The complainant in a case investigated by the Office of Human Rights may make a
written request for a public administrative appeal hearing by the Human Rights
Commission when the Director of the Human Rights Commission makes a determination
of no reasonable cause on the complaint. The written request for appeal from the
complainant must be received by the Commission or Office of Human Rights within 10
calendar days following the complainant’s receipt of the notice of dismissal.

If the Commission receives a request for appeal directly from the complainant, the
Commission Chair shall forward the request to the Director on the same day it was
received.

1C
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iii. When the Office of Human Rights receives a written request for appeal from the
complainant or a forwarded request from the Commission Chair, staff shall provide a
brief response, using the complainant’s preferred method of written contact,
acknowledging receipt of the request.

1. If the complainant made the request within 10 days of receiving the notice of
dismissal, then the response to the complainant shall confirm that the request
was timely, the Commission shall be notified of the request, and the Office of
Human Rights shall follow up with both parties regarding next steps.

2. If the complainant made the request more than 10 days after receiving the
notice of dismissal, then the response shall inform the complainant that the
submitted request was not timely and that the dismissal is final.

iv. The Director shall notify the Chair of the Human Rights Commission of a timely request
for appeal on the same day it was received, if the complainant submitted the request
directly to the Office of Human Rights.

v. If legal guidance is needed to proceed, the Director shall also notify the City Attorney’s
Office of the request for appeal using the legal intake system.

vi. After notifying the Chair of the Human Rights Commission, the Director shall send notice
of the timely request for appeal to both parties. This notice should be on City
letterhead, signed by the Director, and sent by both postal mail and email, if possible.

vii. The Commission shall decide, by majority vote, during a public meeting whether the
hearing panel will include the full Commission or a smaller group of at least three
Commissioners.

1. If the Commission chooses to delegate the hearing to a group of three or more
Commissioners, the group should have an odd number of members to facilitate
decision-making.

2. The motion to delegate the hearing to a group of three or more Commissioners
should name the Commissioners who have been selected as members of the
group.

3. If the Chair is not a member of the hearing panel, they may designate another
member of the panel to preside over the hearing.

viii. In preparation for sharing case records with the Human Rights Commission, the Director
and Investigator shall review the Investigative Report, as well as any supporting
documents, and redact any personal identifying information.

ix. After the Commission determines the composition of the hearing panel, the Director
shall share the names of the members of the panel with both parties to the complaint.
The Director shall confirm with each party whether a conflict of interest exists with any
members of the panel.

1. If there is no conflict identified by either party, the Director shall confirm the
composition of the hearing panel with both parties.

2. [Ifthereis a conflict identified by either party, the Director shall notify the
Commission Chair. During a public meeting, a different Commissioner shall be
selected to replace the panel member with whom there is a conflict of interest,
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using the selection process described above. The Director shall share the
updated membership of the hearing panel with both parties to the complaint.
This process shall repeat until it can be confirmed that no member of the panel
has a conflict of interest with either party to the complaint.

Once it is confirmed that there is no conflict of interest between the parties to the
complaint and the members of the hearing panel, the Director shall send a
confidentiality agreement to all members of the hearing panel. The Director must
receive a completed confidentiality agreement from all hearing panel members before
sharing any case records with the panel.

After all members of the hearing panel have signed the confidentiality agreement, and
any records to be shared have been compiled and redacted, the Director shall present
the Review & Determination along with the redacted Investigative Report to the hearing
panel.

Electronic communication between Commissioners and staff about the case under
review should be confined to City email addresses.

The Director shall provide the hearing panel with guidance regarding the contents and
review of case records. The hearing panel may ask the Director and Investigator
guestions about the records and investigation.

The hearing panel may seek legal guidance from the City Attorney’s Office as part of their
review of the records.

The hearing panel may also submit a request to the Director for additional information or
evidence panel members believe may be necessary for reviewing the determination.

1. If the hearing panel requests additional information, the Director shall authorize
the Investigator to gather any available information.

a. Any additional information gathered by the Investigator shall be
redacted to remove any personally identifying information before
presentation to the hearing panel.

b. The Director shall present the redacted information to the hearing
panel.

2. The Commission may invoke its authority to petition for a subpoena to obtain
evidence, as directed by the Human Rights Ordinance.

3. The Commissioners shall not accept any unsolicited information or evidence
from either party or any individual otherwise associated with the complaint.

a. If any Commissioner receives unsolicited information or evidence, the
Commissioner receiving such information or evidence shall immediately
forward it to the Director.

b. If the Office of Human Rights receives such information or evidence, it
shall notify the sending party that unsolicited information or evidence
shall not be accepted or reviewed by the Commission as part of the
public administrative hearing process.
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xvi. Following their review of the case records, the hearing panel shall identify a date, time,

and location for the hearing, allowing time for both parties to receive notice no later

than 14 calendar days before the date of the hearing.

1.

The Director shall notify both partes of the date, time, and location of the
hearing at least 14 calendar days before the date of the hearing. This notice
should be on City letterhead, signed by the Director, and sent by both postal
mail and email, if possible.

The hearing shall be publicly noticed as a Special Meeting of the Commission, in
accordance with state law.

xvii. During the hearing, the Chair, or the Chair’s designee on the hearing panel, shall preside

over the hearing. The presiding Commissioner shall lead the panel through a discussion

of the case and any additional evidence that was gathered at their request.

1.

The Director and Investigator shall also be present during the hearing to answer
any questions about the record.

The Policy & Impact Analyst may also be present to assist with meeting logistics
and recordkeeping.

A representative from the City Attorney’s Office may also be present to advise
Commissioners and staff on any legal matters related to the hearing.

The hearing shall be recorded for the purpose of preparing a written record, and
such record shall be made available to the public following the hearing.

xviii. Following the discussion, the presiding Commissioner shall make a motion to hold a vote

whether to uphold the Director’s finding of no reasonable cause.

1.

9. Amendments.

If a majority of the members of the hearing panel vote to uphold the Director’s
finding, the Commission shall prepare a written resolution upholding the
Director’s dismissal of the complaint.
a. The Director shall notify both parties of the Commission’s finding.
b. Such notice shall include a copy of the Commission’s resolution and
communicate clearly that the Commission’s decision is final.
If a majority of the members of the hearing panel vote to overturn the
Director’s finding, the Commission shall prepare a written resolution
summarizing the evidence upon which the reversal of the Director’s finding is
based, accompanied by recommendations for further action.
a. The Director shall notify both parties of the Commission’s finding.
b. Such notice shall include a copy of the Commission’s resolution and a
summary of any further action to be taken.

These bylaws, rules and procedures may be amended by vote of a majority of the Commission at any meeting
provided, however, notice of such proposed amendment shall be given to each member of the Commission in
writing at least five days prior to such meeting.
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AMENDMENTS

Human Rights Commission Policy on Individual Participation in Meetings by Electronic Means
Administrative Policy No. 1: Approved May 21, 2015 and amended May 18, 2023.

Policy Statement: It is the policy of the Charlottesville Human Rights Commission (HRC) that
individual members of the HRC may participate in meetings of the Commission by electronic

means as permitted by City Policy No. 100-02, as enabled by City Council Resolution #R22-
110 (September 6, 2022), City Code Sec. 2-149 & 2-154, and Va. Code Sec. 2.2-3708.3, 15.2-
1107, and 15.2-1541.

Eligibility: This policy shall apply to the entire membership of the HRC and without regard to
the identity of the member requesting remote participation or the matter considered or voted
on at the meeting.
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Martha’s Rules of Order
As adopted by the HRC on February 20, 2020

1. The proposal is presented. Clarifying questions are taken.
a. Proposal should always be in writing.
2. Friendly amendments are offered. Discussion is allowed only on the amendments.
a. Amendments should be prepared in advance when possible.
3. Speakers in favor of the proposal present their views.
a. This is not a time for debate.
b. Time limits should be set and enforced.
4. Speakers in opposition to the proposal present their views.
a. This is not a time for debate.
b. Time limits should be set and enforced.
5. General discussion and/or debate OR small group discussion time on the proposal is allowed.
a. Time limit on discussion is set by the group.
b. Facilitator helps group identify key issues.
c. Motion to table or refer is in order and requires % vote.
6. Firstvote is taken.
a. People vote
i. Infavor of the proposal, or
ii. Can live with the proposal, or
iii. Opposed to the proposal.
b. If a majority of those present votes “in favor” or “can live with,” proceed to Step 8.
c. If less than a majority of those present votes “in favor” or “can live with,” proposal dies.
7. Those voting in opposition are allowed to state their objections and concerns.
a. No discussion is allowed, only clarifying questions.
8. The second vote is taken as in Step 6.

a. It takes a majority of those present to override objections and pass the proposal.
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Sec. 2-430.1. Short title.
This Article shall be known and referred to as the Charlottesville Human Rights Ordinance.

Sec. 2-430.2. Definitions.

(a) Terms used in this ordinance to describe prohibited discrimination in employment shall
have the meanings as ascribed to them under Virginia Human Rights Act. Va. Code §§ 2.2-
3900- 3909., Va. Code § 15.2-965 as it relates to “Gender identity” “Military status”
“Religion” and “Sexual orientation”, and 42 U.S.C. §§ 1981-2000h-6., as amended.

(b) Terms used in this ordinance to describe prohibited discrimination in housing shall have
the meanings as ascribed to them under the Virginia Human Rights Act, Va. Code §§ 2.2-
3900- 3909., Va. Code § 15.2-965 as it relates to “Gender identity” “Military status”
“Religion” “Sexual orientation”, and Virginia Fair Housing Law, Va. Code § 36-96.1:1.,
and 42 U.S.C. § 3602, as amended.

(c) Terms used in this ordinance to describe prohibited discrimination in public
accommodations, credit, and private education shall have the meanings as ascribed to them
under the Virginia Human Rights Act., Va. Code §§ 2.2-3900-3909. and Va. Code § 15.2-
965. as it relates to “Gender identity” “Military status” “Religion” and “Sexual orientation,
and for public accommodation under 42 U.S.C. § 2000a., as amended.

(d) The term “jurisdictional” as used in this ordinance shall mean that an allegation of
discrimination is timely, the person who experienced harm is the person bringing forth the
allegation and falls within a covered group under this ordinance, the respondent falls within
a covered group under this ordinance, the alleged discriminatory act is covered by this
ordinance, and the alleged discriminatory act took place within the geographical boundary
of the City of Charlottesville and/or the alleged respondent is registered within the corporate
jurisdiction of the City of Charlottesville.

(e) The term “inquiry” as used in this ordinance shall mean an incoming contact requesting
services provided to an individual by the Office of Human Rights and/or an individual
allegation of discrimination that falls outside the jurisdiction of the Human Rights
Commission and Office of Human Rights, as defined by this ordinance.

(f) The term “complaint” as used in this ordinance shall mean a timely filing of a jurisdictional
allegation of unlawful discrimination, as defined by this ordinance.

(g) The phrase “alternative dispute resolution” as used in this ordinance shall mean an attempt
to resolve a complaint through informal dialogue, mediation, or conciliation.

Sec. 2-431. Unlawful discrimination prohibited generally.

Pursuant to Va. Code Ann. § 2.2-3900. and § 15.2-965., it is the policy of the City of
Charlottesville to:

(a) Safeguard all individuals within the City from unlawful discrimination in employment,
housing, public accommodation, private education, and credit.

(b) Preserve the public safety, health, and general welfare for the City of Charlottesville;
(c) Further the interests, rights, and privileges of individuals within the City; and



(d) Protect citizens of the City against unfounded charges of unlawful discrimination.

Sec. 2-431.1. Unlawful employment discrimination prohibited.

It shall be unlawful and a violation of this ordinance for any person, partnership, corporation,
or other entity to engage in discrimination in employment on the basis of race, color, religion,
national origin, sex, pregnancy, childbirth or related medical conditions, age, marital status,
sexual orientation, gender identity, military status, or disability. The prohibited actions in this
section shall include and have the meanings ascribed to them in Virginia Human Rights Act,
Va. Code §§ 2.2-3900-3909., Va. Code § 15.2-965 and 42 U.S.C. §§ 1981-2000h-6., as
amended.

Sec. 2-431.2. Unlawful housing discrimination prohibited.

In accordance with 42 U.S.C. § 3604, 42 U.S.C. § 3605, and 42 U.S.C. § 3606, it shall be
unlawful and a violation of this article for any person, partnership, corporation, or other entity:

(a) To refuse to sell or rent after the making of a bona fide offer, or to refuse to negotiate for
the sale or rental of, or otherwise make unavailable or deny, a dwelling to any person
because of race, color, religion, national origin, sex, elderliness, familial status, source of
funds, marital status, sexual orientation, gender identity, military status, or disability.

(b) To discriminate against any person in the terms, conditions, or privileges of sale or rental of
a dwelling, or in the provision of services or facilities in connection therewith, because of
race, color, religion, national origin, sex, elderliness, familial status, source of funds, marital
status, sexual orientation, gender identity, military status, or disability.

(c) To make, print, or publish, or cause to be made, printed, or published any notice, statement,
or advertisement, with respect to the sale or rental of a dwelling that indicates any
preference, limitation, or discrimination based race, color, religion, national origin, sex,
elderliness, familial status, source of funds, marital status, sexual orientation, gender
identity, military status, or disability, or an intention to make any such preference, limitation,
or discrimination.

(d) To represent to any person because of race, color, religion, national origin, sex, elderliness,
familial status, source of funds, marital status, sexual orientation, gender identity, military
status, or disability, that any dwelling is not available for inspection, sale, or rental when
such dwelling is in fact so available.

(e) For profit, to induce or attempt to induce any person to sell or rent any dwelling by
representations regarding the entry or prospective entry into the neighborhood of a person
or persons of a particular race, color, religion, national origin, sex, elderliness, familial
status, source of funds, marital status, sexual orientation, gender identity, military status, or
disability.

(f) Furthermore, it shall be unlawful and a violation of this article for any person, partnership,
corporation or other entity:

(1) To discriminate in the sale or rental, or to otherwise make unavailable or deny, a
dwelling to any buyer or renter because of a disability of the following:
(A) that buyer or renter;



(B)a person residing in or intending to reside in that dwelling after it is so sold,
rented, or made available; or

(C) any person associated with that buyer or renter.

(2) To discriminate against any person in the terms, conditions, or privileges of sale
or rental of a dwelling, or in the provision of services or facilities in connection
with such dwelling, because of a disability of:

(A) that person; or

(B)a person residing in or intending to reside in that dwelling after it is so sold,
rented, or made available; or

(C) any person associated with that person.

(3) For purposes of this subsection, discrimination includes:

(A) arefusal to permit, at the expense of the person with a disability, reasonable
modifications of existing premises occupied or to be occupied by such
person if such modifications may be necessary to afford such person full
enjoyment of the premises except that, in the case of a rental, the landlord
may, where it is reasonable to do so, condition permission for a
modification on the renter agreeing to restore the interior of the premises
to the condition that existed before the modification, reasonable wear and
tear excepted;

(B) a refusal to make reasonable accommodations in rules, policies, practices,
or services, when such accommodations may be necessary to afford
such person equal opportunity to use and enjoy a dwelling; or

(C)in connection with the design and construction of covered multifamily
dwellings for a failure to design and construct those dwellings in such a
manner that:

(1) the public use and common use portions of such dwellings are
readily accessible to and usable by people with disabilities;

(1) all the doors designed to allow passage into and within all premises
within such dwellings are sufficiently wide to allow passage by
people with disabilities requiring the use of wheelchairs; and

(i11)all premises within such dwellings contain the following features
of adaptive design:

a. an accessible route into and through the dwelling;

b. light switches, electrical outlets, thermostats, and other
environmental controls in accessible locations;

c. reinforcements in bathroom walls to allow later installation
of grab bars; and

d. usable kitchens and bathrooms such that an individual in a
wheelchair can maneuver about the space.

(4) Compliance with the appropriate requirements of the American National Standard
for buildings and facilities providing accessibility and usability for physically
handicapped people (commonly cited as “ANSI A117.17) suffices to satisfy the
requirements of Sec. 2-431.2.(3).(C).(ii1).



(A)As used in this subsection, the term “covered multifamily dwellings”
means:
(1) buildings consisting of 4 or more units if such buildings have one
or more elevators; and
(i1) ground floor units in other buildings consisting of 4 or more units.

(5) Nothing in this ordinance shall be construed to invalidate or limit any state or
federal law or City ordinance that requires dwellings to be designed and
constructed in a manner that affords people with disabilities greater access than is
required by this subchapter.

(6) Nothing in this ordinance requires that a dwelling be made available to an
individual whose tenancy would constitute a direct threat to the health or safety
of other individuals or whose tenancy would result in substantial physical damage
to the property of others.

(7) In general, it shall be unlawful for any person or other entity whose business
includes engaging in residential real estate-related transactions to discriminate
against any person in making available such a transaction, or in the terms or
conditions of such a transaction, because of race, color, religion, national origin,
sex, elderliness, familial status, source of funds, marital status, sexual orientation,
gender identity, military status, or disability.

(8) Asused in this section, the term “residential real estate-related transaction” means
any of the following:

(A) The making or purchasing of loans or providing other financial assistance:
(i) for purchasing, constructing, improving, repairing, or maintaining
a dwelling; or
(i1) secured by residential real estate.
(B) The selling, brokering, or appraising of residential real property.

(9) Nothing in this section prohibits a person engaged in the business of furnishing
appraisals of real property to take into consideration factors other than race, color,
religion, national origin, sex, elderliness, familial status, source of funds, marital
status, sexual orientation, gender identity, military status, or disability.

(g) It shall be unlawful to deny any person access to or membership or participation in any
multiple-listing service, real estate brokers’ organization or other service, organization, or
facility relating to the business of selling or renting dwellings, or to discriminate against an
individual in the terms or conditions of such access, membership, or participation, on
account of race, color, religion, national origin, sex, elderliness, familial status, source of
funds, marital status, sexual orientation, gender identity, military status, or disability.

Sec. 2-431.3. Unlawful public accommodation, credit, and private education
discrimination prohibited.

It shall be unlawful and a violation of this article for any person, partnership, corporation, or
other entity to engage in discrimination in public accommodations, credit, and private
education on the basis of race, color, religion, national origin, sex, pregnancy, childbirth or
related medical conditions, age, marital status, sexual orientation, gender identity, military



status, or disability. The prohibited actions in this section shall include and have the meanings
ascribed to them in Virginia Human Rights Act, Va. Code §§ 2.2-3900-3909., Va. Code §
15.2-965 as it relates to “Gender identity” “Military status” “Religion” “Sexual orientation”,
and 42 U.S.C. §§ 1981-2000h-6., as amended.

Sec. 2-432. Human Rights Commission.

(a) There is hereby created in the City of Charlottesville a Human Rights Commission
(“Commission”), the members of which shall be appointed by the City Council. The
Commission shall consist of nine (9) members, all of whom shall possess significant and
demonstrable ties to the city. In making appointments, the City Council shall seek individuals
who demonstrate integrity, sound judgment, and a commitment to promoting equal
opportunity and addressing discrimination within the community. The Council shall also
consider applicants’ personal or professional experience relevant to the work of the
Commission, including experience related to employment or housing discrimination. Of the
members first appointed, at least three shall be appointed for terms of three years, at least
three shall be appointed for terms of two years, and at least three shall be appointed for terms
of one year. Thereafter, members shall be appointed for terms of three years each. Any
vacancy shall be filled by the City Council for the unexpired portion of a term. Following
notice to the member, any member of the Commission may be removed for good cause by a
majority vote of City Council.

(b) The Commission shall elect from its members a chair, a vice-chair, and such other officers
as the Commission may deem appropriate.

(c) Members of the Commission shall serve without compensation, but funds may be
appropriated in the City’s annual budget for reasonable and necessary expenses to be
incurred by Commission in the conduct of its prescribed functions.

(d) All meetings of the Commission shall be advertised in advance and in the manner required
by law and shall be open to the public except for meetings lawfully closed pursuant to the
Virginia Freedom of Information Act. The Commission may adopt bylaws and procedures
to govern the conduct of its meetings; provided, however, that at the beginning and at the
end of each of its public meetings the Commission will receive public comment in
accordance with City Council’s adopted “Rules for Public Participation.”

(e) The Commission may, in its discretion, delegate any of its duties or responsibilities
hereunder to a panel of not less than three Commissioners.

(f) There shall be a full-time Director of the Commission, who shall be appointed by the City
Manager with the advice and consent of the Commission and who shall serve full time in
that capacity. A candidate proposed for appointment as the Director must demonstrate
significant prior professional experience performing one or more of the activities or roles
described in the code of the City of Charlottesville, Chapter 2, Article XV. The Director
shall be responsible for and report to the Commission on the day-to-day operational
conduct of the Human Rights Commission. The Director shall report directly to the
Deputy City Manager for Social Equity for administrative and fiscal matters. The City
Manager shall delegate to the Director the authority to employ such additional staff as
authorized and funded by the City Council to allow the Commission to effectively fulfill



its obligations under this Ordinance. In the absence of a Director, the City Manager shall
transfer the Director’s duties to qualified professional staff within the City to ensure the
continuity of services provided by the Human Rights Commission and Office of Human
Rights.

(g) The City Council shall establish policies and procedures for the performance by the

Commission of the roles, duties and responsibilities set forth within this article (“operating
procedures™). All City departments, boards and commissions shall cooperate with and
assist the Commission, including the provision of information in response to reasonable
requests from the Commission.

(h) Legal counsel shall be provided to the Commission and its staff through the Office of the

City Attorney. The City Council hereby authorizes retention of outside counsel for the
prosecution of civil action regarding a finding of reasonable cause under this ordinance,
upon recommendation of the City Attorney.

The Commission shall make quarterly reports to the City Council concerning the
operation of the Commission and the status of the Commission’s performance of the
duties, responsibilities and roles set forth within this article. One of the required quarterly
reports shall be an annual report. The schedule for submission of these reports, and the
required contents of the reports, shall be as specified within the Commission’s operating
procedures.

Sec. 2-433. Role of the Human Rights Commission.

The role of the Human Rights Commission, with support from the Office of Human Rights,
is to act as a strong advocate for justice and equal opportunity by providing citywide
leadership and guidance in the area of civil rights. The Commission will:

(a) Assist individuals who believe they are the victim of an act of unlawful discrimination

within the jurisdiction of the City;

(b) Collaborate with the public and private sectors to provide awareness, education and

guidance on methods to prevent and eliminate discrimination citywide;

(1) The Commission shall serve as a forum for the discussion of human rights issues
and be responsible for conducting ongoing efforts to engage community
members in an open, honest, and creative dialogue regarding issues of equity
and opportunity, including but not limited to issues considered by the City’s
Dialogue on Race initiative.

(2) The Commission shall conduct or engage in educational and informational
programs for the promotion of mutual understanding, reconciliation, and respect
between all classes of individuals protected by this ordinance and the larger
Charlottesville community.

(c) Identify and review systemic issues, policies, and practices of the City of Charlottesville

and advise its boards, commissions, and other public agencies within the City on issues
related to human rights;

(1) Such policies, practices, and systems may include those of an institutional nature
that:



(A)May be unlawful discriminatory practices; or

(B) May not constitute unlawful discriminatory practices but nevertheless
produce disparities that adversely impact individuals in accordance with
the protected classes identified within this ordinance.

(2) Any review undertaken pursuant to this section may be initiated at the request
of any other public or private entity, or by the Commission on its own initiative.

(3) The Commission may conduct its own research and review of existing studies
and literature, collaborate with other research organizations, organize public
focus groups, and hold such hearings as may be necessary to identify policies,
practices and systems as referenced above. For each such identified policy,
practice or system, the goal of the Commission will be to formulate
recommendations and to propose to City Council concrete, actionable reforms
that will eliminate discriminatory practices or the adverse effects of lawful other
practices. The Commission will report the status of its ongoing project(s) or
review(s) to City Council within its quarterly and annual reports.

(d) Seek a Fair Employment Practices Agency (FEPA) workshare agreement with the Equal
Employment Opportunity Commission (EEOC) and a Fair Housing Assistance Program
(FHAP) workshare agreement with the Department of Housing and Urban Development
(HUD) to conduct investigations of employment and housing discrimination on their
behalf and enter into such agreement(s) subject to approval of City Council upon a finding
that the agreement(s) would be in the best interest of the City;

(e) Make recommendations regarding the City’s annual legislative program, with an emphasis
on enabling legislation that may be needed to implement programs and policies that will
address discrimination; and

(f) Prepare policy or procedure recommendations to City Council which the Commission
believes are necessary for the performance of the roles, duties, and responsibilities
assigned to the Commission within this article, and for modifications of operating
procedures approved by City Council.

Sec. 2-434. Office of Human Rights.

(a) There is hereby created in the City of Charlottesville an Office of Human Rights (“Office”),
which is a division of the City Manager’s Office.

(b) The Director of the Human Rights Commission will be responsible for, and report to the
Commission on, the day-to-day operational conduct of the Office of Human Rights.

(c) The Director may hire additional staff, as approved by the City Manager and funded by City
Council, to fulfill the roles designated within this ordinance. Such staff shall report to the
Director.

Sec. 2-435. Role of the Office of Human Rights.
The role of the Office of Human Rights is to:
(a) Provide administrative support to the Human Rights Commission;

(b) Receive individual inquiries and_complaints of discrimination within the jurisdiction of the



City of Charlottesville; and attempt to resolve such complaints through alternative dispute
resolution, and/or investigate and issue findings on whether there is reasonable cause to
believe a violation of this ordinance has occurred;, and/or provide referrals to appropriate
services for inquiries that do not involve a jurisdictional complaint of discrimination;

(c) Conduct community outreach related to human rights. Such outreach may include:

(1) Providing information to the public regarding the services provided by the Office of
Human Rights and the Human Rights Commission;

(2) Hosting or participating in educational events for the purpose of raising public awareness
around issues of human rights, discrimination, and/or equity;

(3) Facilitating, leading, or participating in collaborative meetings and events with
community partners for the purpose of addressing issues of human rights, discrimination,
and/or equity.

Sec. 2-436. Reserved.

Sec. 2-437.1. Investigation of individual employment discrimination complaints and
issuance of findings.

(a) Complaints and answers

(1) The Director shall develop and implement a central intake procedure to be used
by the Office of Human Rights for receiving and processing individual inquiries
that allege an unlawful, discriminatory employment practice.

(2) Upon the receipt of such inquiry, the Director or other designated professional
staff shall conduct an initial assessment to determine if the inquiry is
jurisdictional. The inquiry may be dismissed by the Director without further
action if it is non-jurisdictional.

(3) If the inquiry is not dismissed, any person claiming to be aggrieved by an
unlawful discriminatory employment practice may file a complaint in writing
with the Office of Human Rights not more than 180 calendar days following the
alleged discriminatory act. The complaint shall be in such detail as to substantially
apprise any party properly concerned as to the time, place, and facts surrounding
the alleged unlawful discrimination.

(4) For complaints alleging an unlawful discriminatory employment practice within
the jurisdiction of the City, the Director or other designated professional staff are
authorized to undertake further action as detailed in Sec. 2- 437.1.(b).

(5) For inquiries alleging an unlawful discriminatory employment practice that falls
outside the jurisdiction of the City, the Director or other designated professional
staff shall dismiss the inquiry as non-jurisdictional and inform the aggrieved
individual of the option to file with an appropriate state or federal agency.

(6) Ifthe City of Charlottesville is the named respondent in an inquiry of employment
discrimination received by Office of Human Rights, the Director or other



designated professional staff shall dismiss the inquiry as non-jurisdictional and
inform the aggrieved individual of the option to file with an appropriate state or
federal agency.

(7) If a current or former City of Charlottesville Human Rights Commissioner is a
party to an inquiry of employment discrimination received by the Office of
Human Rights, and the case is jurisdictional, the Director may attempt to resolve
the complaint through alternative dispute resolution. If the complaint cannot be
resolved through alternative dispute resolution, the Director shall
administratively close the case and inform the aggrieved individual of the option
to file with an appropriate state or federal agency.

(8) Upon the filing of a complaint of discrimination, the Director shall serve notice
of the complaint on the complainant and each respondent named therein. Said
notice shall be served in a timely manner specifying the allegation, citing the
evidence that supports further action, advising all parties of the time limits and
choice of forums under this ordinance, and indicating the action to be taken.

(b) Further action

(1) Further action for employment discrimination complaints, as authorized by this
ordinance, may include informal dialogue, mediation, and/or investigation of the
complaint.

(2) It shall be the responsibility of the aggrieved individual to provide current and
updated contact information to the Office of Human Rights from the date of filing
through the completion of any further action.

(3) If, during the process of informal dialogue, mediation, or investigation, the
complainant does not respond to communication or requests for information
from the Office of Human Rights for a period of thirty (30) calendar days, the
Director shall serve written notice of pending case closure on the complainant
stating that the case shall be administratively closed if the complainant does not
respond within thirty (30) calendar days of the date the written notice is issued.

(A) If the complainant responds to the notice of pending case closure within
thirty (30) calendar days of the date the notice was issued, the case shall
remain open.

(B) If the complainant does not respond within thirty (30) calendar days of
the date the notice was issued, or if the complainant responds within the
thirty (30) calendar-day timeframe but does not respond to subsequent
communication or requests for information for another thirty (30)
calendar-day period, the case shall be administratively closed without
further notice.

(4) The complainant may, following the administrative closure of the case, re-file
the complaint at a future date, provided that the complaint is filed within one
hundred and eighty (180) calendar days of the alleged discriminatory event
detailed in the original complaint.

(5) If, during the process of informal dialogue, mediation, or investigation, the



respondent does not respond to communication or requests for information from
the Office of Human Rights for a period of thirty (30) calendar days, the
Director may serve written notice on the respondent that the investigation may
proceed without the requested information and that a determination on the case
shall be rendered upon completion of the investigation.

(c) Alternative dispute resolution

(1) During the period beginning with the filing of such complaint and ending with
the rendering of a determination or a dismissal by the Director, the Director shall,
to the extent feasible, engage in informal dialogue or mediation with respect to
such complaint.

(2) The Director shall propose an initial meeting between the parties for the purpose
of exploring alternative dispute resolution of the complaint through voluntary
informal dialogue or mediation.

(A)For the purposes of this section, informal dialogue shall refer to a voluntary
meeting between the complainant and respondent to explore resolution that
does not result in a written settlement agreement.

(B)For the purposes of this section, mediation shall refer to a facilitated
dialogue resulting in a written settlement agreement between the respondent
and complainant.

(3) Nothing herein shall be interpreted as requiring any party to participate in
informal dialogue, mediation, or any other resolution efforts.

(4) Materials used and communications made during informal dialogue or mediation
concerning a complaint of unlawful discrimination shall be confidential and shall
not be disclosed to the public by the Director, the Commission, or Office of
Human Rights staff unless disclosure is authorized in writing by all parties to the
dispute.

(5) If informal dialogue is concluded, the complaint shall be considered resolved
upon the complainant’s written or verbal withdrawal of the complaint.

(6) If the mediation is concluded to the satisfaction of both parties, the complaint
shall be considered resolved upon the parties’ execution of a written settlement
agreement. Unless all parties agree otherwise, the execution of a written
agreement is solely for the purpose of settling a disputed claim and does not
constitute an admission by any party that the law or this ordinance has been
violated. No further action on the initial complaint shall be taken by the
Commission or the Office of Human Rights staff once the agreement is executed.

(7) If informal dialogue or mediation is not successful, the Director or designee shall
conduct an investigation.

(d) Investigation

(1) Upon the filing of a complaint under this section, the Director shall assign an
Investigator to make an investigation of the alleged discriminatory practice for
the purpose of rendering a written determination as to whether there is reasonable



cause to believe a violation of this ordinance occurred and the facts supporting
such determination.

(2) The Investigator shall complete such investigation within one hundred and eighty

(180) calendar days after the filing of the complaint unless it is impracticable to
do so. If the Investigator is unable to complete the investigation within one
hundred and eighty (180) calendar days after the filing of the complaint, the
Director shall notify the complainant and respondent in writing of the reasons for
not doing so.

(3) Statements received by the Investigator from the complainant, respondents, and

witnesses as part of an investigation shall be under oath or affirmation and may
be reasonably and fairly amended at any time.

(4) When conducting an investigation of a complaint filed under this ordinance, the

Investigator shall have the right to interview any person who may have any
information which may further the investigation and to request production of any
records or documents for inspection and copying in the possession of any person
which may further the investigation. Such persons shall be interviewed under
oath. The Director or designated subordinates shall have the authority to collect,
inspect, and copy records under this ordinance.

(5) If during an investigation any person refuses to comply with a request by the

Director or Office staff to produce data, information, documents, or other tangible
evidence or refuses to appear as a witness for the gathering of evidence necessary
to determine whether a violation of this ordinance has occurred, the Director, after
a good faith effort to obtain such evidence or attendance of witnesses, may
petition a court of appropriate jurisdiction for a subpoena against any such person
refusing to produce such evidence or refusing to appear as a witness, and such
court may, upon good cause shown, cause the subpoena to be issued.

(A) Said subpoenas and requests for information may be ordered to the same
extent and subject to the same limitations as would apply if the subpoenas
or requests for information were ordered or served as part of a civil action
in the Commonwealth of Virginia.

(B) For purposes of this section, “person” includes any individual,
partnership, corporation, association, legal representative, mutual
company, joint stock company, trust, unincorporated organization,
employee, employer, employment agency, labor organization, joint labor-
management committee, or an agent thereof.

(C) Neither the complainant nor the respondent shall have the right to demand
that a subpoena be issued.

(D) Any witness subpoena issued under this section shall include a statement
that any statements made will be under oath and that the respondent or
other witness is entitled to be represented by an attorney.

(E) Any person failing to comply with a subpoena issued under this section
shall be subject to punishment for contempt by the court issuing the



subpoena. Any person so subpoenaed may petition the Charlottesville
Circuit Court to quash the subpoena.

(F) In case of refusal or neglect to obey a subpoena, the Director may petition
for its enforcement in the Circuit Court of the City of Charlottesville. The
Circuit Court of the City of Charlottesville will be requested to give these
cases priority on the court docket.

(6) Upon the conclusion of the investigation, the Investigator shall prepare an
investigative report for submission to the Director.

(e) Reasonable cause determination and effect

(1) Upon completion of an investigation and submission of the investigative report,
the Director shall render a written determination of whether there is reasonable
cause to believe a violation of this ordinance has been committed and the facts
supporting such determination. The written determination shall promptly be
served on the parties.

(2) Ifthe Director determines that there is reasonable cause to believe that a violation
of this ordinance has been committed, the Director shall immediately endeavor to
eliminate any alleged unlawful discriminatory practice through informal dialogue
or mediation.

(3) If the complaint cannot be resolved through informal dialogue or mediation, the
Director shall proceed with the preparation of materials for consideration by the
Commission for the purpose of holding a vote on whether to conduct a public
administrative hearing on the complaint.

(4) Such materials shall include a copy of the written determination with the names
and identifying information of the complainant, respondent, respondent’s agents,
and any witnesses redacted.

(5) Upon request by the Commission, the Director shall provide a copy of the full
investigative report with the names and identifying information of the
complainant, respondent, respondent’s agents, and any witnesses redacted.

(6) If the Director determines that there is no reasonable cause to believe a violation
of this ordinance has been committed, the Director shall dismiss the complaint
and advise the complainant in writing that such dismissal shall become final
unless, within ten (10) calendar days of receipt of the notice of dismissal, the
complainant contacts the Office of Human Rights to request a review of the
determination of the Director through the Commission’s public administrative
appeal hearing process.

(f) Contracted services

(1) In order to fulfill the requirements of this section, the City Manager or their
designee is authorized to contract on behalf of the City with any objective, neutral
third party qualified to assess allegations of discrimination under this section for
the purpose of receiving complaints, conducting investigations, rendering written
determinations of whether there is reasonable cause to believe a violation of this
ordinance has occurred, conducting informal dialogues or mediations of



complaints, and advising the Director of the Commission of the results of any
investigation, informal dialogue, or mediation of complaints.

Sec. 2-437.2. Investigation of individual housing discrimination complaints and issuance
of findings.

(a) Complaints and Answers (in accordance with 42 U.S.C. § 3610 and 24 C.F.R. § 115.204)

(1) The Director shall develop and implement a central intake procedure to be used by
the Office of Human Rights for receiving and processing individual inquiries that
allege an unlawful, discriminatory housing practice.

(2) Upon the receipt of such inquiry, the Director or other designated professional staff
shall conduct an initial assessment to determine if the inquiry is jurisdictional. The
inquiry may be dismissed by the Director without further action if it is non-
jurisdictional.

(3) If the inquiry is not dismissed, any person claiming to be aggrieved by an unlawful
discriminatory housing practice may file a complaint in writing with the Office of
Human Rights not more than one year (365 calendar days) following the alleged
discriminatory act. The complaint shall be in such detail as to substantially apprise
any party properly concerned as to the time, place, and facts surrounding the alleged
unlawful discrimination.

(4) Where the Commission identifies a systemic, discriminatory housing practice, the
Commission may, upon majority vote of its members, request that the Director file a
complaint of housing discrimination in situations where there is no named complainant.
The Director, on the Director’s own initiative, may also file such a complaint.

(5) The Director may also investigate housing practices to determine whether a
complaint should be brought under this section.

(6) If the City of Charlottesville is the named respondent in an inquiry of housing
discrimination received by Office of Human Rights, the Director shall dismiss the
inquiry as non-jurisdictional and inform the aggrieved individual of the option to file
with an appropriate state or federal agency.

(7) If a current or former City of Charlottesville Human Rights Commissioner is a party
to an inquiry of housing discrimination received by the Office of Human Rights,
and the case is jurisdictional, the Director may attempt to resolve the complaint
through alternative dispute resolution. If the complaint cannot be resolved through
alternative dispute resolution, the Director shall administratively close the case and
inform the aggrieved individual of the option to file with an appropriate state or
federal agency.

(8) Upon the filing of such a complaint,

(A) The Director shall serve notice upon the aggrieved person acknowledging
such filing and advising the aggrieved person of the time limits and choice
of forums provided under this ordinance.

(B) The Director shall, not later than ten (10) calendar days after such filing or
the identification of an additional respondent, serve on the respondent a



notice identifying the alleged discriminatory housing practice and advising
such respondent of the procedural rights and obligations of respondents
under this ordinance, together with a copy of the original complaint.

(C) Each respondent may file, not later than ten (10) calendar days after receipt
of notice from the Director, an answer to such complaint.

(D) The Office of Human Rights shall commence proceedings with respect to
the complaint before the end of the thirtieth (30th) calendar day after receipt
of the complaint.

(9) Complaints and answers shall be under oath or affirmation and may be reasonably
and fairly amended at any time.

(10) A person who is not named as a respondent in a complaint, but who is identified
as a respondent in the course of investigation, may be joined as an additional or
substitute respondent upon written notice to such person, from the Director. Such
notice shall explain the basis for the Director’s belief that the person to whom the
notice is addressed is properly joined as a respondent.

(11) Under this section, if the City has entered into a FHAP workshare agreement, all
decision-making authority with respect to acceptance and investigation of a
complaint, approval of a conciliation agreement, dismissal of a complaint, final
administrative disposition of a complaint, and/or decision-making regarding whether
a particular matter will or will not be pursued shall be held by staff of the Office of
Human Rights. If the City has not entered into a FHAP workshare agreement, the
City Manager or their designee is authorized to delegate such decision-making
authorities to any objective, neutral third party qualified to assess allegations of
discrimination under this section. The third party shall advise the Director of the
Commission of the results of any delegated decision-making.

(b) Further action

(1) Further action for housing discrimination complaints, as authorized by this
ordinance, may include informal dialogue, mediation, conciliation, and/or
investigation of the complaint.

(2) It shall be the responsibility of the aggrieved individual to provide current and
updated contact information to the Office of Human Rights from the date of filing
through the completion of any further action.

(3) If, during the process of informal dialogue, mediation, conciliation or investigation,
the complainant does not respond to communication or requests for information
from the Office of Human Rights for a period of thirty (30) calendar days, the
Director shall serve written notice of pending case closure on the complainant
stating that the case shall be administratively closed if the complainant does not
respond within thirty (30) calendar days of the date the written notice is issued.

(A) If the complainant responds to the notice of pending case closure within
thirty (30) calendar days of the date the notice was issued, the case shall
remain open.

(B) If the complainant does not respond within thirty (30) calendar days of the



date the notice was issued, or if the complainant responds within the thirty
(30) calendar-day timeframe but does not respond to subsequent
communication or requests for information for another thirty (30)
calendar-day period, the case shall be administratively closed without
further notice.

(4) The complainant may, following the administrative closure of the case, re-file the
complaint at a future date, provided that the complaint is filed within three hundred
sixty-five (365) calendar days of the alleged discriminatory event detailed in the
original complaint.

(5) If, during the process of informal dialogue, mediation, conciliation, or investigation,
the respondent does not respond to communication or requests for information from
the Office of Human Rights for a period of thirty (30) calendar days, the Director
may serve written notice on the respondent that the investigation may proceed
without the requested information and that a determination on the case shall be
rendered upon completion of the investigation.

(c) Alternative dispute resolution (in accordance with 42 U.S.C. § 3610 and 24 C.F.R. §115.204)

(1) During the period beginning with the filing of such complaint and ending with the
filing of a charge or a dismissal by the Director, the Director shall, to the extent
feasible, engage in informal dialogue, mediation, or conciliation with respect to such
complaint.

(A) For the purposes of this section, informal dialogue shall refer to a voluntary
meeting between the complainant and respondent to explore resolution that
does not result in a written settlement agreement.

(B) For the purposes of this section, mediation shall refer to a facilitated
dialogue resulting in a written settlement agreement between the respondent
and complainant.

(C) For the purposes of the section, conciliation shall refer to a facilitated
dialogue resulting in a written settlement agreement between the
respondent, complainant, and the City, and such agreement shall be subject
to approval by the Director.

(2) The Director shall propose an initial meeting between the parties for the purpose of
exploring a resolution of the complaint through voluntary informal dialogue,
mediation, or conciliation.

(3) Nothing herein shall be interpreted as requiring any party to participate in informal
dialogue, mediation, conciliation, or any other resolution efforts.

(4) Materials used and communications made during informal dialogue, mediation, or
conciliation concerning a complaint of unlawful discrimination shall be confidential
and shall not be disclosed to the public by the Director, the Commission, or Office
of Human Rights staff unless disclosure is authorized in writing by all parties to the
dispute.

(5) If informal dialogue is concluded to the satisfaction of the complainant, the
complaint will be considered resolved upon the complainant’s written or verbal



withdrawal of the complaint.

(6) If the mediation or conciliation is concluded to the satisfaction of both parties, the
complaint will be considered resolved upon the parties’ execution of a written
settlement agreement. Unless all parties agree otherwise, the execution of a written
agreement is solely for the purpose of settling a disputed claim and does not
constitute an admission by any party that the law or this ordinance has been violated.
No further action on the initial complaint will be taken by the Commission or the
Office of Human Rights staff once the agreement is executed.

(7) If informal dialogue, mediation, or conciliation is not successful, the Director or
designee shall conduct an investigation.

(8) Concurrent with the investigation or after release of the investigative report, a
conciliation agreement arising out of such complaint shall be an agreement between
the respondent, the complainant, and the City of Charlottesville, and shall be subject
to approval by the Director.

(A)Each conciliation agreement shall be made public unless the parties
otherwise agree and the Director determines that disclosure is not required
to further the purposes of this Ordinance.

(B) Notwithstanding the foregoing requirements for mutual agreement to
publication of a conciliation agreement, the City of Charlottesville may
provide a copy of the conciliation agreement as otherwise required by
operation of law.

(d) Failure to comply with conciliation agreement (in accordance with 42 U.S.C. § 3610 and 24
C.F.R. §115.204)

(1) Whenever the Director has reasonable cause to believe that a respondent has
breached a conciliation agreement, the Director shall refer the matter to the City
Attorney’s Office for enforcement. The City Attorney is authorized by City Council
to take such action as is necessary to enforce the agreement, including the hiring of
an Attorney to enforce the rights granted under this ordinance in a Court of
competent jurisdiction at the City’s sole expense.

(e) Investigation (in accordance with 42 U.S.C. § 3610 and 24 C.F.R. §115.204)

(1) Upon the filing of a complaint under this section, the Director shall assign an
Investigator to make an investigation of the alleged discriminatory housing practice
and complete such investigation within one hundred (100) calendar days after the
filing of the complaint, unless it is impracticable to do so.

(2) If the Investigator is unable to complete the investigation within one hundred (100)
calendar days after the filing of the complaint, the Director shall notify the
complainant and respondent in writing of the reasons for not doing so.

(3) Statements received by the Investigator from the complainant, respondents, and
witnesses as part of an investigation shall be under oath or affirmation and may be
reasonably and fairly amended at any time.

(4) When conducting an investigation of a complaint filed under this ordinance, the



Investigator shall have the right to interview any person who may have any
information which may further the investigation and to request production of any
records or documents for inspection and copying in the possession of any person
which may further the investigation. Such persons shall be interviewed under oath.
The Director or designated subordinates shall have the authority to collect, inspect,
and copy records under this ordinance.

(5) In accordance with 42 U.S.C. §3611, if during an investigation any person refuses
to comply with a request by the Director or Office staff to produce data, information,
documents, or other tangible evidence or refuses to appear as a witness for the
gathering of evidence necessary to determine whether a violation of this ordinance
has occurred, the Director, after a good faith effort to obtain such evidence or
attendance of witnesses, may petition a court of appropriate jurisdiction for a
subpoena against any such person refusing to produce such evidence or refusing to
appear as a witness, and such court may, upon good cause shown, cause the subpoena
to be issued.

(A) Said subpoenas and requests for information may be ordered to the same
extent and subject to the same limitations as would apply if the subpoenas
or requests for information were ordered or served as part of a civil action
in the Commonwealth of Virginia.

(B) For purposes of this section, “person” includes any individual, partnership,
corporation, association, legal representative, mutual company, joint stock
company, trust, unincorporated organization, employee, employer,
employment agency, labor organization, joint labor-management
committee, or an agent thereof.

(C) Neither the complainant nor the respondent shall have the right to demand
that a subpoena be issued.

(D) Any witness subpoena issued under this section shall include a statement
that any statements made will be under oath and that the respondent or other
witness is entitled to be represented by an attorney.

(E) Any person failing to comply with a subpoena issued under this section
shall be subject to punishment for contempt by the court issuing the
subpoena. Any person so subpoenaed may petition the Charlottesville
Circuit Court to quash the subpoena.

(F) In case of refusal or neglect to obey a subpoena, the Director may petition
for its enforcement in the Circuit Court of the City of Charlottesville. The
Circuit Court of the City of Charlottesville will be requested to give these
cases priority on the court docket.

(6) At the end of each investigation under this section, the Investigator shall prepare a
final investigative report containing:

(A) the names and dates of contacts with witnesses;

(B) a summary and the dates of correspondence and other contacts with the
aggrieved person and the respondent;



(C) asummary description of other pertinent records;
(D) asummary of witness statements; and

(E) answers to questions submitted during the course of the investigation, where
applicable.

(7) A final report under this paragraph may be amended if additional evidence is later
discovered.

(f) Prohibitions and requirements with respect to disclosure of information (in accordance with
42 U.S.C. § 3610 and 24 C.F.R. §115.204)

(1) Nothing said or done in the course of conciliation under this subchapter may be made
public or used as evidence in a subsequent proceeding under this subchapter without
the written consent of the parties to the conciliation.

(2) Notwithstanding Sec. 2-440., the Director shall make available to the aggrieved
person and the respondent, at any time, upon request following completion of the
investigation, information derived from an investigation and any final investigative
report relating to that investigation, such information shall be redacted to exclude
any personal identifying information protected from disclosure by state or federal
law.

(g) Prompt judicial action (in accordance with 42 U.S.C. § 3610 and 24 C.F.R. §115.204)

(1) If the Director, in consultation with the City Attorney, concludes at any time
following the filing of a complaint that prompt judicial action is necessary to carry
out the purposes of this subchapter, the Director may refer the matter to the City
Attorney with a request for appropriate temporary or preliminary relief pending final
disposition of the complaint under this section. Upon receipt of authorization from
the City Manager, the City Attorney shall promptly commence and maintain such an
action, as needed. Any temporary restraining order or other order granting
preliminary or temporary relief shall be issued in accordance with the authority
granted by a Court of competent jurisdiction. The commencement of a civil action
under this subsection does not affect the initiation or continuation of further action,
as authorized by the Director under this ordinance.

(2) Whenever the Director, in consultation with the City Attorney, has reason to believe
that a basis may exist for the commencement of proceedings against any respondent
by any governmental licensing or supervisory authorities, the Director shall transmit
the information upon which such belief is based to the City Attorney or to such other
agency or authority with appropriate jurisdiction.

(h) Reasonable cause determination and effect (in accordance with 42 U.S.C. § 3610 and 24
C.F.R.§115.204)

(1) The Director shall, within one hundred (100) calendar days after the filing of the
complaint, determine based on the facts whether reasonable cause exists to believe
that a discriminatory housing practice has occurred or is about to occur, unless it is
impracticable to do so, or unless the Director has approved a conciliation agreement
with respect to the complaint. If the Director is unable to make the determination
within one hundred (100) calendar days after the filing of the complaint, the Director



shall notify the complainant and respondent in writing of the reasons for not doing
SO.

(A) The Commission and/or Office shall make a final administrative disposition
of a complaint filed under this section within one year (365 calendar days)
of the date of receipt of a complaint, unless it is impracticable to do so. If
the Commission and/or Office is unable to do so, it shall notify the parties,
in writing, of the reasons for not doing so.

(2) If the Director determines that reasonable cause exists to believe that a
discriminatory housing practice has occurred or is about to occur, the Director shall,
unless a resolution has been reached through informal dialogue, mediation, or
conciliation, immediately render a determination on behalf of the aggrieved person.

(3) If the Director, in consultation with the City Attorney, renders a determination of
reasonable cause on behalf of the aggrieved person, the Director shall issue a charge
on behalf of the aggrieved person for further civil action proceedings. Such charge:

(A) shall consist of a short and plain statement of the facts upon which the
Director has found reasonable cause to believe that a discriminatory
housing practice has occurred or is about to occur;

(B) shall be based on the final investigative report; and

(C) need not be limited to the facts or grounds alleged in the complaint filed
under Sec. 2-437.2.(a).

(4) If the Director, in consultation with the City Attorney, determines that the matter
involves the legality of any State or local zoning or other land use law or ordinance,
the Director shall immediately refer the matter to the City Attorney with a
recommendation for appropriate civil action instead of issuing such charge.

(5) If the Director determines that there is no reasonable cause to believe a violation of
this ordinance has been committed, the Director shall dismiss the complaint and
advise the complainant in writing that such dismissal shall become final unless,
within ten (10) calendar days of receipt of the notice of dismissal, the complainant
contacts the Office of Human Rights to request a review of the determination of the
Director through the Commission’s public administrative appeal hearing process.

(6) The Director may not issue a charge under this section regarding an alleged
discriminatory housing practice after the beginning of the trial of a civil action
commenced by the aggrieved party under an Act of Congress or a State law, seeking
relief with respect to that discriminatory housing practice.

(1) Service of copies of charge (in accordance with 42 U.S.C. § 3610 and 24 C.F.R. §115.204)

(1) After the Director issues a charge under this section, the Director shall cause a copy
thereof, together with information as to how to make an election of judicial
determination under this ordinance and the effect of such an election, to be served:

(A) on each respondent named in such charge, together with a notice of
opportunity for a public administrative hearing by the Commission, under
section 2-439.1 of this ordinance, at a time and place specified in the



notice, unless that election is made; and

(B) on each aggrieved person on whose behalf the complaint was filed.

(j) Election of judicial determination (in accordance with 42 U.S.C. § 3612)

(1) When a charge is filed under section 2-437.2. of this ordinance, a complainant, a
respondent, or an aggrieved person on whose behalf the complaint was filed, may
elect to have the claims asserted in that charge decided in a civil action in lieu of a
public administrative hearing by the Commission under Sec. 2-439.1. The election
must be made not later than twenty (20) calendar days after the receipt by the electing
person of service of copies of the charge or, in the case of the Director, not later than
twenty (20) calendar days after such service. The person making such election shall
give notice of doing so to the Director and to all other complainants and respondents
to whom the charge relates.

(k) Civil action for enforcement when a charge is issued or election is made for such civil action
(in accordance with 42 U.S.C. § 3612)

(1) If an election of judicial determination is made, the City Attorney shall commence
and maintain a civil action on behalf of the aggrieved person in a Court of competent
jurisdiction seeking relief to this subsection, not later than thirty (30) calendar days
after the authorization or election is made.

(A) For the purposes of pursuing a civil action under this section, the City
Attorney is authorized to contract qualified legal counsel on behalf of the
City at the City’s sole expense.

(2) Any aggrieved person with respect to the issues to be determined in a civil action
under this subsection may intervene as of right in that civil action.

(3) In a civil action under this subsection, if the court finds that a discriminatory housing
practice has occurred or is about to occur, the court may grant as relief any relief
with respect to such discriminatory housing practice in a civil action under 42 U.S.C.
§ 3613. Any relief so granted that would accrue to an aggrieved person in a civil
action commenced by that aggrieved person under 42 U.S.C. § 3613 shall also accrue
to that aggrieved person in a civil action under this subsection.

(1) Civil action by private persons (in accordance with 42 U.S.C. § 3613)

(1) An aggrieved person, regardless of the status of the complaint, may commence a
civil action in a Court of competent jurisdiction within the City of Charlottesville
not later than two (2) years after the occurrence or the termination of an alleged
discriminatory housing practice, or the breach of a conciliation agreement entered
into under this subchapter, whichever occurs last, to obtain appropriate relief with
respect to such discriminatory housing practice or breach.

(2) The computation of such 2-year period shall not include any time during which an
administrative proceeding under this subchapter was pending with respect to a
complaint or charge under this subchapter based upon such discriminatory housing
practice. This subparagraph does not apply to actions arising from a breach of a
conciliation agreement.



(3) An aggrieved person may commence a civil action under this subsection whether or
not a complaint has been filed under Sec. 2-437.2.(a) of this ordinance and without
regard to the status of any such complaint, but if the Director has obtained a
mediation or conciliation agreement with the consent of an aggrieved person, no
action may be filed under this subsection by such aggrieved person with respect to
the alleged discriminatory housing practice which forms the basis for such complaint
except for the purpose of enforcing the terms of such an agreement.

(m) Relief which may be granted (in accordance with 42 U.S.C. § 3612 and 24 C.F.R. §
115.204)

(1) In a civil action under this ordinance, if the court finds that a discriminatory housing
practice has occurred or is about to occur, the court may award to the plaintiff actual
and punitive damages, and may grant as relief, as the court deems appropriate, any
permanent or temporary injunction, temporary restraining order, or other order
(including an order enjoining the defendant from engaging in such practice or
ordering such affirmative action as may be appropriate).

(A) Such relief may include actual damages suffered by the aggrieved person
and injunctive or other equitable relief. Such order may, to vindicate the
public interest, assess a civil penalty against the respondent:

(1) in an amount not exceeding $10,000 if the respondent has not
been adjudged to have committed any prior discriminatory
housing practice;

(ii) in an amount not exceeding $25,000 if the respondent has been
adjudged to have committed one other discriminatory housing
practice during the 5-year period ending on the date of the filing
of this charge; and

(iii)in an amount not exceeding $50,000 if the respondent has been
adjudged to have committed 2 or more discriminatory housing
practices during the 7-year period ending on the date of the filing
of this charge; except that if the acts constituting the
discriminatory housing practice that is the object of the charge are
committed by the same natural person who has been previously
adjudged to have committed acts constituting a discriminatory
housing practice, then the civil penalties may be imposed without
regard to the period of time within which any subsequent
discriminatory housing practice occurred.

(2) In a civil action, the court, in its discretion, may allow the prevailing party, other
than the City of Charlottesville, a reasonable attorney’s fee and costs.

(3) Relief granted under this section shall not affect any contract, sale, encumbrance, or
lease consummated before the granting of such relief and involving a bona fide
purchaser, encumbrancer, or tenant, without actual notice of the filing of a complaint
with the Director or civil action under this subchapter.

(n) Intervention by the City



(1) Upon timely application, the City may intervene in a private civil action if the City
certifies that the case is of general, public importance. Upon such intervention, the
City may obtain such relief as would be available to the City under 42 U.S.C. § 3614
in a civil action to which such section applies.

(o) Contracted services

(1) In order to fulfill the requirements of this section, if the City has entered into a
FHAP workshare agreement, the City Manager or their designee is authorized to
contract on behalf of the City with any objective, neutral third party for the
purpose of conducting informal dialogue or mediation with respect to resolution
of complaints and advising the Director of the Commission of the results of such
proceedings.

(2) In order to fulfill the requirements of this section, if the City has not entered into
a FHAP workshare agreement, the City Manager or their designee is authorized
to contract on behalf of the City with any objective, neutral third party qualified
to assess allegations of discrimination under this section for the purpose of
receiving complaints, conducting investigations, rendering written determinations
of whether there is reasonable cause to believe a violation of this ordinance has
occurred, conducting informal dialogues, mediations, or conciliations of
complaints, and advising the Director of the Commission of the results of any
investigation, informal dialogue, mediation, or conciliation of complaints.

Sec. 2-437.3. Investigation of individual public accommodation, credit, or private
education discrimination complaints and issuance of findings.

(a) Complaints and answers

(1) The Director shall develop and implement a central intake procedure to be used
by the Office of Human Rights for receiving and processing individual inquiries
that allege an unlawful, discriminatory public accommodation, credit, or private
education practice.

(2) Upon the receipt of such inquiry, the Director or other designated professional
staff shall conduct an initial assessment to determine if the inquiry is
jurisdictional. The inquiry may be dismissed by the Director without further
action if it is non-jurisdictional.

(3) If the inquiry is not dismissed, any person claiming to be aggrieved by an
unlawful, discriminatory public accommodation, credit, or private education
practice may file a complaint in writing with the Office of Human Rights not
more than 180 calendar days following the alleged discriminatory act. The
complaint shall be in such detail as to substantially apprise any party properly
concerned as to the time, place, and facts surrounding the alleged unlawful
discrimination.

(4) For complaints alleging an unlawful, discriminatory public accommodation,
credit, or private education practice within the jurisdiction of the City, the



Director or other designated professional staff are authorized to undertake further
action as detailed in Sec. 2- 437.3.(b).

(5) For inquiries alleging an unlawful, discriminatory public accommodation, credit,
or private education practice that falls outside the jurisdiction of the City, the
Director or other designated professional staff shall dismiss the inquiry as non-
jurisdictional and inform the aggrieved individual of the option to file with an
appropriate state or federal agency.

(6) If the City of Charlottesville is the named respondent in an inquiry of public
accommodation, credit, or private education discrimination received by Office of
Human Rights, the Director or other designated professional staff shall dismiss
the inquiry as non-jurisdictional and inform the aggrieved individual of the option
to file with an appropriate state or federal agency.

(7) If a current or former City of Charlottesville Human Rights Commissioner is a
party to an inquiry of public accommodation, credit, or private education
discrimination received by the Office of Human Rights, and the case is
jurisdictional, the Director may attempt to resolve the complaint through
alternative dispute resolution. If the complaint cannot be resolved through
alternative dispute resolution, the Director shall administratively close the case
and inform the aggrieved individual of the option to file with an appropriate state
or federal agency.

(8) Upon the filing of a complaint of discrimination, the Director shall serve notice
of the complaint on the complainant and each respondent named therein. Said
notice shall be served in a timely manner and specify the allegation, citing the
evidence that supports further action, advising all parties of the time limits and
choice of forums under this ordinance, and indicating the action to be taken.

(b) Further action

(1) Further action for public accommodation, credit, or private education
discrimination complaints, as authorized by this ordinance, may include informal
dialogue, and/or investigation of the complaint.

(2) It shall be the responsibility of the aggrieved individual to provide current and
updated contact information to the Office of Human Rights from the date of filing
through the completion of any further action.

(3) If, during the process of informal dialogue, mediation, or investigation, the
complainant does not respond to communication or requests for information
from the Office of Human Rights for a period of thirty (30) calendar days, the
Director shall serve written notice of pending case closure on the complainant
stating that the case shall be administratively closed if the complainant does not
respond within thirty (30) calendar days of the date the written notice is issued.

(A) If the complainant responds to the notice of pending case closure within
thirty (30) calendar days of the date the notice was issued, the case shall
remain open.

(B) If the complainant does not respond within thirty (30) calendar days of



the date the notice was issued, or if the complainant responds within the
thirty (30) calendar-day timeframe but does not respond to subsequent
communication or requests for information for another thirty (30)
calendar-day period, the case shall be administratively closed without
further notice.

(4) The complainant may, following the administrative closure of the case, re-file the
complaint at a future date, provided that the complaint is filed within one hundred
and eighty (180) calendar days of the alleged discriminatory event detailed in the
original complaint.

(5) If, during the process of informal dialogue, mediation or investigation, the
respondent does not respond to communication or requests for information from
the Office of Human Rights for a period of thirty (30) calendar days, the Director
may serve written notice on the respondent that the investigation may proceed
without the requested information and that a determination on the case shall be
rendered upon completion of the investigation.

(c) Alternative dispute resolution

(1) During the period beginning with the filing of such complaint and ending with
the rendering of a determination or a dismissal by the Director, the Director shall,
to the extent feasible, engage in informal dialogue or mediation with respect to
such complaint.

(2) The Director shall propose an initial meeting between the parties for the purpose
of exploring alternative dispute resolution of the complaint through voluntary
informal dialogue or mediation.

(A) For the purposes of this section, informal dialogue shall refer to a voluntary
meeting between the complainant and respondent to explore resolution
that does not result in a written settlement agreement.

(B) For the purposes of this section, mediation shall refer to a facilitated
dialogue resulting in a written settlement agreement between the
respondent and complainant.

(3) Nothing herein shall be interpreted as requiring any party to participate in
informal dialogue, mediation, or any other resolution efforts.

(4) Materials used and communications made during informal dialogue or mediation
concerning a complaint of unlawful discrimination shall be confidential and shall
not be disclosed to the public by the Director, the Commission, or Office of
Human Rights staff unless disclosure is authorized in writing by all parties to the
dispute.

(5) If informal dialogue is concluded, the complaint shall be considered resolved
upon the complainant’s written or verbal withdrawal of the complaint.

(6) If the mediation is concluded to the satisfaction of both parties, the complaint
shall be considered resolved upon the parties’ execution of a written settlement
agreement. Unless all parties agree otherwise, the execution of a written
agreement is solely for the purpose of settling a disputed claim and does not



constitute an admission by any party that the law or this ordinance has been
violated. No further action on the initial complaint shall be taken by the
Commission or the Office of Human Rights staff once the agreement is executed.

(7) If informal dialogue or mediation is not successful, the Director or designee shall
conduct an investigation.

(d) Investigation

(1) Upon the filing of a complaint under this section, the Director shall assign an
Investigator to make an investigation of the alleged discriminatory practice for
the purpose of rendering a written determination as to whether there is reasonable
cause to believe a violation of this ordinance occurred and the facts supporting
such determination.

(2) The Investigator shall complete such investigation within one hundred and eighty
(180) calendar days after the filing of the complaint unless it is impracticable to
do so. If the Investigator is unable to complete the investigation within one
hundred and eighty (180) calendar days after the filing of the complaint, the
Director shall notify the complainant and respondent in writing of the reasons for
not doing so.

(3) Statements received by the Investigator from the complainant, respondents, and
witnesses as part of an investigation shall be under oath or affirmation and may
be reasonably and fairly amended at any time.

(4) When conducting an investigation of a complaint filed under this ordinance, the
Investigator shall have the right to interview any person who may have any
information which may further the investigation and to request production of any
records or documents for inspection and copying in the possession of any person
which may further the investigation. Such persons shall be interviewed under
oath. The Director or designated subordinates shall have the authority to collect,
inspect, and copy records under this ordinance.

(5) If during an investigation any person refuses to comply with a request by the
Director or Office staff to produce data, information, documents, or other tangible
evidence or refuses to appear as a witness for the gathering of evidence necessary
to determine whether a violation of this ordinance has occurred, the Director,
after a good faith effort to obtain such evidence or attendance of witnesses, may
petition a court of appropriate jurisdiction for a subpoena against any such person
refusing to produce such evidence or refusing to appear as a witness, and such
court may, upon good cause shown, cause the subpoena to be issued.

(A) Said subpoenas and requests for information may be ordered to the same
extent and subject to the same limitations as would apply if the subpoenas
or requests for information were ordered or served as part of a civil action
in the Commonwealth of Virginia.

(B) For purposes of this section, “person” includes any individual,
partnership, corporation, association, legal representative, mutual
company, joint stock company, trust, unincorporated organization,



employee, employer, employment agency, labor organization, joint labor-
management committee, or an agent thereof.

(C) Neither the complainant nor the respondent shall have the right to demand
that a subpoena be issued.

(D) Any witness subpoena issued under this section shall include a statement
that any statements made will be under oath and that the respondent or
other witness is entitled to be represented by an attorney.

(E) Any person failing to comply with a subpoena issued under this section
shall be subject to punishment for contempt by the court issuing the
subpoena. Any person so subpoenaed may petition the Charlottesville
Circuit Court to quash the subpoena.

(F) In case of refusal or neglect to obey a subpoena, the Director may petition
for its enforcement in the Circuit Court of the City of Charlottesville. The
Circuit Court of the City of Charlottesville will be requested to give these
cases priority on the court docket.

(6) Upon the conclusion of the investigation, the Investigator shall prepare an
investigative report for submission to the Director.

(e) Reasonable cause determination and effect

(1) Upon completion of an investigation and submission of the investigative report,
the Director shall render a written determination of whether there is reasonable
cause to believe a violation of this ordinance has been committed and the facts
supporting such determination. The written determination shall promptly be
served on the parties.

(2) If the Director determines that there is reasonable cause to believe that a violation
of this ordinance has been committed, the Director shall immediately endeavor
to eliminate any alleged unlawful discriminatory practice through informal
dialogue or mediation.

(3) If the complaint cannot be resolved through informal dialogue or mediation, the
Director shall proceed with the preparation of materials for consideration by the
Commission for the purpose of holding a vote on whether to conduct a public
administrative hearing on the complaint.

(4) Such materials shall include a copy of the written determination with the names
and identifying information of the complainant, respondent, respondent’s agents,
and any witnesses redacted.

(5) Upon request by the Commission, the Director shall provide a copy of the full
investigative report with the names and identifying information of the
complainant, respondent, respondent’s agents, and any witnesses redacted.

(6) If the Director determines that there is no reasonable cause to believe a violation
of this ordinance has been committed, the Director shall dismiss the complaint
and advise the complainant in writing that such dismissal shall become final
unless, within ten (10) calendar days of receipt of the notice of dismissal, the



complainant contacts the Office of Human Rights to request a review of the
determination of the Director through the Commission’s public administrative
appeal hearing process.

(f) Contracted services

(1) In order to fulfill the requirements of this section, the City Manager or their
designee is authorized to contract on behalf of the City with any objective,
neutral third party qualified to assess allegations of discrimination under this
section for the purpose of receiving complaints, conducting investigations,
rendering written determinations of whether there is reasonable cause to believe
a violation of this ordinance has occurred, conducting informal dialogues or
mediations of complaints, and advising the Director of the Commission of the
results of any investigation, informal dialogue, or mediation of complaints.

Sec. 2-438. Interference, coercion, intimidation, or retaliation prohibited.

(a) In accordance with 42 U.S.C. § 3617, it shall be unlawful to coerce, intimidate, threaten, or
interfere with any person in the exercise or enjoyment of, or on account of having exercised
or enjoyed, or on account of having aided or encouraged any other person in the exercise or
enjoyment of, or on account of having filed a complaint of discrimination regarding any
right granted or protected by this ordinance.

(b) Any person experiencing such interference, coercion, intimidation, or retaliation in
connection with a complaint of unlawful discrimination received or in process under this
ordinance may file a retaliation complaint with the Office of Human Rights. The complaint
shall be in such detail as to substantially apprise any party properly concerned as to the time,
place, and facts surrounding the alleged unlawful retaliation.

(c) Retaliation complaints shall be processed in the same manner as complaints of unlawful
discrimination and such process shall be determined by the protected activity named in the
original complaint to which the alleged retaliation is linked or by the protected activity in
which the complainant was engaged and which was impacted by the alleged retaliation.

Sec. 2-439.1. Enforcement authority — The role of the Commission regarding individual
complaints of discrimination.

(a) Administrative hearings generally

(1) The Commission shall serve as an administrative hearing body with the authority
to review appeals and reasonable cause determinations for complaints of
individual discrimination received and investigated by the Office of Human
Rights.

(2) In complaints of housing discrimination, if the Director determines that there is
reasonable cause to believe a violation did occur, a charge is filed, and either party
elects to pursue judicial determination through a civil action in a court of
competent jurisdiction, under Sec. 2-437.2. of this ordinance, the Commission
shall not hold an administrative hearing and any proceedings in process shall
cease. If an election is not made, the Commission shall hold an administrative
hearing on behalf of the complainant.



(3) If an administrative hearing is to be held, the Commission shall promptly notify
the parties of the time, date, and location of the hearing and serve upon them a
statement of the charges against the respondent, the Director’s summary of the
evidence and recommended remedies, and the issues to be considered at the
hearing. The notice and statement shall be served no later than fourteen (14)
calendar days prior to the date of the hearing.

(4) The Commission shall have the option to consider all of the allegations and issues
set forth in the complaint or, in its discretion, may limit the scope of the
administrative hearing to one or more of the allegations or issues.

(5) Administrative hearings of the Commission may be held before the entire
Commission or before designated hearing panels, consisting of three or more
members of the Commission, as the Commission in its discretion may determine.
The Chair or a Commissioner designated by the Chair shall preside over the
hearing, which shall be open to the public.

(6) Any Commissioner that has a conflict of interest with respect to a complaint
brought before the Commission for an administrative hearing shall disclose the
conflict of interest to the Chair and recuse themselves from service on the hearing
panel for that specific complaint. A conflict of interest may exist when a
Commissioner’s ability to exercise objective judgement could be reasonably
questioned. The Director shall make the final determination about whether a
conflict of interest exists,

(7) Prior to the administrative hearing, the Director shall provide the Commission
with a copy of the investigative report and any findings or determinations
resulting from the investigation. During an administrative hearing, the
Commission shall base its findings and recommendations on a review of the
existing record and any additional evidence acquired by the Commission, at its
discretion, through the Office of Human Rights, prior to the hearing. Neither
party to the complaint shall be entitled to submit unsolicited written statements
or arguments, present oral defense or documentary evidence, or conduct cross
examinations during the administrative hearing.

(8) Any investigative report, findings, determinations, or additional evidence
provided to the Commission by the Office of Human Rights for purposes of an
administrative hearing shall be redacted to remove any personal identifying
information in accordance with Va. Code Ann. § 2.2-3800 et seq.

(9) The Commission shall keep a full record of the administrative hearing, and such
record shall be public and open to inspection by any person unless otherwise
provided by any applicable law or regulations. Any party may request that the
Commission furnish such party a copy of the hearing record and shall reimburse
the Commission for the cost of producing the copy.

(10) In matters where any party is represented by counsel, the office of the City
Attorney shall provide an attorney as counsel to the Commission who will also
assist the Director in preparing the case.

(11) Whenever the Commission requires additional evidence to determine



whether reasonable cause exists to believe any person has engaged in or is
engaging in any unlawful discriminatory practice, the Commission, after a good
faith effort to obtain such evidence or attendance of witnesses through the Office
of Human Rights, may petition a court of appropriate jurisdiction for a subpoena
against any such person refusing to produce such evidence or refusing to appear
as a witness, and such court may, upon good cause shown, cause the subpoena to
be issued.

(A) Said subpoenas and requests for information may be ordered to the same
extent and subject to the same limitations as would apply if the subpoenas
or requests for information were ordered or served as part of a civil action
in the Commonwealth of Virginia.

(B) For purposes of this section, “person” includes any individual,
partnership, corporation, association, legal representative, mutual
company, joint stock company, trust, unincorporated organization,
employee, employer, employment agency, labor organization, joint labor-
management committee, or an agent thereof.

(C) Neither the complainant nor the respondent shall have the right to demand
that a subpoena be issued.

(D) Any witness subpoena issued under this section shall include a statement
that any statements made will be under oath and that the respondent or
other witness is entitled to be represented by an attorney.

(E) Any person failing to comply with a subpoena issued under this section
shall be subject to punishment for contempt by the court issuing the
subpoena. Any person so subpoenaed may petition the Charlottesville
Circuit Court to quash the subpoena.

(F) In case of refusal or neglect to obey a subpoena, the Commission may
petition for its enforcement in the Circuit Court of the City of
Charlottesville. The Circuit Court of the City of Charlottesville will be
requested to give these cases priority on the court docket.

(12) The Commission shall have the authority to grant relief, as permitted
under Virginia law, or to issue recommendations for appropriate remedies, for
complaints reviewed during an administrative hearing. If, after the hearing, the
Commission determines by a preponderance of the evidence that the respondent
has committed or is committing the alleged violation(s) of this ordinance, the
Commission shall state its findings in a written resolution and may issue
recommendations, to be served promptly on the parties. Such recommendations
may include:

(A) the pursuit of remedies through alternative dispute resolution.

(B) a referral to the City Attorney for the consideration of potential civil
action.

(C) notice to the respondent to cease and desist from such violation(s) and to
take such action as may be authorized by law to effectuate the purpose of



this ordinance, including but not limited to the payment by respondent of
compensatory damages to any person or persons found by the
Commission to be so entitled by reason of the violation(s) of this
ordinance, or the placement or restoration of any person in or to such
status in which the Commission finds they would be but for respondent's
violation(s) of this ordinance.

(13) If, after receiving the evidence presented at the administrative hearing, the
Commission finds that the respondent has not engaged in the alleged violation(s)
of this ordinance, the Commission shall state its findings in a written resolution
and shall dismiss the complaint. Prompt notice of such action shall be given to
the parties, and such dismissal shall be final.

(14) Nothing herein shall be construed as authorizing the Commission to
award damages or grant injunctive relief.

(b) Administrative appeal hearings for determinations of no reasonable cause

(1) The Commission shall serve as a due process appellate body with the authority to
hear appeals of determinations of no reasonable cause rendered by the Director on
complaints of individual discrimination received and investigated by the Office of
Human Rights.

(2) If the Director determines that there is no reasonable cause to believe a violation
of this ordinance has occurred, the Director shall dismiss the complaint and advise
the complainant in writing that such dismissal shall become final unless, within
ten (10) calendar days of receipt of notice of the dismissal, the complainant
contacts the Office of Human Rights to request a review of the determination of
the Director through the public administrative appeal hearing process.

(3) On written petition of the complainant, the Commission shall hold

(4) an administrative appeal hearing to review the Director’s conclusion and shall
either overrule or affirm the finding of no reasonable cause.

(5) If, at the conclusion of an administrative appeal hearing, the Commission
determines by majority vote that reasonable cause exists, it shall prepare a written
resolution that includes a summary of the evidence upon which the reversal of the
Director’s finding is based and recommendations for further action. The Director
shall serve notice on both parties of the Commission’s finding and pursue
appropriate further action, per the Commission’s resolution.

(6) If, at the conclusion of an administrative appeal hearing, the Commission
determines by majority vote that no reasonable cause exists, it shall prepare a
written resolution upholding the Director’s dismissal of the complaint, and such
dismissal shall be final.

(c) Administrative hearings for determinations of reasonable cause

(1) If the Director determines that there is reasonable cause to believe a violation did
occur and either party declines to participate in alternative dispute resolution, or
if such efforts are attempted but unsuccessful, the Director shall prepare a written
summary of the evidence on which the determination of reasonable cause is based



and shall recommend appropriate remedies for the discriminatory actions in a
report to the Commission.

(2) For determinations of reasonable cause regarding complaints of employment,
public accommodation, credit, or private education discrimination, the
Commission shall determine by majority vote whether to hold an administrative
hearing on the complaint. The Commission shall base its determination on its
judgment as to how enforcement of this ordinance would be best served. If the
Commission determines not to hold an administrative hearing, it shall either
dismiss the complaint or take such action as it deems appropriate and consistent
with the purposes of this ordinance and the powers of the Commission hereunder.

(3) For determinations of reasonable cause regarding complaints of housing
discrimination, the Commission shall proceed with an administrative hearing on
behalf of the complainant if neither party elects to pursue judicial determination
through a civil action in a court of competent jurisdiction.

Sec. 2-439.2. Enforcement authority — Court enforcement regarding individual
complaints of employment, public accommodation, credit, or private education
discrimination.

(a) If the Commission finds that a respondent has committed a violation of this ordinance
and determines that appropriate remedial measures have not been taken, the Commission,
through the City Attorney, and subject to approval by the City Council, may file an
appropriate action in any court of competent jurisdiction to prove, de novo, that the
respondent violated this chapter; secure compliance with this chapter; and/or obtain
appropriate relief available under any applicable federal or state statute or regulation
including, but not limited to an award of injunctive relief, compensatory and / or punitive
damages and a recovery of costs and attorney's fees for any person, including the City,
injured as a result of a violation of this chapter.

(b) If the City Council approves the institution of any proceeding in court, the proceeding
shall be brought in the name of the City Council and the Human Rights Commission of
the City of Charlottesville.

Sec. 2-440. Confidentiality.

It shall be unlawful for any Commissioner, officer, employee, contractor or staff member of
the Commission or Office of Human Rights to disclose or make public any complaints,
investigative notes, or other correspondence and information furnished to the Commission or
its staff in confidence with respect to a complaint, an investigation, or alternative dispute
resolution process involving an alleged unlawful discriminatory practice. A violation of this
section shall be a Class 3 misdemeanor.

Sec. 2-441. Annual Report.

The Commission shall make an annual comprehensive report to City Council that outlines its
efforts during the preceding year in the areas of identifying and addressing systemic or
institutional discrimination; processing individual complaints of unlawful discrimination; and
facilitating community dialogue regarding issues of human rights. The report shall also outline



the Commission’s work plan for the ensuing year, which shall be subject to approval or
modification by City Council.

Sec. 2-442. Severability.

The provisions of the Article are severable, and if any provision, sentence, clause, section or
part thereof is held illegal, invalid, unconstitutional, or inapplicable to any person or
circumstance, such illegality, invalidity, unconstitutionality, or inapplicability shall not affect
or impair any of the remaining provisions, sentences, clauses, sections or parts of this Article,
or their application to other persons or circumstances. It is hereby declared to be the legislative
intent that this Article would have been adopted if such illegal, invalid, or unconstitutional
provision, sentence, clause, section, or part had not been included therein, and if the person or
circumstances to which the chapter or any part thereof is inapplicable had been specifically
exempted therefrom.

Sec. 2-443. No waiver of other legal rights.

(a) Any person who is aggrieved by an unlawful discriminatory practice may bring an
appropriate action in a court of competent jurisdiction, including but not limited to a judicial
review of a final decision made by the Commission or Office, as provided for by any other
applicable law.

(b) Nothing in this Chapter shall prevent any person from exercising any right or seeking any
remedy to which the person might otherwise be entitled; nor shall any person be required to
pursue any remedy set forth herein as a condition of seeking relief from any court or other
agency, except as is otherwise provided by applicable Virginia or federal law.
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The names of the Complainant, respondents, witnesses, and dffiliates of each have been replaced
with the following labels to minimize redaction when this report is disclosed to parties to the

complaint:

e Complainant:
e Respondent Company:
e Respondent Affiliate 1:
e Respondent Affiliate 2:

e Witness 1:
e \Witness 2:
e Witness 3:

e Witness 4:
e \Witness 5:

Throughout the investigative summary, parenthetical citations are used to indicate the specific
source of facts:

® The letter refers to the tabbed section of the investigative report in which the
document can be found.

® The number refers to the specific document within the tabbed section.

* Additional detail is included, as needed, to refer to specific parts of a cited
document.

Example: (E1, page 2, paragraph 3, line 4) refers to line 4 of paragraph 3 on page 2 of
document 1 in section TAB E.



ISSUES ACCEPTED FOR INVESTIGATION

1.

Whether_ discriminated against on the basis of race

in employment by subjecting her, from August 2024 to December 2024, to a hostile work
environment characterized by the intentional mispronunciation of her name, speculative
and intrusive comments about her racial background and family, stereotypical remarks
targeting her race, and differential treatment by her supervisor, who ignored her professional
inquiries, yelled at her, and ostracized her within the workplace.
Whether_ retaliated against on the basis of race in
employment when on December 10, 2024, Ms. was terminated without prior
warning or adherence to the company’s disciplinary policy, after reporting workplace
harassment and violations of company policies to Human Resources.

TIMELINESS

The complaint was filed within the 180-day statutory window for employment-related
discrimination under the Charlottesville Human Rights Ordinance. The final alleged act
(termination) occurred on December 10, 2024, and the complaint was filed 51 days later.

Dates of Alleged Discriminatory Events: Complainant alleges that the
discriminatory and retaliatory conduct occurred between August 2024 and
December 10, 2024, the date of her termination.
Date of Intake Questionnaire Submission Filing: December 17, 2024 (A2).
Date of Complaint Filing: January 30, 2025 (A4)
Date of Notice of Investigation: Notices were issued to both parties on February 3, 2025
(B1 & B2).
Alternative Dispute Resolution (ADR):
o Complainant declined mediation during intake, but the offer was included in the
Notice of Investigation (A4, p. 4).
o0 Respondent company formally declined ADR on February 21, 2025 (C1).
180-Day Notification: Notices were issued to both parties on July 29, 2025 (B4 & B5).
Date investigation concluded: September 11, 2025.



SUMMARY OF EVIDENCE

The issues investigated in this case are organized by the model of proof for harassment and
retaliation. Each issue is evaluated based on the elements of that model, with evidence presented
from both the Complainant and respondent perspectives. The issues are separated by protected
class, with a summary of the evidence related to each element of the model of proof.

Complainant alleges that she was subjected to a hostile work environment and retaliated against
for engaging in protected activity (A4, p. 8). The final alleged act of discrimination was her
termination on December 10, 2024 (E1, p. 1). Respondent Company employed Complainant from
August 2024 until her termination (A4, p. 2). The termination letter, dated December 9, 2024, was
signed by Respondent Affiliate 1, Human Resources Director, and cited failure to meet
performance expectations and to follow verbal coaching from Witness 2 as the basis for dismissal
(E1, p. 1). Complainant was informed of her termination the following day when she reported to
work (E18, p. 2, In. 24-25).

At the time of the events described in the complaint:

e Respondent Affiliate 1 (White) was the Human Resources Director (E19, p. 1, In. 2; E25).
o Respondent Affiliate 2 (White) held supervisory responsibilities over certain
nursing staff (E21, p. 1, In. 1; E25).
e Witness 1, (African American) served in a short-term placement as Interim Director for the
Nursing Department from October 15, 2024, to December 6, 2024 (E22, p. 1, In. 2-3).

e Witness 2 (White) held a floor staff role (E20, p. 1, In. 2; E25).

Issue 1l

Whether_ discriminated aga/nst_ on the basis of race in
employment by subjecting her, from August 2024 to December 2024, to a hostile work

environment characterized by the intentional mispronunciation of her name, speculative and
intrusive comments about her racial background and family, stereotypical remarks targeting her
race, and differential treatment by her supervisor, who ignored her professional inquiries, yelled at
her, and ostracized her within the workplace.

Issue 1, Element 1: Individual was subjected to unwelcome comments or conducted based
upon her protected class status.



e Complainantidentifies as a Black woman (A4, Pg. 3) and testified that she was subjected
to unwelcome conduct based on her race during her employment as a Licensed Practical
Nurse (LPN) from August to December 2024 (E18, p. 1). 1) (A2, p. 3).

e Complainant testified to several incidents of unwelcome conduct:

o Complainant testified that Witness 2, and other coworkers often intentionally
mispronounced her name as a form of mockery, despite having previously
demonstrated the ability to say it correctly. She stated this was particularly an
issue with Witness 2 (E18, p. 1, In. 6 & 7).

o Complainant also reported "speculative and intrusive comments" about her racial
background and family, and "stereotypical remarks targeting her race," such as
assumptions about her music preferences (A2, p 3; A4, p. 8).

o Complainant reported that a resident at the facility repeatedly used the phrase
"Black baby" in her presence, which she believed was encouraged by staff members
(A4, p. 8).

o Complainant also alleged that Witness 2 treated her differently by ignoring
her professional inquiries, yelling at her, and isolating her in the workplace (A4,

p. 8)

e Respondent Company denies receiving any formal complaints from the Complainant
regarding name mispronunciation, racial comments, or stereotyping (E7, p. 1).
Respondent Company asserts that it has a ‘zero policy’ for employee harassment and
that any reported issues would have been addressed. (E7, p. 1). Respondent Affidavit 2
notes that she received no complaints of discriminatory remarks or bullying from other
staff members based on race since she began her role in September 2024 (E7, p. 1).

o Complainant testified that she did not bring the name mispronunciation
directly to HR (E18, p. 1, In. 4 & 9).

o Witness 2 testified that she did not intentionally mispronounce the Complainant’s
name and was confident in the correct pronunciation (E20, p. 1, In. 6).

Issue 1, Element 2: The conduct resulted in a tangible job action or was sufficiently severe or
pervasive to interfere with the individual’s work performance to create a hostile environment.

e Complainant alleges that the hostile work environment contributed to her termination.
She stated that the combination of hostile comments, being ignored and ostracized by
Witness 2, and the overall "toxic environment" made her feel "unwelcome and
targeted," which "hindered her ability to do her job" (A4, p. 8).

e Complainant testified that the hostile work environment affected her ability to perform
her job duties, as she was left responsible for medication administration, charting,
patient feeding, and hygiene, while other staff members were allowed multiple breaks
(E18, p. 1, In. 5).

o She further testified that Witness 2, would treat her differently by not answering her
guestions about patient care, ignoring her, and later yelling at her (E23, p. 1, In.6).
Respondent Company disputes this, asserting the termination was due to performance
issues, which will be further detailed under Issue 2, Retaliation (E7, p. 2, pa. 2).

e Inan email on October 16, 2024, Complainant communicated her sentiment that she did
not have to work at Respondent Company if it was going to be a conflict, stating that while
she enjoyed patient care, she would be willing to resign to avoid the conflict. She further



detailed her feeling that she could not perform her best work in an uncomfortable
environment, expressing a desire not to be rushed and to be confident that her job was
completed correctly (E17, p. 31).

Issue 1, Element 3: Basis exists for holding the respondent liable for harassment.

Complainant stated that she raised concerns about her workload, patient safety, and how
staff handled their duties. Still, she did not receive a resolution (E18, p. 1, In. 5). She
testified that she "emailed and spoke with Respondent Affiliate 1 about these issues
multiple times" (23, p. 1, In. 2). She also states that she expressed feeling uncomfortable

”n

at work. The general response from Respondent Affiliate 1 was that “it’ll be okay,” “we’ll
figure it out,” and “we’re weeding the bad people out” (E23, p. 1, In. 3).

o InaSeptember 17, 2024, email, Complainant raised concerns about scheduling
communication to Respondent Affiliate 1 (E17, p. 12). In an October 6, 2024, email,
she reported that med techs were working outside their scope of practice and
raised other safety concerns (E17, pp. 29-30).

o On October 16, 2024, Complainant emailed Respondent Affiliate 1 about a dispute
with Witness 3 and expressed frustration that others believed she was reporting
them to HR. She also voiced her frustration that "everyone thinks | reported
someone" and that she disliked "running to HR," but felt obligated to do so because
of the unprofessional environment (E17, pp. 7-9).

Witness 1 recalled Complainant complained about staff in the HR Director's office. She told
her to return to her unit and that, as a nurse leader, it was her responsibility to hold other
staff accountable (E22, In. 7).

Respondent Affiliate 2 stated that Complainant would express dissatisfaction in
unprofessional ways, such & passing handwritten notes during morning meetings i front of her
peers. She often repeated statements like "every day can't be a bad dhy," but did not
elaborate or provide specific concerns (E21, p. 1, In.7). Witness 1 also attests to
Complainant giving a note to an administrator at a clinical meeting that stated "every day
can't be a bad day. Leave it at the door" (E22, p. 2, In. 20). Respondent Affiliate 2testified that
herself, and Witness 1 alvised Complainant on the proper and professional channels for
raising concerns (E21,p. 1, In. 8).

Respondent Affiliate 1 acknowledged that Complainant raised informal concerns about
coworker behavior (E19, p. 3, In. 29) but also noted that another employee reported being
harassed by Complainant. That report was informally addressed, and the Complainant was
later transferred to a different unit to separate the parties (E19, p. 3, In. 31; E21, p. 3, In.
30).

o Aninternal investigation report dated October 16, 2024, describes a dispute
between the Complainant and a coworker, Witness 3 (E15). The report was initiated
by Witness 3, who contacted HR. Complainant also submitted an email to
Respondent Affiliate 1 detailing the incident (E17, pp. 7-9). In an email to the
investigator dated June 3, 2025, Complainant stated that no follow-up meeting or
discussion about the incident occurred (E17, p. 6).

o Respondent Company also provided an employee statement from Witness 4, dated
March 19, 2025, detailing a separate incident of alleged harassment and bullying by
Complainant (E7, p. 4).

= Respondent Affiliate 1 stated that Complainant had raised informal



concerns about a co-worker's behavior, specifically Witness 4. However,
Witness 4 reported being harassed by Complainant and declined to submit
a formal complaint due to fear of retaliation by Complainant (E19, p. 3, In.
29). Respondent Affiliate 2 also attests that this individual reported
bullying by Complainant but declined a formal investigation due to fear of
retaliation by Complainant. As a result, Complainant was transferred to
Long-Term Care to separate the parties (E21, p. 3, In. 30).

Complainant stated that she did not directly bring up her feelings concerning cultural
insensitivity or racial comments about her name to Respondent Affiliate 1 (E23, p. 1, In. 5).
In an October 16, 2024, email, sent to Respondent Affiliate 1 she explained, "it’s a lot that
happens and | do not report bc | do not want to bother you. | know your busy" (E17, p. 9).



Issue 2

Whether_ retaliated against_ on the basis of race in

employment when on December 10, 2024, Ms. - was terminated without prior warning or
adherence to the company’s disciplinary policy, after reporting workplace harassment and
violations of company policies to Human Resources.

Issue 2, Element 1: Complainant opposed what she reasonably and in good faith believed to be an
unlawful employment practice.

e Complainant testified that she reported several workplace issues she believed violated
company policy and professional standards. Specifically, she stated that medical
technicians were working outside their scope of practice (A2, p. 5). In an October 6,

2024, email, she reported that med techs were “putting in orders and sending orders to
pharmacy,” saving half-pills, and performing “wound care or dressing changes” (E17, p.
29).

e Complainant also expressed discomfort about being asked to administer medication early.
In a voice memo, she stated, “I’'m not comfortable doing that, and I’'ve been spoken to
before, and | know how particular they are, and | don’t want to receive a write-up or
something in the office” (E24, p. 1).

Issue 2, Element 2: Respondent subjected the Complainant to adverse treatment.

e Complainant’s employment was terminated on December 10, 2024. She claims this
occurred without prior warning or adherence to the company's disciplinary policy (A1,
p. 2; A2, p. 3). The termination letter dated December 9, 2024, cited failure to adhere to
the Respondent Company’s standards of care (E1, p. 1).

e Respondent Company asserts that the termination was based on repeated medication
errors, attendance issues, and reported concerns about bullying. Respondent Company
states that its disciplinary policy allows for immediate termination depending on the
seriousness of the offense (E7, pp. 2-3).

e Respondent Company cites three advisories, Exhibits E12, E13, and E14, as evidence of
their adherence to the progressive disciplinary policy:

o Exhibit E14: Complainant received her first documentation of advisory for
medication errors on September 28, 2024. The advisory was signed by HR
Director, Respondent Affiliate 1, and Complainant, indicating that the
Complainant failed to administer Tylenol on September 6th and 7th, and
Gabapentin on September 24th and 26th (E14, p. 1). Both Complainant



and Respondent Affiliate 1 also testified in their affidavits that a sit-down meeting
took place to discuss this advisory, and Complainant was given the opportunity to
sign and provide a rebuttal (E18, p. 3, In. 34; E21, p. 2, In. 16- 18).

o Exhibit E12: Complainant received her second documentation of advisory dated
November 15, 2024, for a medication error that occurred on November 3, 2024 (E12,
p. 1). This documentation was signed by Witness 1 (E22, p. 2, In. 15). Witness 1
states that she administered this advisory documentation on November 15 for the
medication error (E22, p. 1, In. 1). The medication error involved a Gabapentin dose
that was signed as given in the EMAR but was not signed out on the controlled
record (E22, p. 2, In. 15). Witness 1 was unable to present the documents directly to
Complainant because she was out of the office on December 6, 2024 (E22, p. 1, In.
11-12), which was Witness 1’s last day. This date reflects the day Witness 1 signed
the advisory documentation (E12, p. 1).

= Witness 1 also states that she "circled back" with Respondent Affiliate 1,
who told her that Complainant had refused to sign the forms. Witness 1
notes that this refusal was not documented on the forms, as is standard
procedure. (E22, p. 1, In. 14) Witness 1 also stated that this situation was
different from her usual practice of delivering disciplinary actions in a
meeting with the employee and a witness, as it was "overshadowed by [her]
impending departure" (E22, p. 2, In. 16).

o Exhibit E13: Complainant’s final documentation of Advisory dated December 5,
2024, cited a "Pattern of Absenteeism" (E13, p. 1). According to Witness 1, this
advisory was the result of two absences: an early departure on November 26th that
Complainant claimed was to avoid workplace "drama," and a subsequent call-out
on December 4th after she had pre-approved leave for a school meeting (E22, p. 3
In. 25-26). This advisory was administered by Witness 1, who also attested that she
signed off on the advisories on December 6, 2024 (E22, p. 1, In. 11) and claimed
that Complainant had refused to sign them (E22, p. 1, In. 14).

Complainant attests that she never received a written warning, but she does acknowledge
that in September 2024, she had a sit-down meeting about a medication error (E18, p. 3,
In. 32-33). She also claims that she refused to sign the counseling form (E18, p. 3, In. 34),
but her signature appears on the documentation of advisory (E14, p. 1).

Complainant shared her version of her absences, explaining that she emailed Witness 1 on
November 26, 2024, to inform her she was leaving early to avoid "drama" over the
schedule (E2, p. 53). She claims her absence on December 4, 2024, was not a "no-call, no-
show" because she informed them of her absence "over 24 hours in advance" (E23, lines
10, 11, 13). Emails from September 17, 2024, and October 1, 2024, demonstrate that she
communicated with management regarding scheduling and coverage concerns (E17, pp. 11-
12). Complainant also describes an incident on November 21st where she had to work past
7:30 pm to administer medication on time after the on-call nurse and Witness 1 "refused"
to take the keys or relieve her (E17, p. 217). She worked 15 hours straight that day (E17, p.
220), and with her knee hurting and feeling exhausted, she called out the next day. She
believed it was "understood and agreed upon" that she would not need to work her next
shift, considering the long hours she had already worked (E17, p. 195). She also states that
her first sign-on bonus was "deferred and pushed back" and was not included in that week's



paycheck, which she saw as a "punishment" for her absence (E17, p. 195). Respondent
Affiliate 2 testified that Complainant's attendance was a "recurring concern" and that,
despite efforts to accommodate her schedule, she "failed to appear for shifts" (E21, p. 2,
lines 23-24). Respondent Affiliate 2 added that she was unaware of the exact number of
"no-call/no-show" instances, but Witness 1 reported these to her multiple times (E21, p. 2,
lines 23-24).

November Absence: Witness 1 stated that on November 11, 2024, she asked Complainant to

stay until 8:30 p.m. to cover a med pass due to a call-off, and Complainant initially agreed
(E22, p. 3, In. 26). The following morning, Witness 1 received a text from Complainant stating
she could not come to work for her scheduled 7:00 a.m. shift because she had worked late,
and her legs were hurting. This call-off was considered an absence (E22, p. 3, In. 26).
Complainant claims she explicitly told Witness 1 and Respondent Affiliate 1 that she would
not be able to work the next day because she had been working 15-16 hours and had a pre-
existing knee injury. She also claims she did not receive any communication, emails,
paperwork, or phone calls about this absence after returning to work on November 15 (E23,
p. 2, In. 10). Complainant’ s timecard notes a "CALLOUT" on November 12 and 13.80 hours
worked on November 11 (E9, p. 1). Witness 1 testified that she only asked Complainant to
stay an extra hour because she knew Complainant was scheduled to work the next day.
When Complainant did not show up the next day, Witness 1 considered this a call-off and an
absence (E22, p. 3, In. 26).

December Absence: On Wednesday, December 4, 2024, Complainant texted Respondent

Affiliate 1 to request a day off for an urgent school matter, stating, "I don't want to have to call
out" (E17, p. 16). The text exchange shows Respondent Affiliate 1 replying, "l spoke with
[Witness 5], and if you can work tomorrow until 11 a.m., she will have coverage for the rest of
the day" (E17, p. 16). Complainant’s timecard indicates that on December 5, she did not clock
in and was covered by "11.50 PTO FT" (E9, p. 3). Complainant states this was not a "no-call, no-
show" and that she had notified them "over 24 hours in advance" (E23, p. 2, In. 13).
Respondent affiliate 1 states that in November 2024, Complainant was granted a schedule
modification to care for her daughter. She agreed to work a partial shift but did not report to
work that day, causing operational disruptions (E19, p. 2, In. 21).

e Respondent Affiliate 2 testified that Complainant’s attendance was a "recurring concern"
and that despite efforts to accommodate her, she "failed to appear for shifts" (E21, p. 2, In.
23). The employee handbook states that "excessive absences" are grounds for termination
(E16, p. 42-43). Respondent Affiliate 1 states that being on a PIP and continuing
performance or attendance issues is grounds for termination, even without exhausting all
progressive steps (E19, p.2, In. 22).

Issue 2, Element 3: There was a causal connection between the individual’s protected activity and
the adverse action.

e Complainant’s termination date is December 10, 2024 (B1, p. 2). The termination letter
dated December 9, 2024, was signed by Respondent Affiliate 1, Human Resources Director
(E1, p. 1). The letter cites failure to adhere to the Respondent Company standards of care
and heed the verbal coaching from Witness 1 as the basis for the decision (E18, p. 1, In.
25). Respondent affiliate 1 stated that the termination letter was prepared and signed on
December 9, 2024, following a voicemail she received from Witness 1 recommending



termination (E19, p. 2, In 18). According to Respondent Affiliate 1, Complainant was
informed of the termination the next day, December 10, when she reported to work (E18,
p.1,In.22).
o Complainant states that she had not received prior warnings or disciplinary action
related to the cited performance issues (E18, p. 3, In. 32).

On December 9, 2024, Complainant emailed two colleagues to clarify whether a patient
could be served a grilled cheese sandwich. (E5, p. 1). The following day, after her
termination, Complainant emailed a coworker stating she believed she had been
terminated for “breaching HIPAA” by asking about the grilled cheese and was told she had
sent “too much information” to the Clinical Team (E6, p. 2). Respondent Affiliate 1 stated
that this incident “did not factor into [the Complainant’s] termination” and that the
decision had already been made based on performance concerns (E19, p. 3, In. 35).

On November 21, 2024, Complainant sent an email to the Clinical Team summarizing a
hospice nurse’s visit and stating that the resident “is able to self- pleasure” and should be
given privacy unless exhibiting behavior toward staff. Witness 1 responded by thanking the
Complainant and advising that such private information should be limited to staff who
need to know (E3, p. 1). Respondent Affiliate 1 stated that the email was considered a
HIPAA violation because it disclosed sensitive information to the entire Clinical Team,
including non-clinical staff, and should have been directed to Witness 1 (E19, p. 2, In. 24-
26).

In an email dated December 10, 2024, Complainant also raised concerns about a
potential conflict of interest, stating in an email to Respondent Affiliate 1, and another
colleague that she had witnessed Witness 2, "kissing another staff member," and
reported it to prevent future retaliation (E6, p. 1; E17, p. 2).

Complainant wrote to the investigator that after working extended hours on November
11, 2024, and not returning the next day due to exhaustion, she did not receive her sign-
on bonus (E17, p. 20). She stated in this email that she felt the bonus was “pushed back
like some sort of retaliation” for refusing to administer medications early (E17, p. 22).In a
November 14, 2024, email, Respondent Affiliate 1 informed Complainant that the bonus
had been deferred to the next pay period because of a payroll system glitch (E17, p. 21).
Complainant described a work environment where coworkers targeted her after reporting
concerns to Human Resources. She testified that those coworkers referred to her as
someone who “always runs to HR.” In one incident, she recounted a confrontation with
Witness 3, who allegedly stated, “nobody likes you at the job” and accused her of causing
problems (E17, pp. 7-8).

o Complainant also expressed concern that her identity was not kept confidential
by Human Resources. She stated that she believed HR had disclosed her reports
to other staff, contributing to increased hostility from colleagues and supervisors
(E17, p. 23).

o Incontrast, Respondent Affiliate 1 testified that she did not know any staff
referring to the Complainant as a “snitch” (E19, p. 1, In. 8).

Respondent Company asserts that the termination was based on documented
performance concerns, including medication errors and attendance issues, consistent
with the company’s disciplinary policy (E16, p. 1-3). The employee handbook states that
the Progressive Discipline Policy does not guarantee that all steps will be followed, and



that management reserves the right to proceed directly to termination depending on the
circumstances (E16, p. 22). Respondent Company also notes that Virginia is an “at-will”
employment state, a condition acknowledged by Complainant upon hire (E11).

e Complainant, who identifies as African American women, claims her termination was
retaliatory and connects it to several specific incidents that happened in the weeks before her
dismissal. While she considers these events as factors, the incidents she she mentions- such
as HIPAA-related concerns, a witnessed relationship, disciplinary actions, and absences, they
are not directly linked to her protected class.

SUMMARY OF RELIEF SOUGHT BY COMPLAINANT

Complainant was unaware of a remedy or solution (A2, p. 3).
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Exhibit No.: A-1
Intake Questionnaire

Date: December 17, 2024



\»0'1 TDSp CITY OF CHARLOTTESVILLE

‘”“ OFFICE OF HUMAN RIGHTS

‘ °" CONFIDENTIAL INTAKE QUESTIONNAIRE
PINIA

DATE SUBMITTED

R

December 6tk 2024

LA

THIS IS NOT A FORMAL COMPLAINT. YOUR COMPLETION OF THIS QUESTIONNAIRE DOES NOT SIGNIFY THAT YOU HAVE

FILED A FORMAL COMPLAINT WITH THE CHARLOTTESVILLE OFFICE OF HUMAN RIGHTS. THIS QUESTIONNAIRE IS FOR

INFORMATION ONLY. IF YOU HAVE QUESTIONS OR NEED ASSISTANCE COMPLETING THIS FORM, PLEASE CONTACT THE
OFFICE OF HUMAN RIGHTS BY PHONE AT (434) 970-3023 OR BY EMAIL AT HUMANRIGHTS@CHARLOTTESVILLE.GOV, AND A

STAFF PERSON WILL BE HAPPY TO ASSIST YOU.

Online

WHERE DID YOU HEAR ABOUT US?

1. PLEASE PROVIDE INFORMATION ABOUT YOURSELF.

NAVE: [T PRONOUNS:
MAILING ADDRESS: [

CITY: i — STATE- zip cook: [N
PHONE:“(- )--  EmAL N

2, PLEASE PROVIDE INFORMATION ABOUT THE PERSON OR GROUP YOU FEEL DISCRIMINATED AGAINST YOU.

o

mAiLING Appress:

pHONE: (I - EMAIL:

3. TYPE OF INQUIRY (PROTECTED ACTIVITY)

00 CREDIT

= EMPLOYMENT

0 HOUSING

O PRIVATE EDUCATION

0 PUBLIC ACCOMMODATION

4. DATE OF ALLEGED DISCRIMINATION (DATE THE INCIDENT OCCURRED) / /
- HOUSING INCIDENTS MUST BE REPORTED WITHIN 365 DAYS. M DD YYYY
= ALL OTHER INCIDENTS MUST BE REPORTED WITHIN 180 DAYS.

5. TYPE OF DISCRIMINATION (PROTECTED BASIS)

| BELIEVE | HAVE BEEN DISCRIMINATED AGAINST BASED oN My Race and Age




6. PLEASE PROVIDE A BRIEF DESCRIPTION OF THE ALLEGED DISCRIMINATORY ACTS.

| was discriminated against and terminated due to my race and age. Tuesday, December 10 | was
presented with a copy of a narcotic sheet that said | did not give a narcotic to a patient that she was
altered and had marker on it and it also showed three other nurses that allegedly did not give the
narcotic. | asked HR if the other nurses were being terminated and she said it was an at will state. she
also presented me with a paper saying | called out two times the past five months . So Fve had two
callouts .one was because | was at work from 730 till 10 PM because someone else called out who
did not get fired . My left knee has had previous surgery so after long hours of work my left knee does
swell up sometimes . That call outl was supposed to be excused however, she bring that up Tuesday
and then she said | called out another day so two callouts and five months however, | do know
employees that have caught out more than that.| was never given verbal or written notice for either
call out . [ was presented this information about the narcotic sheet and call out after comments made
at work and after i reported patient neglect by the CNAs and them leaving them soiled to talk or be on
phones . Other employees have called out and made real narcotic errors and they have never been
fired so | do feel that I've been discriminated against. | do have emails where | sent HR complaints of
uncomfortable work environment comments from other coworkers, like certain employees making
certain comments or people saying that they didn’t like me and stuff like that, | did try to reach out but
t feel like | have been retaliated against for standing up for myself , possibly because | was reaching
out to HR please help. | have never felt this way before or been treated as such. | have never had a
narcotic issue or the papers being tampered with . | have been a nurse for 4 years and this is very
hard

WHAT HAPPENS NEXT?

THE INFORMATION YOU HAVE PROVIDED HEREIN S CONFIDENTIAL. RESPONDENTS ARE NOT NOTIFIED OF THIS INITIAL
CONTACT AS THIS 18 NOT A FORMAL COMPLAINT, THIS INFORMATION WILL BE FORWARDED TO A STAFF PERSON WHO
WILL CONTACT YOU TO SET UP A TIME FOR YOU TO DISCUSS YOUR SITUATION AND NEXT STEPS.

FOR REASONABLE ACCOMMODATION FOR A BISABILITY, CONTACT HUMANRIGHTS@CHARLOTTESVILLE GOV
OR CALL (434) 970-3023.

YOU CAN SUBMIT YOUR CONFIDENTIAL INTAKE QUESTIONNAIRE [N ANY OF THE WAYS LISTED BELOW.

OFFICE OF HUMAN RIGHTS
CITY OF CHARLOTTESVILLE

MAIL PO BOX 911
CHARLOTTESVILLE, VA 22802
EMAIL HUMANRIGHTS@CHARLOTTESVILLE.GOV

OFFICE OF HUMAN RIGHTS
507 EAST MAIN STREET

THE OFFICE IS LOCATED ON THE DOWNTOWN MALL NEXT TO THE POST OFFICE. PARKING IS
AVAILABLE IN THE MARKET STREET PARKING GARAGE. PLEASE CALL 434-070-3023 AHEAD
OF YOUR VISIT TC CONFIRM THAT SOMECNE WILL BE AVAILABLE TO RECEIVE YOUR INTAKE
QUESTIONNAIRE OR TO MAKE OTHER ARRANGEMENTS.

HAND-DELIVERY

YOU MAY ALSO HAND-DELIVER YOUR INTAKE QUESTIONNAIRE TO THE CITY MANAGER'S
OFFICE, WHICH [S LOCATED ON THE 2% FLOOR OF CITY HALL.

REVISED 06/13/2024



Exhibit No.: A-2
Intake Report
Date: December 19, 2024



/;. W-\ City of Charlottesville Office of Human Rights
. = Intake Report
¥ | m

Aggrieved Individual Name

—
Respondent Name ——

Intake Meeting Date 12/19/2024

OHR Staff Completing Assessment/Staff Role | Lauren Harris, Human Rights Intake Specialist

X Intake Specialist has advised the aggrieved person orally and in writing of the role of the Intake Specialist.
X Intake Specialist has advised the aggrieved person orally and in writing of their rights and responsibilities.

X Aggrieved person confirms that they have not filed with a state or federal agency regarding this incident.

Timeliness Assessment

Incident Date 12/10/2024
Date of Intake Questionnaire Submission 12/17/2024
Intake is timel
." a3:;sd;mse f:om incident for housin & Yes

y g CONo

e 180 days for all other protected activities
Deadline for Aggrieved Individual Submission 06/08/2025

Geographic Assessment

Y
Incident occurred within the geographical boundary of the City of Charlottesville? gNes
o
: X e St : X Yes
Alleged respondent is registered within the corporate jurisdiction of Charlottesville? CONo

Local and State Code Assessment



Protected Activity

X Employment  [JHousing [JPublic Accommodation
[CICredit [JPrivate Education

Protected Class(es)

Race

Applicable Sections of the
Charlottesville Human Rights
Ordinance

(November 21, 2022)

& Sec. 2-431.1. Unlawful employment discrimination prohibited.
[JSec. 2-431.2. Unlawful housing discrimination prohibited.

[JSec. 2-431.3. Unlawful public accommodation, credit, and private
education discrimination prohibited.

Applicable State Codes and
citation of any specific sections
relevant to the allegation.

Va. Code § 2.2-3904B.1.a. Fail or refuse to hire, discharge, or otherwise
discriminate against any individual with respect to such individual's
compensation, terms, conditions, or privileges of employment because of
such individual's race, color, religion, sex, sexual orientation, gender
identity, marital status, pregnancy, childbirth or related medical conditions
including lactation, age, military status, disability, or ethnic or national
origin; or

Va. Code § 2.2-3904B.1.b. Limit, segregate, or classify employees or
applicants for employment in any way that would deprive or tend to
deprive any individual of employment opportunities or otherwise
adversely affect an individual's status as an employee, because of such
individual's race, color, religion, sex, sexual orientation, gender identity,
marital status, pregnancy, childbirth or related medical conditions
including lactation, age, military status, disability, or ethnic or national
origin.

Potential respondent
exemptions under Virginia
Code

X None known.
OYes:

Individual Standing Assessment

(If Aggrieved Individual has not completed an intake questionnaire prior to the intake appointment, use this

section to capture the elements of the intake or complaint narrative)

Evidence that Aggrieved Individual was engaged in a protected activity

Individual testified that she was hired at |||} NG (I =t the end of July 2024 and began

working at the beginning of August 2024 at 7:30 am — 7:30 pm shifts (Intake Appointment 12/19/2024).

Evidence that Aggrieved Individual is or was a member or perceived member of a protected class

Individual testified that she identifies as a Black woman (Intake Appointment 12/19/2024).

Specific harms experienced by Aggrieved Individual and resulting from the alleged discrimination

Individual shared that she has felt was treated harshly compared to others, she is now overwhelmed and
inconvenienced by the alleged discrimination and her mental health has been affected. She has identified
emotional and financial stress due to her termination happening around the holiday season which has




affected her finances and ability to provide gifts for her children to make it special. The individual is now also
concerned about her name being spread around and there are rumors about her termination.

Individual shared that she cannot think straight and is unsure when she will be able to work again. The loss of
her finances has caused burden due to its timing because now there is a big gap now where she was
supposed to have money from being paid. She has lost out on two bonuses, a Christmas and 90-day bonus)
due to her termination.

Perfected Complaint

The [l presented is whether RESPONDENT NAME discriminated against Aggrieved Individual NAME on the
basis of PROTECTED CLASS in PROTECTED ACTIVITY when on DATE, DESCRIPTION OF ALLEGED DISCRIMATORY
ACT(S).

Note: If there is more than one alleged protected class or activity, then each should be presented as a separate

| R for consideration.

The- presented is whether_ discriminated against—on the basis of
race in employment by subjecting her, from August 2024 to December 2024, to a hostile work environment
characterized by the intentional mispronunciation of her name—despite supervisors privately acknowledging
the correct pronunciation—speculative and intrusive comments about her racial background and family,
stereotypical remarks targeting her race, such as assumptions about her music preferences, and differential

treatment by her supervisor, - who ignored her professional inquiries, yelled at her, and ostracized her
within the workplace.

The [l presented is whether | r<tz'iated against |- the basis of race

in employment when on December 10, 2024, she was terminated without prior warning or adherence to the
company’s disciplinary policy, after reporting workplace harassment and violations of company policies to
Human Resources.

Remedy and Resolution Information

Remedy sought by Aggrieved Individual

Individual was unsure of a remedy or solution at the time of their intake appointment on 12/19/2024.

Is the Aggrieved Individual interested in informal dialogue to resolve the complaint? CYes XNo

Is the Aggrieved Individual willing to engage in mediation or conciliation? COYes XNo

Any accommodations needed to ensure alternative dispute resolution is safe or accessible?

Evidence Assessment

Model of Proof & Theory of Discrimination

Harassment




Evidence related to the elements of the applicable model of proof and theory of discrimination

1. Individual was subjected to unwelcome comments or conducted based upon her protected class

status.
a.

b.

Individual testified that she experienced several incidents where coworkers, including her
supervisor- mispronounced her name intentionally (Intake Appointment 12/19/2024).
Individual testified that there her racial background was speculated upon, with inquiries
about her race and children (Intake Appointment 12/19/2024).

Individual testified that a resident of || I rcrcatedly said, “Black baby,”
possibly influenced by staff remarks (Intake Appointment 12/19/2024).

Individual testified that after a group discussion at work about country music and she shared
that she did not enjoy listening, afterward there were comments that made solely around her
that made her feel uncomfortable (Intake Appointment 12/19/2024).

2. The conduct resulted in a tangible job action or was sufficiently severe or pervasive to interfere with
the individual’s work performance to create a hostile environment (measured by standard of
reasonable person in her situation).

a.

Individual testified that the comments and actions from colleagues and supervisors made her
feel unwelcome and targeted, impacting her ability to work effectively (Intake Appointment
12/19/2024).

3. Basis exists for holding the respondent liable for harassment.

Individual testified that she reported the incidents to || G Humar

Resources and had meetings with the CEO and HR representative. Despite these reports, no
effective action was taken to address the harassment, suggesting employer liability (Intake
Appointment 12/19/2024).

Y
Does the Aggrieved Individual present or state to have documentary or other evidence? %Ne;
Does the Aggrieved Individual name at least one witness to the alleged incident or Oyes
incidents? XNo
If disparate treatment, does the Aggrieved Individual name at least one specific OYes
comparator? X No

Notes (List any evidence submitted as part of the complaint and where it is located in the electronic file)

e Documentation:

o

O

Termination packet- possible forged signature, narcotics sign out sheet, email
communications, etc.
Phone Messages.

Model of Proof & Theory of Discrimination

Retaliation

Evidence related to the elements of the applicable model of proof and theory of discrimination

1. Individual opposed what she reasonably and in good faith believed to be an unlawful employment
practice.




a. Individual testified that she reported to- Human Resources representative, that the
medical technicians at || I V< e coing outside and above their scope of
practice which goes against state board by doing work (Intake Appointment 12/19/2024).

b. Individual testified that she reported to Human Resources that she was doing more work
outside of the scope of her role which is that of a licensed practical nurse (LPN) and was doing
certified nursing assistant (CNA) work (Intake Appointment 12/19/2024).

c. Individual testified that she witnessed- the nursing coordinator, kissing another staff
member (Intake Appointment 12/19/2024).

d. Individual testified that she would often work past 7:30 pm when she was on shift causing
swelling on the leg that she had previous surgery on (Intake Appointment 12/19/2024).

e. Individual testified that she reported the harassment and hostile work environment to
Human Resources (Intake Appointment 12/19/2024).

f. Individual testified that she reported to Human Resources that the med techs were going
beyond their scope of practice (Intake Appointment 12/19/2024).

2. The respondent subjected the individual to adverse treatment.

a. Individual testified that she often was subject to comments from coworkers including, “we
better be careful, or she’ll tell” (Intake Appointment 12/19/2024).

b. Individual testified that the Nurse Coordinator, ] began treating her differently, would not
answer any questions she asked about patient care, would ignore the individual and then
later yell at (Intake Appointment 12/19/2024).

c. Individual testified that she was terminated by- for not adhering to their standard of care
(Intake Appointment 12/19/2024).

3. There was a causal connection between the individual’s protected activity and the adverse action.

a. The termination occurred shortly af‘ter. complaints to HR about the discriminatory and
hostile work environment, indicating a possible causal connection between her reporting and
the adverse action of termination.

Y
Does the Aggrieved Individual present or state to have documentary or other evidence? %Ne:
Does the Aggrieved Individual name at least one witness to the alleged incident or OYes
incidents? XNo
If disparate treatment, does the Aggrieved Individual name at least one specific CYes
comparator? XNo

Notes (List any evidence submitted as part of the complaint and where it is located in the electronic file)

e Documentation:
o Termination packet- possible forged signature, narcotics sign out sheet, email
communications, etc.
o Phone Messages.

Conflict of Interest Assessment

Is there any evidence indicating a potential conflict of interest? I CYes X No

If yes, describe the nature of the potential conflict.







Exhibit No.: A-3
Jurisdiction Assessment

Date: January 16, 2025



CASE FILE MEMORANDUM — JURISDICTION ASSESSMENT
v
FROM: Todd I%%;’N

Director

City of Charlottesville
Office of Human Rights
Human Rights Commission

DATE: January 16, 2025

AGGRIEVED INDVIDUAL :

| have reviewed the Intake Questionnaire and Intake Report, as well as the evidence
presented in TAB E within the case file.

The following [Jilij (modified slightly from but based upon the information presented in
the Intake Report) are jurisdictional under the Charlottesville Human Rights Ordinance:

1. Whether NG discriminated against | ¢ the
basis of race in employment by subjecting her, from August 2024 to December
2024, to a hostile work environment characterized by the intentional
mispronunciation of her name, speculative and intrusive comments about her
racial background and family, stereotypical remarks targeting her race, and
differential treatment by her supervisor, who ignored her professional inquiries,
yelled at her, and ostracized her within the workplace.

2. Whether I <taliated against on the basis
of race in employment when on December 10, 2024, was terminated
without prior warning or adherence to the company’s disciplinary policy, after

reporting workplace harassment and violations of company policies to Human
Resources.

The Office of Human Rights shall proceed with assisting the individual to file a complaint
of discrimination and serve notice of the complaint to both parties, notifying each of the
initiation of an investigation. The notice shall also include an offer for both parties to
participate in mediation as a means of resolving the complaint. Should either party
subsequently refuse to participate in mediation or if mediation does not result in
resolution, the investigation shall proceed.

Because the aggrieved individual has indicated that at this time she is not interested in
alternative dispute resolution, the Intake Specialist should contact the Investigator while
the complaint is being prepared so that the Investigator can familiarize herself with the
Intake Report and any other information related to the complaint.



While the aggrieved individual did not express interest in alternative dispute resolution,
the notice shall still include an offer for both parties to participate in informal dialogue or
mediation as a means of resolving the complaint, as this remains an option throughout
the investigation.



Exhibit No.: A-4
Complaint Form

Date: January 30, 2025



CITY OF CHARLOTTESVILLE
OFFICE OF HUMAN RIGHTS
UNLAWFUL DISCRIMINATION
COMPLAINT FORM

Date of Filing Appointment:

1/30/2025.__ odiie

Intake Staff Name: Lauren Harris

Case Number: 2025-2

P——

Is this a retaliation allegation connected to an existing complaint?

[ [ Yes (If yes, skip sections 4, 7, and 8)

[J No

1. Complainant Information:

Name: [ NG Preferred Pronouns: she/her
Mailing Address: |G

city: N State:- Zip Code: [
phone: (D email: |

2. Respondent Information:

Name: S

Mailing Address: ||| EGTcGcGNG

city: (I State: 1 Zip Code: [N
Phone: (N Email:
3. Primary individual(s) who discriminated against you:
If more than three people were involved, please name the individuals in Section 13.
Name: [ D phone: (SN
ot
=
-
b=
'§ Role/Title: Nursing Coordinator/ LPN Email:
Name: I I Phone: (I
ol
_‘é Role/Title: Human Resources Email:
2
=
Name: [N Phone: (I
m
% Role/Title: Therapy Director Email:
=
el
=




4. Type of Complaint (Protected Activity)

[ Credit
Employment

[J Housing

[ Private Education

[C1 Public Accommodation

5. If a complaint of employment discrimination, please complete the following, otherwise leave blank:

Complainant’s lob Title: Licensed Practical Nurse (LPN)

Employment Start Date {MM/DD/YYY): 08/16/2024 Employment End Date (MM/DD/YYY): 12/10/2024
Does Complainant currently work for this employer? ] Yes [XI No

At the time of the incident, number of employees working for this employer: 10

6. Specific Harm {fired, denied access or opportunity):

My termination has made me feel that 've been treated much harsher than others, and now, I’'m overwhelmed and
inconvenienced by what | believe is discrimination. It has deeply affected my mental health. The emotional and
financial stress from my termination, especially around the holiday season, has been overwhelming. Not only has it hit
my finances hard, but it's also made it impossible for me to provide gifts for my children, making it difficult to make
the holiday season special for them.

On top of that, I'm now worried about rumors spreading about my termination. My name is being talked about, and |
feel exposed. [ can’t think clearly right now. | don’t even know when I'll be able to work again, and the loss of my
income has created a huge burden on me. The timing of all of this makes it worse. I'm facing a big gap in income, and
I’'ve missed out on two bonuses — one for Christmas and one for my 90-day mark — all because of my termination.
This situation has completely upended my life.

7. Date of Alleged Discrimination (MM/DD/YYY the incident occurred)
*  Housing incidents must be reported within 365 days. v 12/10/2024
» - All other incidents must be reported within 180 days. :

8. Type of Discrimination (Protected Class): Please mark all that apply.



{1 Age (for non-housing complaints only — if complainant is 40 or more years of age)

o Complainant’s reported age:
I Childbirth or related medical conditions
{1 Color

e Complainant’s self-identified color:

O Disability

(] Elderliness (for housing complaints only —if complainant is 55 or more years of age)

e Complainant’s reported age:
] Familial Status {for housing complaints only)
] Gender Identity
o Complainant’s self-identified gender identity:
[ Marital Status
[[1 National Origin
e Complainant’s self-identified national origin
[J Pregnancy
Race
e Complainant’s self-identified race: Black American
(] Religion
e Complainant’s self-identified religion:
1 Sex
e Complainant’s self-identified sex:
[] Sexual Orientation
e Complainant’s self-identified sexual orientation:
[] Source of Funds {for housing complaints only)

[] Status as a Veteran




9. Remedy is the complainant seeking from the respondent:

Apology

[ Dialogue with the Respondent
[J Employment opportunity

(1 Financial compensation

[J Housing opportunity

[} Access to a public space
Other (Please specify below):

Seeking justice for what | have faced working at ||| || | I 21 making sure it doesn’t happen to
another Black person or person of color.

Is the complainant willing to engage in informal dialogue with the respondent to attempt resolution?
[ Yes No

Is the complainant willing to engage in a formal mediation or conciliation process with the respondent?
[J Yes Xl No

10. If the complainant has legal representation or an advocate, please complete the following:

Name of Attorney/Advocate:

Street Address:
City: State: Zip Code:
Phone: Email:

11. Witnesses: List any individuals who were present or have knowledge of the alleged discrimination,

Role/Title:
Name:

Phone: Email:

Witness 1




Name: Role/Title:
™~
o Phone: Email:
£

| Name: Role/Title:
m
§ Phone: Email:
=

| Name: Role/Title:
<
a p
@ | Phone: Email:
£

| Name: Role/Title:
n
g .
¢ Phone: Email:
g

Name: Role/Title:
w
& | Phone: Email:
5
2

| Name: Role/Title:
h
@ :
¢ Phone: Email:
g

Name: Role/Title:
o0
§ Phone: Email:
=

12, Specific Comparators: List any person who was in the same or similar situation as the complainant.

Q

Name: [l

Role/Title: LPN







Instructions

Incidents of alleged discrimination or harassment can be one-time events or can include several incidents over time. Whether
presenting a complaint that involves a single incident or multiple incidents, always start with the date and time of the incident.
Separate your documentation by incident, focus on the facts (when, where, who, what, how, and why), and do your best to be
clear and concise,

On the next page, explain what happened and include the following details for each individual incident:
¢ Date and time of incident {or an approximation, if you cannot remember the exact date and time)
¢ Location of incident
e Name(s) of the primary person or people that caused you harm
e Aclear and concise description what the person or people did or said to you
s  Aclear and concise description of why you think the person or people acted this way toward you
* A clear and concise description of the harm you experienced, resulting from the incident
Names of any witnesses to the incident
Any actions you took after the incident to seek a remedy for the harm you experienced
Include supporting documentation, photos, videos, or other evidence (reference or attach if possible)

Documenting incidents can be a difficult process. if you need assistance organizing your documents or writing out a report of your
incidents, consider asking a friend or family member to help. If you do not have anyone to help you, inform the Office of Human
Rights staff, and they can help you find assistance.

Please list any evidence that supports the narrative.

Description of evidence: Termination Letter

[JAttached [XlAvailable upon request

Description of evidence: Email Correspondence

OAttached XKAvailable upon request

Description of evidence: Recordings

OAttached X Available upon request

Description of evidence: Documentation Advisory

[JAttached [(XAvailable upon request

Complaint Narrative










Tab B

Correspondence



Exhibit No.: B-1
Complainant Notice of Investigation

Date: February 09, 2025



CITY OF CHARLOTTESVILLE
To be a place where everyone thrives

Office of Human Rights

P.O. Box 911

Charlottesville, Virginia 22902
Telephone: 434-970-3023
www.charlottesville.gov

February 3, 2025

Case 2025-2: Notice of Complaint & Offer of Alternative Dispute Resolution

On January 30, 2025, the City of Charlottesville Office of Human Rights received your
complaint against ||| Cop'ainants have the right to pursue
resolution of the complaint without interference, coercion, intimidation, or retaliation. If
this right has been violated, a separate complaint of retaliation may be filed.

If at any point the complainant elects to withdraw the complaint through the
Charlottesville Office of Human Rights and file with a state or federal agency, the
complaint must be filed with the state agency within 180 days or with the federal agency
within 300 days from the date of the alleged incident. Complainants seeking to preserve
their right to sue within federal court, must file with the federal Equal Employment
Opportunity Commission in order to receive a right to sue letter.

Based on a review of the available supporting evidence, including your written,
notarized statement and documents related to the incident, the Charlottesville Office of
Human Rights has opened Case 2025-2 for investigation and attempted resolution of
the following issues:

1. vinetner [ <oz against*on the
basis of race In employment by subjecting her, from August to December

2024 to a hostile work environment characterized by the intentional




mispronunciation of her name, speculative and intrusive comments about her
racial background and family, stereotypical remarks targeting her race, and
differential treatment by her supervisor, who ignored her professional inquiries,
yelled at her, and ostracized her within the workplace.

2. Whether _retaliated against n the basis
of race in employment when on December 10, 2024, was terminated
without prior warning or adherence to the company’s disciplinary policy, after

reporting workplace harassment and violations of company policies to Human
Resources.

| have assigned Chyelle Chatman to conduct an investigation into the alleged
discriminatory practices presented above. The Investigator will attempt to complete the
investigation within 180 days from the date of the filing. If the investigation is not
concluded within that timeframe, you will be informed in writing as to the status of the
case and the reasons for the continuation of the investigation. Upon the completion of
the investigation, | will make a determination as to whether there is reasonable cause to
believe a violation of the Charlottesville Human Rights Ordinance has occurred. Once a
determination is reached, you will receive a copy of the determination along with a
summary of next steps.

At any point during the investigation process, either party may request the opportunity to
resolve the issue through alternative dispute resolution, which may include informal
dialogue, mediation, and/or conciliation, depending on the nature of the complaint.
Informal dialogue and conciliation are facilitated by Office of Human Rights staff. For
mediation services, the City of Charlottesville offers professional, third-party facilitation
through Resolute Mediation & Arbitration, Inc. All alternative dispute resolution services
are provided at no cost to the complainant or respondent.

Enclosed, please find a brief description of the alternative dispute resolution program,
accompanied by a program agreement and a brochure outlining the services provided
by Resolute Mediation and Arbitration, Inc. If you are interested in pursuing informal
dialogue, mediation, and/or conciliation, please return the enclosed program agreement
form within ten calendar days of receipt of this letter. You may return the form via
USPS, email, or in person, per the instructions on the form.

Please note that for alternative dispute resolution to proceed, both parties must indicate
a willingness to participate. Alternative dispute resolution may be requested and/or
revisited at any point during the investigation. If one or both parties choose not to
participate, if no response to this offer is received within twenty calendar days, or if no
agreement can be reached through attempted resolution, an investigation into the
allegations will proceed.

If you require an accommodation for a disability or language interpretation and

translation services services to engage with the complaint process, upon your request,
the Office of Human rights will work with you to find a reasonable accommodation for

ii



your disability and can provide language intperpretation and translation services at no
cost to you.

If you have questions about this case, you can contact the Office of Human Rights by
phone at 970-3023 or by email at humanrights@charlottesville.gov.

Sincerely, /
<Rl 7

Todd Niemeier
Director
Human Rights Commission & Office of Human Rights

iii



Exhibit No.: B-2
Respondent Notice of Investigation

Date: February 03, 2025



>
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CITY OF CHARLOTTESVILLE
To be a place where everyone thrives

Office of Human Rights

P.O. Box 911

Charlottesville, Virginia 22902
Telephone: 434-970-3023
www.charlottesville.gov

February 3, 2025

Via USPS and email to

Case 2025-2: Notice of Complaint & Offer of Alternative Dispute Resolution

On January 30, 2025, the City of Charlottesville Office of Human Rights received a
complaint from [ GGG 2caist j Complainants

have the right to pursue resolution of the complaint without interference, coercion,
intimidation, or retaliation. If this right has been violated, a separate complaint of
retaliation may be filed.

If at any point the complainant elects to withdraw the complaint through the
Charlottesville Office of Human Rights and file with a state or federal agency, the
complaint must be filed with the state agency within 180 days or with the federal agency
within 300 days from the date of the alleged incident. Complainants seeking to preserve
their right to sue within federal court, must file with the federal Equal Employment
Opportunity Commission in order to receive a right to sue letter.

Based on a review of the available supporting evidence, including [l vritten,
notarized statement and documents related to the incident, the Charlottesville Office of
Human Rights has opened Case 2025-2 for investigation and attempted resolution of
the following issues:



1. Whether || NG discriminated against ||| I o the
basis of race in employment by subjecting her, from August 2024 to December
2024, to a hostile work environment characterized by the intentional
mispronunciation of her name, speculative and intrusive comments about her
racial background and family, stereotypical remarks targeting her race, and
differential treatment by her supervisor, who ignored her professional inquiries,
yelled at her, and ostracized her within the workplace.

2. Whether | G <t2/iated against on the basis
of race in employment when on December 10, 2024 was terminated
without prior warning or adherence to the company’s disciplinary policy, after

reporting workplace harassment and violations of company policies to Human
Resources.

| have assigned Chyelle Chatman to conduct an investigation into the alleged
discriminatory practices presented above. The Investigator will attempt to complete the
investigation within 180 days from the date of the filing. If the investigation is not
concluded within that timeframe, you will be informed in writing as to the status of the
case and the reasons for the continuation of the investigation. Upon the completion of
the investigation, | will make a determination as to whether there is reasonable cause to
believe a violation of the Charlottesville Human Rights Ordinance has occurred. Once a
determination is reached, you will receive a copy of the determination along with a
summary of next steps.

At any point during the investigation process, either party may request the opportunity to
resolve the issue through alternative dispute resolution, which may include informal
dialogue, mediation, and/or conciliation, depending on the nature of the complaint.
Informal dialogue and conciliation are facilitated by Office of Human Rights staff. For
mediation services, the City of Charlottesville offers professional, third-party facilitation
through Resolute Mediation & Arbitration, Inc. All alternative dispute resolution services
are provided at no cost to the complainant or respondent.

Enclosed, please find a brief description of the alternative dispute resolution program,
accompanied by a program agreement and a brochure outlining the services provided
by Resolute Mediation and Arbitration, Inc. If you are interested in pursuing informal
dialogue, mediation, and/or conciliation, please return the enclosed program agreement
form within ten calendar days of receipt of this letter. You may return the form via
USPS, email, or in person, per the instructions on the form.

Please note that for alternative dispute resolution to proceed, both parties must indicate
a willingness to participate. Alternative dispute resolution may be requested and/or
revisited at any point during the investigation. If one or both parties choose not to
participate, if no response to this offer is received within twenty calendar days, or if no
agreement can be reached through attempted resolution, an investigation into the
allegations will proceed.

If you require an accommodation for a disability or language interpretation and
translation services services to engage with the complaint process, upon your request,

il



the Office of Human rights will work with you to find a reasonable accommodation for
your disability and can provide language intperpretation and translation services at no
cost to you.

If you have gquestions about this case, you can contact the Office of Human Rights by
phone at 970-3023 or by email at humanrights@charlottesville.gov.

Sincerely,

Todd Niemeier \

Director
Human Rights Commission & Office of Human Rights

iil



Exhibit No.: B-3

Request for Response & Supporting Documentary
Evidence



CITY OF CHARLOTTESVILLE
To be a place where everyone thrives

Office of Human Rights

P.0. Box 911

Charlottesville, Virginia 22902
Telephone: 434-970-3023

www.charlottesville.gov

CASE 2025-2 REQUEST FOR RESPONSE AND SUPPORTING DOCUMENTARY
EVIDENCE

This request is made pursuant to the Charlottesville Human Rights Ordinance (City Code Chapter
2, Article XV), which prohibits discrimination in employment, housing, public accommodations,
credit, and private education. The ordinance authorizes the Office of Human Rights to investigate
and assess claims of discrimination and ensure compliance with equal opportunity laws. The
following information is provided to assist in preparing a response. Please review this document
carefully and respond accordingly. The response should set forth all facts related to the allegations
in the complaint and any additional relevant information.

Allegations:

1. Whether_ discriminated against_ on the
basis of race in employment by subjecting her, from August 2024 to December
2024, to a hostile work environment characterized by the intentional
mispronunciation of her name, speculative and intrusive comments about her
racial background and family, stereotypical remarks targeting her race, and
differential treatment by her supervisor, who ignored her professional inquiries,
yelled at her, and ostracized her within the workplace.

2 Whether_ retaliated against on the basis
of race in employment when on December 10, 2024, was terminated
without prior waming or adherence to the company's disciplinary policy, after
reporting workplace harassment and violations of company policies to Human
Resources.

Response Requirements:

The Office of Human Rights may share the respondent's response and non-confidential
attachments with the complainant and their representative to allow for a fair and thorough review.



This process helps assess the credibility of the information provided by both parties. Respondents
are encouraged to submit a clear, concise, and well-supported response. A strong response should
address the allegations directly, provide relevant details, and include supporting documentation.

Provide a description of the organization, including legal name, address, primary business
function, and contact information for the responsible party.

Address each alleged discriminatory act, stating the respondent’s position and providing
supporting documents, such as emails, policies, witness statements, or any other relevant
materials.

Include applicable policies, procedures, or practices relevant to the complaint. As an
example, for employment complaints, include employee handbooks, training materials,
and workplace guidelines. For housing complaints, include lease agreements or other
policies provided to the tenant.

Identify individuals similarly affected by these practices and explain any differences in
treatment. As an example, for employment complaints, specify the roles and employment
histories of other individuals working there.

Provide names, roles, and direct involvement of decision-makers in the matter. As an
example, for employment complaints, include business owners, supervisors, and HR
representatives. For housing complaints, include property owners and mangers.

Specify detailed timelines, including dates, actions taken, communications exchanged, and
locations relevant to the complaint.

Submit internal investigative records, grievance hearing reports, prior complaints related
to similar issues, and any corrective actions taken by the organization.

Confidentiality Guidelines:

The response should avoid including sensitive personal information that is not relevant to the
complaint. If such information is necessary, it should be provided in separate attachments clearly
marked as confidential. The following should be redacted or provided in separate confidential
attachments:

Sensitive medical information
Social Security numbers

Non-relevant personally identifiable information of witnesses, comparators, or third parties
(e.g., home addresses, personal phone numbers, and birth dates in non-age discrimination
cases)

1



Failure to Respond:

Pursuant to Sec. 2-437.1 (b)(5) of the Charlottesville Human Rights Ordinance, if a respondent
fails to respond to communication or requests for information from the Office of Human Rights
for a period of thirty (30) calendar days, the Director may proceed with the investigation without
the requested information. A determination on the case will be made based on the available
evidence, which may result in an adverse inference against the non-responsive party.

Pursuant to Sec. 2-437.1 (5) of the Charlottesville Human Rights Ordinance, if a person refuses to
provide requested information, documents, or testimony necessary for an investigation, the
Director, after making a good faith effort to obtain compliance, may petition a court for a subpoena.
If the court finds good cause, it may issue a subpoena compelling the person to produce the
requested evidence or appear as a witness. Failure to comply may result in legal enforcement
measures.

Alternative Dispute Resolution:

At any point during the investigation process, either party may request the opportunity to resolve
the issue through alternative dispute resolution, which may include informal dialogue, mediation,
and/or conciliation, depending on the nature of the complaint. Informal dialogue and conciliation
are facilitated by Office of Human Rights staff. For mediation services, the City of Charlottesville
offers professional, third-party facilitation through Resolute Mediation & Arbitration, Inc. All
alternative dispute resolution services are provided at no cost to the complainant or respondent.

For questions or additional information, please contact the Office of Human Rights at
chatmanc(@charlottesville.gov or (434) 962-2586.

111



Exhibit No.: B-4
180-day notification—C



CITY OF CHARLOTTESVILLE
To be a place where everyone thrives

Office of Human Rights

P.O. Box 911

Charlottesville, Virginia 22902
Telephone: 434-970-3023
www.charlottesville.gov

July 29, 2025

Via USPS and email to

Case 2025-2: Notice of Ongoing Investigation

July 29, 2025, marked 180 days from the filing date for Case 2025-2. The Office of Human
Rights attempts to complete the investigation of employment discrimination complaints within
180 days from the date of filing, unless it is impracticable to do so.

The Office of Human Rights is committed to conducting a thorough and comprehensive
investigation. At this time, the investigation remains ongoing. The Investigator is collecting and
reviewing evidence to be included in the investigative report. We appreciate your continued
cooperation as the investigation proceeds. Our team is dedicated to reaching a resolution as
swiftly as possible while maintaining the highest standards of diligence and accuracy.

We will keep you informed of any significant developments and will notify you of any changes to
the status of your case. In the meantime, if you have any questions or need further assistance,
please do not hesitate to contact us by email at humanrights@charlottesville.gov or by phone at
434-970-3023.

Sincerely,

T&dd Niemeier
Director
Human Rights Commission
Office of Human Rights



Exhibit No.: B-5
180-day notification—R



CITY OF CHARLOTTESVILLE
To be a place where everyone thrives

Office of Human Rights

P.O. Box 911

Charlottesville, Virginia 22902
Telephone: 434-970-3023
www.charlottesville.gov

July 29, 2025

= I
Via UiPi and email to GG

Case 2025-2: Notice of Ongoing Investigation

July 29, 2025, marked 180 days from the filing date for Case 2025-2. The Office of Human
Rights attempts to complete the investigation of employment discrimination complaints within
180 days from the date of filing, unless it is impracticable to do so.

The Office of Human Rights is committed to conducting a thorough and comprehensive
investigation. At this time, the investigation remains ongoing. The Investigator is collecting and
reviewing evidence to be included in the investigative report. We appreciate your continued
cooperation as the investigation proceeds. Our team is dedicated to reaching a resolution as
swiftly as possible while maintaining the highest standards of diligence and accuracy.

We will keep you informed of any significant developments and will notify you of any changes to
the status of your case. In the meantime, if you have any questions or need further assistance,
please do not hesitate to contact us by email at humanrights@charlottesville.gov or by phone at
434-970-3023.

Sincerely,

Tddd Niemeier

Director

Human Rights Commission
Office of Human Rights
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Exhibit No.: C-1
ADR Agreement Form (declined)- R
Date: February 21, 2025



City of Charlottesville ForOffice Uise
Office of Human Rights Case #
Alternative Dispute Resolution Program Agreement 2025-2

Regarding this matter, | am the (check one):
1 Complainant (party filing the complaint)
B’Respondent (party against whom the complaint was filed)

If you are willing to participate in Alternative Dispute Resolution (ADR) to address the issues related to
this case, please select from the options below (mark all that apply):

1 | am willing to participate in informal dialogue.

O | am willing to participate in mediation.

(1 | am willing to participate in conciliation (for housing complaints, only)
|, the undersigned, affirm that | have read or have had read to me the ADR program description and
understand that either party to this complaint reserves the right to request an attempt to reach resolution
through ADR at any point during the investigation. Furthermore, | understand that ADR can only take
place if both parties to the complaint indicate that they are willing to participate by completing this
program agreement and returning it to the Office of Human Rights. By signing this form, | also affirm that

| have the authority to sign a mediation settlement or conciliation agreement, which may include binding
monetary and/or non-monetary terms.

arty or Representa ignature Date

Party or Representative Printed Name Your preferred pronouns

Phone number at which to reach you:‘

Please return the completed program agreement to the Charlottesville Office of Human Rights

By email: humanrights@charlottesville.gov
By mail: P.O. Box 911, Charlottesville, VA 22902
In person: Call 434-970-3023 to set up an appointment

If you have questions about the Office of Human Rights ADR Program, or need assistance completing
this form, please contact the Office of Human Rights.
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Evidence



Exhibit No.: E-1
Termination Letter

Date: December 09, 2024



December g, 2024

] | |
Dear I

This letter acknowledges the termination of your employment at the ||| [ |GG

I <ficctive immediately. You have failed to adhere to the ||| | EGTcNGTGTGNE

Standards of Care and heed the verbal coaching from the Director of Nursing.

You must immediately return the following ||| GG ooperty to Human

Resources, including name badge, key fob, and any other assigned company property,
Failure to comply with this request will result in deductions for lost property on your final
paycheck. Your last paycheck will be automatically deposited into your account on the
next payroll date.

Should you have further questions, please contact ||| Il Hurman Resources
Director, at ‘

Sincerely,
Human Resources Director

Ce: I Finance Manager



Exhibit No.: E-2
Email Communication— Early Departure

Date: November 26, 2024



. @ Outlook

Fw:

From [ I - - >

Date Mon 12/2/2024 11:47 AM

To I PR - >

I'm just reading this from [ sent on Tues 11/26

From: [ <A -

Sent: Tuesday, November 26, 2024 7:26 PM

To: [ S S -

Subject:

Hey | left before 7:30 . Bc They were all standing around gossiping about the schedule and agency

from today ...} is doing the schedule now and | did not want any parts of the drama
so | gave report and we counted off the narcs and | left

| Just wanted to let you know in case someone reports that | left before 7:30.

Thanks
Have a good night

Get Qutlook for iOS




Exhibit No.: E-3

Email Communication—_

Date: November 21, 2024



" &} outlook

Re: I
From D I S -

Date Thu 11/21/2024 7:19 PM

To I R -t

Thank you for the update on [ | wasn't aware that hospice is picking him up. Just an fyi..I'm not
sure who all is on the clinical team group email but let's ensure his privacy by keeping private
information with staff who need to know.

Get Qutlook for iOS

From: [ SN >

Sent: Thursday, November 21, 2024 6:53:30 PM
To: Clinical Team <ClinicalTeam @[ ~et>

subject: Re: [N

Hospice Nurse also states that resident is able to self-pleasure and that if we experience it , that we need
to give resident privacy . Hospice Nurse states that unless resident is exhibiting behavior towards staff
then it is not inappropriate and it is normal to have sexual sensations .

From: [N

Sent: Thursday, November 21, 2024 6:48 PM
To: Clinical Team <ClinicalTeam @[l <t>

subject: (NN

Hospice RN completed a visit with resident today . Hospice nurse states that Hospice will complete
showers and/or bed baths every Wednesday at 7am . Hospice states they are able to change the time of
the showers if it is not convenient to residents schedule. Hospice requested that we wait for them to
come on Wednesday before performing the shower .

All vitals WNL . no complaints of pain or discomfort

No concerns at this time . WCTM



Exhibit No.: E-4
Email Communication—- Clarification
Date: December 09, 2024



' “

From: I

Sent: Monday, December 9, 2024 1:18 PM

To: I I A ol Team
Cc: —

Subject: re:§

Thank you for the clarification, ||} So she is okay to have her grilled cheese lol
[l iust came out and we are all on the same page now

Get Qutlook for iOS

From: SN I SR - >

Sent: Monday, December 9, 2024 1:09:36 PM

To: [ - Clinical Team <ClinicalTeam @ <t
ce: I - -

subject: RE: [N :

I've copied [} our Speech Therapist on this email for clarification.

B 'S, CHES-R, MS, OTR/L

Director of Rehabilitation

Occupational Therapy, Physical Therapy, Speech and Language Therapy

This e-mail and any attachments may contain information which is confidential, proprietary, privileged or otherwise protected by law. The
information is solely intended for the named addressee (or a person responsible for delivering it to the addressee). If you are not the
intended recipient of this message, you are not authorized to read, print, retain, copy or disseminate this message or any part of it. If you
have received this e-mail in error, please notify the sender immediately by return e-mail and delete it from your cormputer.

From: [ I SR - -

Sent: Monday, December 9, 2024 1:06 PM
To: Clinical Team <ClinicalTeam @ [ - <t>

subject: Fw: [ N



Exhibit No.: E-5

Email Communication—- Patient Meal Or-
der

Date: December 09, 2024



fola Outlook

RE: I
From [N I - -

Date Mon 2024-12-09 1.07 PM

To [ I SR - - Cinical Team <ClnicalTeam @ {het>

This is what is in PCC:
Regular diet

IDDSI 5 Minced & Moist texture, Thin consistency, May have soft regular desserts with no nuts and
sandwiches such as crustless grilled cheese, chicken salad without celery chunks upon requests

please provide resident with lightweight utensil with built-up-handle (spoon and fork).

From: I I < -

Sent: Monday, December 9, 2024 1:06 PM
To: Clinical Team <ClinicalTeam @ | i et>

Subject: Fw: | I

Sent from my Boost Samsung Galaxy A14 5G
Get Qutlook for Android

From: [ S -
Sent: Monday, December 9, 2024 12:57:40 PM

o: I I - - ; I S - -
Subject: [ N

Hetlo, | I cict is for minced and moist

Can we have clarification on the arder pertaining to a grilled cheese sandwich ? | was told by
her daughter that she could have grilled cheese if it's softened and cut up small and the kitchen
states that she is minced and moist diet and can have crust less grilled cheese .
Can she have a grilled cheese if it's cut up small and moist or is she not aliowed to have grilled
cheese . The therapist here at ] states that she cannot have sandwiches and said it is not
on her diet or in PCC

I am not sure if she can or can not . Can someone clarify ?

Get Qutlook for iOS



Exhibit No.: E-6
Email Communication-Termination

Date: December 10, 2024



(J i redd ot / N '
~ Cma rm‘%by%@gomwnafm | @@\\_f

From: — —

Sent: Tuesday, December 10, 2024 8:19 AM
To: R

Subject: FW:

FYI

From: [ - -

Sent: Tuesday, December 10, 2024 8:12 AM

To: [N I P - >

Subject: Re:
@
Get Qutlook for iOS

From: [ S -

Sent: Tuesday, December 10, 2024 8:11:33 AM

To: S A S N -

Subject: Re:

Same ! It's okay. It was done maliciously . They used something from November for the reason but it's

probably for the best.| seen [ and i} kissing yesterday's by | entrance around 615 pm
and | think she seen me see her. Idk..| never fit in bc | can't go along with the laziness. However | am off
to new beginnings

Take care and thanks again [

Get Qutlook foriOS

From: D S S >

Sent: Tuesday, December 10, 2024 8:08:56 AM

Subject: Re:

415 Anpremny Sy vy - LA e Y S LM e A P e Y 8 N

I'm sorry! Of course! | wish we were all kinder to each other. Take care!

Get Outlook for iOS

From: [ S -

Sent: Tuesday, December 10, 2024 8:05:06 AM

To: I I A -

Subject:

| guess | breeched Hippa by asking about i gritted cheese yesterday .
I was not suppose to send it to the clinical team. Apparently | sent to much information
But anyways




Thank you for always béing kind to me | Have a great day !

Get Qutlook for iOS



- @

From:

Sent: Tuesday, December 10, 2024 3:52 PM
To:

Subject: FW:

Director of Building and Grounds

From: N SR -

Sent: Tuesday, December 10, 2024 8:34 AM

To: [ S N >

Subject:

Hey I Wel il fired me today , they said it was from November and the day | called out . it makes
no sense bc people call out all the time and I've only called out 2 times in the past 5 months .

L think it's be | seen [ and il kissing last night outside . | didn't think they seen me but | came in
today and got fired . It was no real reason she just said she had to terminate me ... she said | sent out
patient information to the clinical team but | was told to do that and everyone else sends out information
to the clinical team so idk why they got me in trouble for that

they also mentioned that | didn't give someone a pill one day in November but they have 5 steps to
terminate for that if you do it multiple times (then they fire u) | have not done that multiple times . Just
that one time

(I 2nd them had all them med errors but didn't fire her ) but they been trying to get me out since |
started lol

it's prob for the best. | just wanted to say Goodbye and thank you for always being kind me to &

| knew from the beginning they did not want me there bc of JjjJjj ol she is asnake

But it all will come back to them

Anyways take care

Get Outlook fori0OS



Exhibit No.: E-7

Respondent Position Statement

Date: [N 20, 2025






She was hired by Director of Nursing, || ] JEEEE o 'uly 23, 2024, and began her
employment with us on August 12, 2024, after her background check and references were
completed. [N resignation was effective August 20, 2024. [ worked
under_forthe above-mentioned timeframe which mostly included training and
orientation.

The Interim-Director of Nursing, | ]} [ ><<2n with us on October 15, 2024,
until her temporary placement ended on December 7, 2024.-_ was
serving as our Director of Nursing until our new hire could begin her employment with us. It
was under the recommendation of [} I 2t we terminate [N o»
December 10, 2024, due to her repeat performance concerns as a nursing leaderon the
floor, medication errors, attendance, and reported concerns about bullying from her peers
she worked alongside. (One statement included from [ ) [ 2ttached - this was
reported to Human Resources and the administrator).

B o o\cted thiee performance improvement plans on [ during
her employment with the [ EEEEEE << her main concerns were around

medication errors, attendance, and HIPAA violations. (See supporting evidence included in

packet). During [N NN i~terim time with the [ <+ tried

to coach and mentor [l to be a nurse leader on the floor. The decision made to
terminate employment with [l v/as based solely on the guidance of [} [
-as her nursing supervisor and resident medication and safety concerns. It was
based on repeated performance errors and not based on any discriminatory basis. She did

not meet the [N s:2ndards of care and performance. During [}
I ¢ vith the [N tors wero o complsints fle

against her as a nursing supervisor from other nurses, aides, or medication aides. There are
no other complaints about her yelling or ostracizing other employees within the workplace.
The_ is dedicated to the safety and care of our residents, itis our
duty to address all medication errors and concerns with staff. || had repeatedly
documented medication errors around a controlled substance. The impact of medication
errors can lead to adverse drug reactions, falls, treatment failures, hospitalizations,
disabilities, or fatalities. As a facility, we are obligated to act on all medication error reports
and concerns. In the case of 2025-2 we addressed this on numerous occasions which led
to termination for performance.

Auegation 2: Whether [ - i2ted against [ 0" the

basis of race in employment when on December 10, 2024, || s terminated
without prior warning or adherence to the company’s disciplinary policy, after reported
workplace harassment and violations of company policies to Human Resources.






Employee Statement - Confidential

March 19, 2025

Hello all,

| am writing to you in regard to the bullying that happened to me lastyear. In 2024, we had
an employee named || that went out of her way to go in my personal life and
contact my spouse and say | had a relationship with someone at work (September 7-8,
2024). She blew up my spouse’s phone back-to-back about different things regarding this.
She went around and told everyone and started rumors, turning two other staff members
against me which later quit. | feel as if my character was defamed due to the false
accusatiorjjilij made. This employee at the time also would go in and double change
an order or rewrite it after | had already put itin per the NP/MD direction. This employee
would purposely pick on me. The employee was scheduled to work downstairs in our Long-
Term Care Center but would come upstairs to walk outside to take her breaks. When
passing by in the hallway she would have her air pod in, and she would always mumble and
have indirect comments while on the phone with someone. |JJij would constantly talk
about me to other staff members. This employee would always go out of her way to pick
with me as well as others.

Thank you,

Position Statement Support - Confidential

it was requested of [Jjjjto write a statement to summarize her experience working
alongside ||} you witl find this summary above. Her initial concerns were sent
via text and are attached. These were sent to the Human Resources Director, ||| [ [GTGTGN



on September 19-20, 2024. This is to support our position statement about how staff
reported [ for bullying/harassment.

The administrator (self) and HR Director, || | I sat down with JJJl§ on Monday,
September 23, 2024, to discuss her concerns about |l employment impacting
her personal life. [l had sent muttiple voice memos to il spouse. See her
statement for accusations that were spread. Verbal support was provided to - and
she requested it to be monitored moving forward for fear of further retaliation on her
personal life.

We please ask that this portion of the investigation not be shared with ||| | | EE =t
the request of our employee for fear of retribution.

Thank you,

I 'S, LNHA

CEO/Executive Director









2:37 all ¥ @8)




Sent from my iPhone
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Sent from my iPhone



2:39 ol“ ? (i’

Some of it might repeat as | had
to send like that bc it was like 13
minutes long from where she
continued to send stuff. If you
would like to hear it all once to it
makes more sense let me know |
can play it on Monday. But if not
some things you might hear
twice. If you have any questions
feel free to call me.

Fri, Sep 20 at 8:58 AM

f'::.:HeIIo e
‘Thank you for sendlng the texts.

i wnll review and discuss them
’ ', 1ext week aslwﬂl




Thanks.

Fri, Sep 20 at 11:35 AM

Okay thank you, I'm there
Monday if you need me for
anything. | appreciate you guys
so much.

Sent from my iPhone



Exhibit No.: E-8
Email Communication-Compensation & Pay

Date: November 07, 2024



From: ]

Sent: Thursday, November 7, 2024 11:25 AM
To: N S
Subject: RE: Sign on bonus

Hi [ Your first amount for $1000 will be this coming pay period, then $1500 in the pay period including 2-22-25 and then $1500 in the pay period
including 8-12-25.

Thanks,

-
From: I R -

Sent: Wednesday, November 6, 2024 9:17 PM

o: I - - ; I S - -
Subject: Sign on bonus

Hi, | was wondering when | get my first sign on bonus? And how often | get the rest

| have not talked /or asked anyone about it, so | figured | would ask you both to confirm .

Thank you

Get Qutlook foriOS




From: (I

Sent: Friday, November 15, 2024 1:48 PM
To: I N ot
Subject: RE: Check

Importance: High

Hello, NN

| took a closer look at your submitted attachments, and you pulled the ADP Pay Stub for November 1%, not November 15™. Please find
attached the correct information for your records.



et sopior 1D Fans

] ] LPN-LPN  SWIOUT76%  Active

Gross Pay
?&gulav’ | Rafe: 34.0000 o Hours: 43.60
NIGHT MTWT S=id 4 Rare: 38.0000 Hours: 3.80
PfO Held £ Rete: 34,0000 Hours: 11.25
DAY SAT-SUM Feld 45 Rate: 38.0000 | Hours: 1L.30
NIGHT FSS(Beld & Rate: 42.0000 Hours: 1.00

. Tota! Hours Worked: 58.7

Basis of Pay: HOURLY

Taxes
Federal ingome Tax
S{Ix:.ia% Securnity
Medicare |

State Worked In: Virginia Code: VA

Deductions

Take Home




Human Resources Director

T:
M:

This e-mail and any attachments may contain information which is confidential, proprietary. privileged or otherwise protected by law. The information is solely intended for the
named addressee (or a person responsible for delivering it to the addressee). If vou are not the intended recipient of this message. you are not authorized to read. print, retain. copy
or disseminate this message or any part of it. If you have received this e-mail in error. please notify the sender immediately by return e-mail and delete it from vour computer.

From: I S -

Sent: Friday, November 15, 2024 6:23 AM

To: [N N R - N - -

Subject: Check

Hi, I did not get my net pay deposited into my account ... | also did not get my first portion of my bonus . You said it would be deposited in two different checks .

Get Cutlook for iOS




3 = Mo

Tt Ngign o
B Goen snorTen Ache

! Gross Pay $2.330.70 m ;
¢ Rate: 34,0000 Mourss SR80 s 122240
: e O e

Regular
i NIGHT MTWT (fieid &) Rate: JR0C00 ~owrs: 3.80 $ 6580 Wﬁo}z See
! rroEeaa 2aze: 34,0200 Howrs 125 $382.50 30 sie PR dovar e Foy Cate
g W1E/2024
’ DAY SAT-SUN iffeld <} Rate: 320000 ~oers; SO §429.40
3 NIGNT FSS ifiela 4) Re1e: 22,0000 Howrs: 1,08 542.00 iz N
£ Tozal Hours Waorkec: 387 .
4 .-
Basis of Pay: HOURLY ne
Theds - Vhathes Nomser
- Voucher A
Taxes $381.83
Vigreel & Dt wime Dvat
Federatincome Tex s7en INRSER INRSER
Socia: Security $53.80
L Mecicare sasar
5 SuareWored toVegine Code: VA ST395
i Deductions
<
(1
1:2
O
PO 1283
2033 MAX En 248070




Exhibit No.: E-9

Complainant Timecard



L

Timecard Detail Report with Signature: |||}l I (3W1011776)

Company Code: 3W1
Date Range: 11/01/2024 - 12/31/2024 { and Employee Effective As Of : 12/31/2024 )

General Information

File Number: 011776 Supervisor:

Hours Summary

Pay Code Hours
Daytime Shift Sat-Sun 56.20
Holiday 11,50
Qvernight Shift Mon-Thur 6.20
Overnight Shift Sat-Sun 5.00
Overtime 4.30
Plo FT 22.75
Regular 125.70
Total 231.65

Timecard Details

Date In Time In - Out Hours Daily Totals Pay Code Out Type ?:;g;ﬂl arik
Fri  11/01/2024 07:33 AM - 07:48 PM 11.70 11.70 INRSER
Sat 11/02/2024 08:00 AM - 07:16 PM 11.26 11.25 PTOFT INRSER
Sun 11/03/2024 07:06 AM - 02:27 PM 7.40 INRSER
Sun 11/03/2024 03:05 PM - 07:14 PM 4.10 11.50 : INRSER
Wed 11/06/2024 07:34 AM - 07:29 PM 11.40 11.40 INRSER
Thu 11/07/2024 07:44 AM - 07:30 PM 11.30 11.30 INRSER
Mon 11/11/2024 07:32 AM - 12:40 PM 5.20 INRSER
Mon 11/11/2024 01:13 PM - 09:49 PM 8.60 13.80 INRSER
Tue 11/12/2024 07:30 AM - 07:30 AM 0.00 0.00 CALLOUT INRSER
Fri  11/15/2024 07:34 AM - 12:57 PM 5.40 INRSER
Fri  11/15/2024 01:36 PM - 07:47 PM 6.20 11.60 INRSER
Sat 11/16/2024 07:10 AM - 07:09 PM 11.60 11.50 INRSER
Sun 11/17/2024 07:08 AM - 01:59 PM 6.90 INRSER
Sun 11/17/2024 02:36 PM - 08:21 PM 5.80 12.70 INRSER
Wed 11/20/2024 07:39 AM - 01:18 PM 5.60 INRSER
Wed 11/20/2024 01:57 PM - 07:28 PM 5.50 11.10 INRSER
Thu 11/21/2024 07:40 AM - 02:12 PM 6.50 INRSER
Thu 11/21/2024 02:45 PM - 07:34 PM 4.80 11.30 INRSER
Mon 11/25/2024 07:34 AM - 12:44 PM 5.10 INRSER
Mon 11/26/2024 01:19 PM - 07:07 PM 5.80 10.90 INRSER
Tue 11/26/2024 07:33 AM - 07:05 PM 11.00 11.00 INRSER
ADP Powered by Automatic Data Processing, inc.

Prepared On: 02/27/2025 04:11:03 PM Page 1 of 2



Timecard Detail Report with Signature: || ]} I (3W1011776)

Timecard Details

Date In Time In - Out Hours Dally Totals Pay Code Out Type ‘6?;::& —
Thu 11/28/2024 08:00 AM - 07:30 PM 11.50 11.50 HOLIDAY INRSER
Fri  11/29i2024 07.30 AM - 01:31 PM 6.00 INRSER
Fri 11/29/2024 02:05 PM - 07:15 PM 5.20 11.20 INRSER
Sat  11/30/2024 07:.08 AM - 07:18 PM 11.70 11.70 INRSER
Sun 12/01/2024 07:11 AM - 09:59 AM 2.80 INRSER
Sun 12/01/2024 10:18 AM - 02:51 PM 460 INRSER
Sun 12/01/2024 03:27 PM - 07:58 PM 4.50 11.90 INRSER
Wed 12/04/2024 07:41 AM - 11:23 AM 3.70 INRSER
Wed 12/04/2024 11:57 AM - 07:32 PM 7.50 11.20 INRSER
Thu 12/06/2024 08:00 AM - 07:30 PM 11.50 11.50 PTOFT )x- INRSER
Mon 12/09/2024 07:37 AM -~ 01:43 PM 6.10 INRSER
Mon 12/09/2024  02:25 PM - 07:42 PM 5.30 11.40 INRSER
Tue 12/10/2024 07:37 AM - 07:50 AM 020 0.20 INRSER
Total 231.65
H.

OC s uee PTO GeEr™

el ko~ 1352
Signatures
Signature Date Signature Date
ADP Powered by Automatic Data Processing, Inc.

Prepared On: 02/27/2025 04:11:03 PM

Page 2 of 2



Exhibit No.: E-10

Email Communication_ Hospice &

Privacy Guidance

Date: November 21, 2024



el Outlook

Date Thu 2024-11-21 6:53 PM - PON PI(Q\,I-.( el
To  Clinical Team <ClinicalTeam @ [l <t> veybal Codchivig on pro pcl

e | Coramunt cahiQ N cgardire)
: e fPth\ ondi resident infor metiioN
Hospice Nurse also states that resident is able to self-pleasure and that if we experience it , that we need

to give resident privacy . Hospice Nurse states that unless resident is exhibiting behavior towards staff
then it is not inappropriate and it is normal to have sexual sensations .

From: [

Sent: Thursday, November 21, 2024 6:48 PM

To: Clinical Team <ClinicalTeam @ i i<t

Subject: [

Hospice RN completed a visit with resident today . Hospice nurse states that Hospice will complete
showers and/or bed baths every Wednesday at 7am . Hospice states they are able to change the time of
the showers if it is not convenient to residents schedule. Hospice requested that we wait for them to
come on Wednesday before performing the shower .

All vitals WNL . no complaints of pain or discomfort

No concerns at this time . WCTM



Exhibit No.: E-11
Hiring Packet



1\\-; @4@ y

July 23, 2024

Doar [N

on behalf of || | GGG | = offering you the Full-time Day Shift LPN position. This position
will become effective on July 28, 2024, The compensation for this position will be $34 per hour with shift

differentials and a $4,000 sign-on bonus. It is expected that you will work the hours scheduled by your
supervisor, You will report to || I Director of Nursing.

The bonus will be paid as follows and is based on performance and employment status:
s 90 Days of Full-Time Status - $1,000
¢ 6 months of Full-Time Status - $1,500
e 1year of Full-Time Status - $1,500

The above offer is contingent on clear background checks and professional reference checks. Please

note that [ | |GGG is 2» 2t-will employer. That means that either you or ||| | N

B 2 < free to end employment at any time with or without hotice or cause.

We are excited to have you join our team. If you have any questions, please do not hesitate to contact me

o« I o I

Sincerely,

Human Resources Director

7-23-24

Signature Date

B Chalottesville, VA N



.\_
72

EMPLOYEE CONFIDENTIALITY STATEMENT

I, the undersigned, recognize the importance of maintaining the personal privacy of
each Resident, including the Resident's record, and that the responsibility for ensuring
that this privacy is safeguarded rests with each employee of the ||| N NNENENEGNG

| understand and agree that in performing my duties, | must hold medical and personal
information in the strictest confidence and by HIPAA.

| understand that the release of any information in written, verbal, or any other
communicated form outside of the authorized release of data, according to facility
guidelines, is in breach of this agreement to protect the Resident's right to privacy.

Further, | understand that violation of this confidentiality - intentional or unintentional -
may result in punitive action, including possible fines or imprisonment. This will result in
my immediate dismissal from the




HANDBOOK RECEIPT

| have received my copy of the [ N | EEIEEEEE :v'ovee Handbook. | understand itis
available to me online and available to print. | understand that this handbook is intended as &

guide for personnel policies, benefits, and general information and that these guidelines are
not intended to be, nor should be, construed as an employment contract.

| understand that the policies and guidelines contained within the Handbook supersede those
previously written or communicated and that || S rcscves the right to

make changes in these guidelines or their application as it deems appropriate, with or without
notice. | will keep abreast of the online version of this handbook and check monthly for
updates. | understand that all updates to this handbook will be completed electronically. | also
understand that employment is terminable at the will of either the employee or of [}

B -t - time and that no representative of ||| G other than

the Executive Director has the authority to make any contrary agreement.

Print name:

Sig

Dated: D% _’ 9\ ~ &LK

Department: MW‘S( n?]} ~ L(P’\/



Acknowledgement of Receipt C¢ O > V7

| acknowledge that | have received a copy of the | Er'oyee Handbook (“Handbook”). |
understand that | am responsible for reading and abiding by all poticies and procedures in this Handbook, as
well as all other policies and procedures of the i}

| also understand that the purpose of this Handbook is to inform me of the ] policies and procedures and
thatit is not a contract of employment. Nothing in this Handbook provides any entitlement to me or to
any- employee, noris it intended to create contractual obligations of any kind.

I understand that the Company has the right to change any provision of this Handbook at any time and that |
will be bound by any such changes. | expressly agree to the provisions in the Dispute Resolution section of
the Handbook, in which | have agreed to use alternative dispute resolution, in lieu of litigation, as the sole
means of resolving any dispute that may arise between the [JJJj and me, subject to the i right to seek
injunctive relief. | agree to first seek to mediate any dispute with the- with a mediator from the American
Arbitration Association or similar organization trained and experienced in employment disputes. If mediation
is not successful, | agree to submit the dispute to arbitration. | understand that by agreeing to arbitration |
waive any right | may have to. orseeka jury trial. The decision of the arbitrator will be final and binding.

OF- 12—

Please sign and date one copy of this acknowledgment and return it to Human Resources. Retain a second
copy for your reference.

I o loyee Handbook 61
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Time off & leave

7

Paid Time Off (PTO) O e v

PAID TIME OFF (PTO) BENEFITS

e Allfull-time and part-time employees will accrue PTO from the date of hire. An employee can utilize annual
leave once they have completed 90 days of continuous employment, Accrual rating based on the number
of Regular hours worked per pay period. Overtime hours are excluded from the accrual PTO will not be
considered hours worked for the purpose of calculating overtime.

¢ Paid Time Off (PTO) Days Accrued:

Full Time Employees Part Time Employees

Paid Time Off (PTO) Days Accrued:

Paid Time Off (PTO) Days Accrued:

A fuit-time employees wili otcrue PTO from the dote of hive. Aremployee can etilize onnvol
feove once he/she hos completed 90 doys of continuous employment.
thccrual mrte bosed on the aurmbet of Regidas howns worked per pay pedlad,
OThouas uye extlvded from the ecceval )

AN full time employees will o¢ctue P10 from the dote of hire, An empicyes tan ulilire onnusl
Jeove once hefshe hos completed 90 doys of continuous employment.
{Must wer 20 Baurs weekly to quokfy fer occnsol}

Length of Service PTO Accrued Maximum Length of Service PTO Accrued Maximum
0-4years 20 days (160 houis) 0- 4 years 10 days (80 hours)
5- 10 years 23 days {184 hours} 5- 15 years 12 days ( 92hours)
10 - 1Syears 26 days (208 hours)
154 years 30 days (240 houts) 15+ years 15 days {120 hours)

Paid Time Off (PTO)} Maximum Carry Over:

Paid Time Off (PTO) Maximum Carry Over:

Any PTO hours above the Carry Over Maximum will be forfeited. Employees
are encouragedto use, donate or sell back thelr PTO.

Any PYO hours above the Carry Over Maximum will be forfeited. Employees

are encouraged to use, donate or sell back thelr P10,

Length of Service PTO Carry Over Maximum Length of Service PTO Carry Over Maximum
0-4years 40 days (320 hours) 0-4years 20 days (160 hours)
5- 10years 46 days (368 hours) 5-15 years 24 days (192 hours)
10- 15 years 52 days (416 hours)
154 years 60 days (480 hours) 154 years 30 days {240 hours)

Effective October 1, 2023, employees may Sell Back PTO hours in accordance to policy betow:

Paid Time Off (PTO) Sell Back Benefit

Employees may cash out up to a maximum of 80 PTO hours, providing that at
least 40 PTO hours remain to cover unanticipated absences. The Executive
Director must approve the Sell Back requesy, and employees must secure
approval 1 week betore the payroll run. The payout will colncide with the
current pay date. )

®» PTO as Vacation

PTO time that is used for vacation may be taken at any time after successful completion of 90 days of
continuous employment and with approval by the supervisor. The request for PTO must be submitted in
writing in advance. Request forms are available in each department. When the PTO leave request of one
eligible employee conflicts with the request of another eligible employee, leave is granted to the employee



™~

with the eartier submission date. If the submission dates are identical, priority will be given to the request
of the senior employee.

® PTO as Sick Leave

PTO is also used for days when illness prevents you from coming to work. It enables you to take the time,
get well and return to work without missing pay. The hours missed are subtracted from your PTO accrual.

® "Old" Sick Leave

An employee who has accumulated “sick leave” prior to January 1, 2016 are able to use this benefit after
he/she has exhausted his/her PTO. This benefitis available for purposes such as FMLA. This benefit will not
be paid out upon resignation/termination. '

® PTO upon Separation

In the event of resignation, and when proper notice has been given, any accrued, unused PTO will be paid
as described under SEPARATION OF EMPLOYMENT. Any employee who is terminated will forfeit payment
of unused PTO,

* Holidays and PTO

An Employee may take PTO in conjunction with a recognized holiday, provided there is adequate staffing in
his/her department and with prior Department Head approval,

Final Payment & Paid Time Off (PTQO) Benefits Upon Separation

You will be provided with your final paycheck for wages earned no later than the next regularly scheduled
payday on which those wages are due.

Paid Time Off (PTO) Pay out schedule

Employees must provide a four-week written notice of separation, be
In good standing, and meet the length of service terms below.
PTO benefits will be coltulated os the date of terminotion.

Length of Service PTO Payout
Less than 2 years 0%
2 -4 years 50%
5 -9 years 75%
10+ years 100%

O%-1a-a)

Date

Ox~ (2~

Date

irector’s Signature
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Cell Phone, Smart Watch, and Air Pods Use Policy for-_

> N |1

u‘

Purpose: This policy outlines guidelines for the appropriate use of cell phones, smart watches, and Air
Pods, by employees at [JJj The goal is to ensure a productive work environment while respecting
residents’ privacy and safety.

Scope:

This policy applies to all employees, contractors, and volunteers.

It covers both personal and work-provided cell phones and smartwatches.

General Guidelines:

Cell phones and smartwatches are allowed during breaks or designated times only.

Phones must be silence.d during work hours to minimize disruptions.

Employees should prioritize resident care over personal phone use.

Progressive Disciplinary Action:

Violations of this policy will result in progressive disciplinary action, which may include:
Verbal Warning: First offense. The employee will receive a verbal warning from their supervisqr.
Written Warning: Second offense. The employee will receive a written warning detailing the violation,
Suspension: Third offense. The employee may face a temporary suspension.

Termination: Repeated violations or severe breaches may lead to te-rmination of employment.
Reporting Violations: |

Employees should report policy violations to theirimmediate supervisor.

Supervisors will document incidents and follow the progressive discipline process.

Smart Watches and Air Pods

Smart watches and Air Pods fall under the same guidelines as cell phones.

Employees should use smart watches discreetly and avoid disrupting resident care.
Em;réency Situations: |

In emergencies, employees may use cell phones or smart watches to call for help.

Notify your supervisor immediately if you need to use your device during an emergency.

k)



Confidentiality and Privacy:

Employees must respect residents’ privacy and confidentiality.

Do not take photos, videos, or record audio without proper authorization.
Enforcement:

Human Resources will oversee policy enforcement.

Employees are responsible for understanding and adhering to this policy.

By following this policy, we create a respectful and efficient work environment that prioritizes resident
well-being. Violations will be addressed consistently and fairly. If you have any questions, consult your
supervisor or the HR department.

0% ) 2 — L/

ployee Signature Date

_ (A

Director’s Signature Date




Exhibit No.: E-12
Documentation of Advisory

Date: November 15, 2024



@©}?

I - Documentation of Advisory

Employee Name: [ G "N Date: 11/15//24
Department: Nursing Shift: 7:30a-7:30p

Circle One: VERBAL COACHING  COUNSELING_ FINAL WARNING  SUSPENSION  TERMINATION

The use of the Advisory Form is necessary to properly and accurately document the results of supervisor -
employee discussions addressing problems usually concerned with (1) substandard performance {(as measured
against predetermined goals/objectives) or (2) personal or business conduct in violation of the ethics discussed in
the Employee Handbook. The form should be used with discretion and should address specific problems with
specific solutions.

Advisory session: This counseling session is necessary to address the following problem or incident

Medication Error for [ I O~ 11/3/24 the 0900 and 1400 doses of Gabapentin were
signed in the eMAR as given, but the Controlled Record does not reflect the medication was signed out.
It is therefore presumed the medication was not given.

Describe the action you propose to take to properly address/correct the problem.

Review of the 7 Medication Rights: Preventing Errors
1. Right Patient 2. Right Medication 3. Right Dose 4. Right time 5. Right Route 6. Right reason
7. Right Documentation on both eMAR and Controtled Drug Record

Ensure meds are being passed from the eMAR. Review the med card to verify the dose and frequency.

Employee Sighature Date

I 2 b laons
Superyisor’s Signatur Date

12/t [21)

Date

Department HeadSignature

HR Signature Date



Fadility ] | Phamacy | codartiels Phammacy / Famity care | Physicien | DI

Allergles Penicillin, Suifa Antibiotics

Diet

PROGRESSIVE SUPRANUCLEAR OPHTHALMOPLEGIA [STEELE-RICHARDSON-OLSZEWSKI}(G23.1), DYSPHAGIA, UNSPECIFIED(R13.10), MILD COGNITIVE IMPAIRMENT OF UNCERTAIN OR UNKNOWN ETIOLOGY({G31.8
Medica! Condltions ANEMIA, UNSPECIFIED(D64.9). HEREDITARY AND IDIOPATHIC NEUROPATHY, UNSPECIFIED(G60.9). ESSENTIAL (PRIMARY) HYPERTENSION(!10), OVERACTIVE BLADDER(N32.81). UNSPECIFIED HEARING LOSS,
UNSPECIFIED EAR(H91.90), HYPOKALEMIA(E87.6), UNSPECIFIED MACULAR DEGENERATION(H35.30), MAJOR DEPRESSIVE DISORDER, RECURRENT, UNSPECIFIED(F33.9)

Advance Direcfive
Schedut Fri | Sat | Sun | Mon | Tue | Wed | Thu | Fri | Sat | Sun | Mon | Tue | Wed | Thu | Fri | Sat | Sun | Mon | Tue | Wed | Thu | Fi | Sat | Sun | Mon | Tue | Wed | Thu | Fri | €
v, | e
1 |4 | 5|6 | 7| 8|9 |10]11|12]13|14 |15 |16 |17 |18 |19 |20 |21 |22 |23 |24 ) 25|28 (27|28 29 |2
[LORazepam Oral Tablet | o000 | ¥ Nl Y
0.5 MG (Lorazepam) AB AYM
Give 0.5 tablet by mouth
one ime & day for musce
oty
04/26/2024 0900
Oral Capsule v ~ ¥
(Gabapentin) 0800 ABO AYM
Give 400 mg by mouth 1400 v ~
ree times a day for ABO AYM
neuropathy related fo N]
HEREDITARY AND 20001 31
IDIOPATHIC
NEUROPATHY,
INSPECIFIED (G60.9)
Date-
09/19/2024 1400
——
Chart Codes / Follow Up Codes Init |Name Signature Inft | Name Signature Name Signature
e ok Checked By 1st
3=Absend frem home wih mods.
4=Vidls Outsido of Par: 1
s Chocked By 2nd
Checked By 3rd

ot chot MEDICATION ADMINISTRATION
nizezs- szt |
IBA=Grup Observod - All RECORD

Bi=Obsetved Individual

BPaGaup Ousarad = Partial Admit Date 03/13/2024 DOB 06/15/1938 Unit | Health Care Center Room 3 . | Location A

1=Absaon from homo withgul
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' INSTRUCTIONS:
Apply Rx label or complete order Information In area provided. Signature required
nurse recelving and verifying quantity received. Full slgnalure required for each
, Raecord amount received.

administration of controiled dru:

TROLLED DRUG RECORD
ndividual Patient's Narcotic Record

DISPOSITION OF REMAINING DOSES
3 Doses disposed Method Quantlty.

Date

Signature/Tille

Signature/Title
D Doses transferred to other Disposal Record

01 Doses dlscharged with patient Quanfity

O Doses discharged with patient (See Record on Chart).

Date

Party Recelving*

Recelved:
Q0

0Ns 107 Use o

of repa

qing, recel

plved: Il &

ecelved: o
N~

. iSiCB RGE NOTE FOR PERSON RECEIVING MEDICATIONS: sy {
e e

have been discu

(" Administered By Date Tme | Amount{ Amount Administered Ey Dale Time |Amount| Amount
(Full Signature} (AM.EM) Glven | Remaining | ey Signature) ( (AM.PM)| Givon | Remalning
Wit el 4199 W2 0gan], s
104 [le] |1 8 ZZo0m | e
WU pm |y
L\ jun| v [ w4 03du) e
W 1Aa00]| W
s
% J
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written sy [ G
The 7 Medication Rights: Preventing Errors

As A USRN

The 7 Medication Rights were established to promote medication safety and eliminate
the risk of serious adverse medication errors that have the potentidi to lead to patient
harm or death. Medication errors occur with an estimated 5-25% of all medication
administrations. In the event of a serious medication error, any individual or
organization that is found to be negligible, could face fines, termination, and even
criminal charges. By following the 7 Medication Rights, you can significantly reduce the
risk of performing a medication error. These include:

1. Right Patient

2. Right Medication
3. Right Dose

4. Right Time

5. Right Route

8. Right Reason

7. Right Documentation

The 7 Medication Rights And Considerations

These 7 rights should be strictly followed with each and every medication
administration, as a medication error can take place if any of them are ignored. To

prevent a medicdtion using the 7 Medication Rights, use the following considerations:



Nurses Hospitals FAQ About '
Contact Blog

2. Right Medication: Confirm the medication you are administering matches the
practitioners order(s) and is found in the medication administration record (MAR).

3. Right Dose: While some hedalth care facilities will deliver medications that are pre-
drawn in a syringe or bubble pack, always confirm that the doses match the orders, If
the dose or volume seems unusual (e.g. 15mi of Tylenol for a two month old patient),
question the dose with the practitioner. You should also look up the safe dosing
minimum/maximum limits for a medication specific to the population that you are

administering it to.

4. Right Time: It is important to not only ensure that medications are administered
within 30 minutes of the prescribed times, but to also review when the last dose of that
medication was administered to ensure that too much medication isn't being
administered in too short of a time span. For example, if the previous dose of Tyiehol
was given 2 hours late at patient's request, all doses will then need to be rescheduled to
2 hours later.

5. Right Route: Most medications can be given via multiple routes, however, the dosing
is often different for a medication being give orally versus Intravenous, therefor, it is
important to always administer the medication using the proper route to prevent

over/under dosing.

6. Right Reason: A medication must only be administered for the redson that it was
prescribed. For example, if Tylenol was ordered as needed for fevers, and it is given for
pain instead, this is considered a medication error, even if the prescribed medication
and dose dre given. Knowing why you are giving a medication is critical to preventing

medication errors.

7. Right Documentation: Proper documentation is imperative, Every orders details
should be reviewed and the administration of a medication should be documented
properly. If it isnt documented, it is said not to have happened. Failing to document a
medication administration, could lead to a dose being given again and a medication



Exhibit No.: E-13
Documentation of Advisory

Date: December 05, 2024
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B - Documentation of Advisory

Employee Name: | -°N Date: 12/5/24
Department: Nursing Shift: 7:30a-7:30p

Circle One: VERBAL COACHING  COUNSELING. FINAL WARNING  SUSPENSION  TERMINATION

The use of the Advisory Form is necessary to properly and accurately document the results of supervisor -
employee discussions addressing problems usually concerned with (1) substandard performance {as measured
against predetermined goals/objectives) or (2) personal or business conduct in violation of the ethics discussed in
the Employee Handbook. The form should be used with discretion and should address specific problems with
specific solutions.

Advisory session: This counseling session is necessary to address the following problem or incident

Pattern of Absenteeism: On 12/4/24, | requested to be allowed to leave the facility on 12/5/24
for an urgent conference with her child’s school at 11:45am, then requested to work 4 hours of the shift
and leave for the day. She was given permission to take an extended break and return to the facility. HR
was contacted and coverage was arranged for her take PTO after 11 am. [} called offto a
facility staff for her entire shift on 12/5/24. On 11/11/24 When asked to work until 8:30pm to cover in
AL, after much verbalization she stayed to pass the evening medication and called off the following day.

Describe the action you propose to take to properly address/correct the problem.

Employee Signature Date

Supervisor’s Signature Date
12050
Department Head Signatyfre Date

HR Signature Date



From [N I N >
Date Mon 12/2/2024 11:47 AM

To I S -

I'm just reading this from [l sent on Tues 11/26

From: I < >
Sent: Tuesday, November 26, 2024 7:26 PM

To: AN I S -

Subject:

Hey | left before 7:30 . Bc They were all standing around gossiping about the schedule and agency
from today ... JJJJl is doing the schedule now and | did not want any parts of the drama
so | gave report and we counted off the narcs and | left

[ Just wanted to let you know in case someone reports that | left before 7:30.

Thanks
Have a good night

Get Qutlook for iOS



‘ @ Outlook

Re: I

prom (N I - - -

Date Thu 11/21/2024 7:19 PM

o [ - - -

Thank you for the update on [ | wasn't aware that hospice is picking him up. Just an fyi..I'm not
sure who all is on the clinical team group email but let's ensure his privacy by keeping private
information with staff who need to know.

Get Qutlook for iOS

From: I - >

Sent: Thursday, November 21, 2024 6:53:30 PM
To: Clinical Team <ClinicalTeam @ i <t>

subject: Re: [ NGN

Hospice Nurse also states that resident is able to self-pleasure and that if we experience it, that we need
to give resident privacy . Hospice Nurse states that unless resident is exhibiting behavior towards staff

then it is not inappropriate and it is normal to have sexual sensations .

From: [

Sent: Thursday, November 21, 2024 6:48 PM
To: Clinical Team <ClinicalTeam @i <t>

Subject: N

Hospice RN completed a visit with resident today . Hospice nurse states that Hospice will complete
showers and/or bed baths every Wednesday at 7am . Hospice states they are able to change the time of
the showers if it is not convenient to residents schedule. Hospice requested that we wait for them to
come on Wednesday before performing the shower .

All vitals WNL , no complaints of pain or discomfort

No concerns at this time . WCTM




Exhibit No.: E-14
Documentation of Advisory

Date: September 28, 2024



B - Documentation of Advisory
Employee Name: || N I

Department: Nursing Shift. Day

Date: 09/28/2024

Circle One: VERBAL COACHING SESSION COUNSELING SUSPENSION TERMINATION

The use of the Advisory Form is necessary to properly and accurately document the results of supervisor — employee discussions
addressing problems usually concerned with (1) substandard performance (as measured against predetermined goals/objectives) or
(2} personal or business conduct in violation of the ethics discussed in the Employee Handbook. The form should be used with
discretion and should address specific problems with specific solutions.

Advisory session: This counseling session is necessary to address the following problem or incident (Describe in detail).
Medication errors as documented below and attached to this form

on 9/6 and /7 | documented that ) I received Tylenol at 1200 in PCC on the MAR- Medications is
still in card.

on 9/26 I documented that | received Gabapentin (a controlled substance) at 8 am in PCC on the
MAR- Medication was not removed nor documented on the narcotic control record

On 9/26 [ documented that || I 1cccived Gabapentin (a controlled substance) at 1700 in

PCC on the MAR- Medication was not removed nor document on the narcotic control record.

Describe the action you propose to take to properly address/correct the problem/incident noted above (Be specific
and include timetable for corrective action, if applicable).

She will strictly follow the 7 rights of medication administration- She will follow the MAR and administer medications as
prescribed- She will fully and accurately document medications. disciplinary action up to termination may occur if
immediate improvement is not noted. Education provided regarding following. 7 rights of medication administration.

\o\lq 2y

K)
Employe Date
Supervisor's Signature Date
Date
W7EY
’ — 7 7
Irector Signature Date

X Su bordesof Orpek ot Kobutty o
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Facility . | Phamacy | Cedarfieild Pharmacy (Family Care) Physician [__-
A"Orgﬁs lodine, Paxlovid, Clam, Scallops, Pollen. Balsamic Vinegar, flucride preparations, latex
Diet
Medical Conditions PARKINSON'S DISEASE(G20), CHRONIC MYELOMONOCYTIC LEUKEMIA(C93.1). PERIPHERAL VASCULAR DISEASE. UNSPECIFIED(173.9), OSTEOPOROSIS WITH CURRENT PATHOLOGICAL FRACTURE(MS0)
Advance Directive
Scheduls for Sun | Mon | Tue | Wed | Thu | Fri | Set | Sun | Mon | Tue | Wed | Thu | Fri | Sat | Sun | Mon | Tue | Wed | Thu | Fri | Sat | Sun | Mon | Tue | Wed | Thu | Fri | Sat | Sun | M
Hours -
Sep 2024 112 |3 | 4]|s|e|7z|e|o|10f|11]|12])43]|14|15)16 |17 |18 | 19| 20|21 |22 |23 )| 24|25 )28 |27 |28 28]z¢
- - - . - } | / f ] / ! N v
Gabapentin Oral Capsule v v / v v { N ¥ \ ¥ ' ( ¥ v ¥ v v A 3 v ¥ =
300 MG (Gabapentin) 0800 | \reh | men MeH | MeH -_ MeH | br |MeH 1_- MeH | MeH | MeH i- MeH | LV -1- MeH | MeH .__ } MeH
Give 1 mpsu’e by mouth v \ / | e ] N N ] v N j v N v { ) N} N / f / v v Y N
three times a day forpain | *°0 | MeH | MeH et | MeH | | et | MeH | me l MeH | MeH | MeH -_l MeH | LV m MeH | veH | [ _- MeH
-Start Date- ] ) ] N v N N] N N N] v N N N N ¥ v v v ¥ v v v v N v
06/17/2024 1400 2190 | o ke fmsm| or | or |mer|msm| or | or | or |msm|msm| or | or | or [msmlmsw]| or | or | b | or fmasm] or | o [msmfmsm
Chart Codes
OBA=Group Observed - All OBI=0bserved Individual OBP=Group Observed - Partial
1=Absent from home without meds 2=Drug Refused =Absent from home with meds
4=Vitals Outside of Parameters for 5=Hold/See Progress Notes B=Hospitalized
Administration —
7=Sleeping 8=Nauseated / Vomiting 9=Cther / See Progress Notes
10=Partial Administration 11=Start IV/Feed 12=Stop IV/Feed
13=No Insulin Required |
Chart Codes / Foliow Up Codes Init | Name Signature Init |Name Signature Name Signature
ool - Checked By 13t
£ 3=Absont fram heme with mods
E-Eliocive. G Oxic o Pavaroaies Checked By 2nd
U=Unknown for Administaton
H=0n Hola By Physician Checked By 3rd
e Chart COUES wmeme
(Rofer 10 e last page of the
it 8 ool it MEDICATION ADMINISTRATION | o/0 m0o4 _ 9/30/2024
[OBA=Group Observod - All RECORD
08i=Cbserved individual o
BP=Grou - Parvr . i Room 301 I Location
ey pamitvato |_osrr2024 | 005 | [N U+ |1+ E l
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CONTROLLED DRUG RECORD

Individual Patient’s Narcotic Record

{DISPOSITION OF REMAINING DOSES
1Doses disposed Method Quantity Date

INSTRUCTIONS:
Apply RX label or complete order Information |
nurse receiving and verifying quantily recelve
administration of controlled drug. Record ama

Signature/Titie

Slgnature/Title
1 Doses transferred to other Disposal Record
1 Doses discharged with patient (See Record on Chart).
O Doses discharged with patient Quantity Date
Party Receiving* Nurse
: Date Received: (p /l D[) J

Amount Received: A ,\
ISCHARGE g FOR PERSO NG ME ON
??’n?grs 3 !?aa w&%?}x ugfe ofoﬁmg 3y ’e?'\e(f b&ng ooicmlaéﬁgrsand

Administerediy Dato Time  [Amount| Amount Amenistered By Date Time A:::m Amount "\
4 ISignature) \ {AM.PM)[ Glven Remaining (FUI/ Signature) {AM.PM){ Given | Remaining
18 K | 189
N4 OO0+ B .
A0 Y-+ 1 BT
QA 2P0 Al
\OHADE) [T
U] 1530~ |89
As) pug | 18>
2l 68— | ¥ o
Al [BA] -V R\
| 22220 | | ©0
4o |08~ 1] 99
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Admit Date | 021182023 | DOB | -| unit | ALF l

Facility l-- AL Pharmacy | Cedarfield Pharmacy (Family Care) Physician I_-
Allergies Shelffish-derived Preducts, Shimp
Diet
HYPERLIPIDEMIA, UNSPECIFIED(E78.5), GASTRO-ESOPHAGEAL REFLUX DISEASE WITH ESOPHAGITIS, WITHOUT BLEEDING(K21.00), CARPAL TUNNEL SYNDROME, UNSPECIFIED UPPER LIMB(GS6.00), RESTLESS
LEGS SYNDROME(G25.81), ANXIETY DISORDER, UNSPECIFIED(F41.8), MILD COGNITIVE IMPAIRMENT OF UNCERTAIN OR UNKNOWN ETIOLOGY(G31.84), OTHER ABNORMALITIES OF GAIT AND MOBILITY(R26.89).
Medical Conditi HISTORY OF FALLING(Z81.81), CALCULUS OF BILE DUCT WITHOUT CHOLANGITIS OR CHOLECYSTITIS WITHOUT OBSTRUCTION(K80.50), OBSTRUCTIVE SLEEP APNEA (ADULT) (PEDIATRIC)(G47.33), SPINAL STENOS
nditons SITE UNSPECIFIED(M48.00), UNSPECIFIED DEMENTIA, MILD, WITHOUT BEHAVIORAL DISTURBANCE, PSYCHOTIC DISTURBANCE, MOCD DISTURBANCE, AND ANXIETY(F03.A0), SENSORINEURAL HEARING LOSS,
BILATERAL(H90.3), CELLULITIS, UNSPECIFIED(L03.90), CUTANEOUS ASSCESS, UNSPECIFIED(L02.91), DEPRESSION. UNSPECIFIED(F32.A), DISORIENTATION, UNSPECIFIED(R41.0). HYPCTHYROIDISM, UNSPECIFIED
{E03.9), UNSPECIFIED OSTEOARTHRITIS, UNSPECIFIED SITE(M19.90), OTHER SYNOVITIS AND TENCSYNOVITIS, LEFT FOREARM(IM65.832), CONSTIFATION, UNSPECIFIED(KS2.00)
Advancs Directive
Schedule for Sun [ Mon | Tus f Wed | Thu | Fi | Sat | Sun | Mon | Tue | Wed | Thu | Fri | Sat | Sun [ Mon | Tue [ Wed | Thu | Fri | Sat | Sun | Mon | Tue | Wed | Thu | Fri | Sat | Sun | M
Hours
Sep 2024 112|3]a|s|el7]|8|o|10fw|12|12|1a]|15)18|17 |18 |19 20|21 ]|22|23[20[25[26]27|28]20}:
Gabapentin Oral Capsule | go00 | 3 | 3 v |V AR E N YN v | o / vy BRI R
300 MG (Gabapentin) MeH | MeH i MeH | MeH _i MeH | br |MeH MeH | MeH | MeH MeH | LV ._ MeH | MeH MeH | MeH
Give 3 capsule bymouth | 0 | 3 | 3 N Y REEEIER S EEEEERE HEEEE R R vy BE
ur times a day for severe MeH | MeH i MekH | MeH __ MeH | MeH | MeH -__- MeH | MeH | MeH i MeH | LV .__-_ MeH | MeH MeH
low back pain d/t spinal 1700 | 3 3 ¥ v Y v v v v v N v Y J y v N v
stenosis MeH | MeH i me | veH | [ | MeH | MeH | MeH MeH | MeH | MeH MeH | LV _- MeH | MeH | veH
~Start Date- 2100 3 3 ] v v ¥ v A ¥ v N v N v v v v V v v N J Vv v v v ¥
01/09/2024 1700 br | 1KC |MSM| br | br |MeH MsM| or | br | br |MSM|mMSM] br | or | br |MSM{MSM| or | br | br | br JmSM| br | br |MSM|MSM| br
Chart Codes
OBA=Group Observed - All OBI=0Observed Individual OBP=Group Observed - Partial
1=Absent from home without meds 2=Drug Refused 3=Absent from home with meds
4=Vitals Outside of Parameters for 5=Hold/See Progress Notes 6=Hospitalized
Administration
7=Sleeping 8=Nauseated / Vomiting 9=0ther / See Progress Notes
10=Partial Administration 11=Start IV/Feed 12=Stop IV/Feed
13=No Insulin Required
Chart Codes / Follow Up Codes Init | Name Signature Init | Name Signature Name Signature
Fotiow Up Ci o meas
i 2:0rg Rotusod Checked By 1st
3=Absent from home with meds
4:Vitals Outside ¢f Paramet:
for Adr:misfnb:nc Ll Cheded By an
H=0n Hold By Physic:
i Checked By 3rd
eese Chart COUES ~ommeee
(Refor to he last page of i
s Yo coumphd S st MEDICATION ADMINISTRATION | g >
RECORD 024- 9302024 |
OB8A=Group Observed - All
Bi=Observed indivdua!
OBP=Croup Cbs: - Poi v
e oo Room | 106 | Location




BC)Y\CJV &

INSTRUCTIONS:
Apply Rx label or complete order Information In area provided. Signature r

nurse racelving and verifying quentily recelved. Full signature required for
administration of controltad drug. Record amount received.

Document wested doses on side two,

V)4

APV
CONTROLLED DRUG RECORD
Individual Pattent’s Narcotic Record
DISPOSITION OF REMAINING DOSES

. : 0 Doses disposed Methed Quantity. Date
Signalure/Title
Signalure/Title

\f\ S O Doses iransferred o other Disposal Record
D CoAR CC\DQ‘"“ C;)\ 2 Mook OIDoses discharged with patient (See Record on Chart),

‘{\Q'U( anes o a O Doses discharged with patient Quantity Date
i d M Party Receiving* Nurse
. Recelved: Date Recelved: Q -5 24
éf(a_!oa.perﬂ-\m BSOMCe chngLLS . Amount Received: Q7))
3 SCN RGE NOTI JgINQ((; HEOJ’QAHO
w &n t)lm vct}- f ma rel 0 seé d&ww e"rsnggd
jor 1 epacigg s for use ofg n lyleoe‘{ nuswss i
Administered By Dale Time |Amoum, wm. Adminlstered By Date Time | Amount| Amount "\

(AM.PV)| Given | Remah., (AM.PM)] Given | Remaining

(Full Signature, (Full Signature)
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Facility 1 ] I | Phamacy |cedarfield Pharmacy (Family Care) | Physician | SN D
Allergies amLODIPine, Atorvastatin, Pitavastatin, Sulfa Antibiotics
Diet
Medical Conditions ALZHEIMER'S DISEASE WITH LATE ONSET(G30.1), ESSENTIAL (PRIMARY) HYPERTENSION(i10), HYPERLIPIDEMIA, UNSPECIFIED(ETS.5), AGE-RELATED OSTEOPOROS!S WITHOUT CURRENT PATHOLOGICAL FRACTU
(M81.0), DIAPHRAGMATIC HERNIA WITHOUT OBSTRUCTION OR GANGRENE(K44.9), VITAMIN D DEFICIENCY, UNSPECIFIED(ESS.9), PERSONAL HISTORY OF COVID-19(Z286.16)
Advance Directive
Schedule for Sun | Mon | Tue |Wed | Thu | Fri | Sat | Sun [Mon | Tue | Wed | T | Fri | Sat | Sun | Mon | Tue | Wed | Thu | Fri | Sat | Sun [ Mon | Tue |Wed | Thu | Fri | Sat | Sun | M
Hours
Sep 2024 112 | 3| 4|s]e| 78| fjw]1m|12|13|14}15|w®]|17|18]|19|20]21|22|23|24|25]|26|27|28]29]¢:
;\;};ﬁmt(lnophenig:lhen) Pa'"l olo|lo]lo]ofjol]o EFAFETEET AT AENEN SRS SERERERESEESERE RE B
# ﬂn“———q-———vu————n—-————— —— e ———— b o d o ol e wwn ol e e S . —— e ——_— — . - — — v — — . w— —— —— - ——’——-—/——-D'-—'—-_-—"‘_'—-
Give 650 mg by mouth 0830 v v v v ~ N v TV v ¥ \i v y v v I BN v ¥ vV N N v
before meals and at br br | 1KC jMSM| br br | BB2 br br br |MSM|{MSM| br br br |MSM|MSM| br br br br |MSM| br br |MSM|MSM
bedtime for pain Pain
_Start Date- el | Ol OO oo ofojofr | xf oot x| fojofofrapaffafa]ol]o
10/10/2023 1630 ————w—T'J'—,— o e e i e e ""—'——T’"—-‘—-———"‘——-',-- bt pi e me Yo e Nt e [ b G ey R e e G Nea T
1130 \ N N v v \ N 1 vy y v v 1 \ v N \ v Y N g\ y ~ N
MeH | MeH MeH | MeH | MeH | MeH | MeH | | Vet | MeH | MeH - MeH| Lv (0 | | veri [ver | | B | ver
f:j:looccooocs11oooa1ocow1x1c1o
i e i B e e B e S e B S B s el A o B S e e el ks Sy sl o
v v + v ~ ¥ v ¥ | ~ < v N N v ~ / 1 v ¥ ~ N
1630 | ek | MeH B [ ves | ven i_ MeH | MeH | MeH -__. MeH | MeH | MeH ‘_i anal 1 _-_ B | VeH | MeH
Pain
g lolels|oroalala |l o|lo | o] s 1|1 o] 1 1 12| + 1 1 1
0 IR o AR ALY LA R RN AR AL R SR T L LR AR R T T
2100 v vV ¥ v vV N v v v v v N N v v N \ V¥ v N v v vy Y N V
br | 1IKC [MSM] br br | MeH|MSM| br br br [MSM|MSM| br br br |MSM|MSM| br br br br |MSM| br br |MSM | MSM
2T G T

Chart Codes / Foliow Up Codes " Init | Name Signature Init {Name Signature Name Signature

—— Foliew Up Codes —— meds

v=Administored 2=0nup Refusod < Che*ed By 1&
|=lnslfoctive 3InAbsont from homo with meds

4=Vtzis Qutside of Paramoters

for Administaton Checkad By 2nd

H=0n Hold By Physician

Checked By 3rd

- Chart Codes —mem
(Reler t¢ tho last page of the

ropart for 3 complote listaf chart MEDICATION ADMINISTRATION
Oogkf)Gmup Qbsorved - Al RECORD

OBi=0bserved Indmcudl

Re=civis COudind Pate Admit Date | 03202023 | Do | [ vrt | | Room | 205 | Location




2 TABLETS (650MG) 8Y MOUTH BEFORE MEALS & AT BEDTIME
FOR PAIN
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Exhibit No.: E-15
Internal Investigation Report

Date: October 16, 2024



.........

Investigation Report

Empoyee

Employee: [ NG VA

Date of Report: October 16, 2024 - 7:15 am

Report Intake: In person

investigation Reason: [ | | | j N/ I O<tober 15, 2024 - Dispute ot [ NN

Medication Cart at shift change at approximately 7:20 pm.

Report Details:

B R Director, met with [ I RMA. after her night shift to gather [N
perspective on last night's dispute between [ ] I and herselr. [ states that everything
has been building up between them as | ] ] ] Il is never ready to provide the Shift Report in a timely

fashion. | accused R of treating her horribly to || I o< both in the
Security Department. (HR has never received any report on this matter from Security, nor did they admit to
hearing the complaints.) Last night’s incident started over Room 105 in ||| | [ ]} N I stated that
she saw |} ) I Vicht Shift CNA, in Mrs. C's room (Room 105). [ asked R it she
was working upstairs || and I stated that she was helping residents upstairs from the dining
room. | vas at the Med Cart in || )l v en she made a smart remark: “No one did anything
wrong — Everyone is against her” [ reaffirmed that she was coming to count the medication and
complete the Shift Report. At the time, ] H was at the Med Cart, and she asked [JJjjiij to hug her.
I o< I Don’t give me a hug because [l is here” B proceeded to count the RXs
and turned the medication page, and [ proceeded to turn the RXs page back and told | “You
come off really strong” This was when things got heated, and [} ] the Nursing Coordinator,
happened to come upstairs and walk in the middle. [JJJij advised ] of what was going on and asked
her to intervene. tells everyone, “Hope she did not do anything..” - defused the situation by
sending [l downstairs to finish her documentation and [l to start her shift and med pass.

Additional Comments: “HR spoke with all parties involved, and it was determined that [
would work downstairs in [l Hcc as ] RMA can only work on the AL side of the building.

B o ivvor I e as the second LPN.

| hereby affirm that the information provided above is true and complete.

- octolen 16, 2024

HR Director



From:
Sent: Wednesday, October 16, 2024 10:51 AM
To:

S
Subject |

Follow Up Flag: Follow up
Flag Status: Flagged

Last night during shift change there was a incident between [JJJJilJ and | . we were at the cart and [ N came
upstairs off the elevator and she was talking to us about what she ate for dinner . Then ]I asked me when do |
come back to work and | said Friday , she told me to enjoy my days off and she’ll see me then and | told her thank you
and to enjoy herself too and | might be downstairs Friday but | will still come see her Friday , then | gave ||| G =
goodbye hug .
I ot upset as soon as that happened and she started flipping through the narcotic book fast and hard . | asked
B v hat was wrong , she stated “nothing is wrong with me , it's you “ | said “how “ she said “you were ease-
dropping on our conversation “ | told - { was not ease dropping on her and the CNA conversation earlier &that|
could clearly hear the conversation about the patients & then [l said again i was ease dropping .

It's easy to hear when they are at the end of the hall .. | only said something bc i was advocating for [l .. (the cna)
& the only thing I said to [Jij was that 202 (nesta) was having some [JJJJj right at the end of our shift and I also
had to check on- again before my shift was over ..that's why we needed extra help with the residents

because everyone needed help all at once and it's only 2 of us upstairs. |JJJJil] said she didn’t care and that | should
not have been easedropping and that nobody nobody likes me at the job and she started counting the narcs by herself . |
told her | was not here to make friends and | was here to work and care for the residents Then I told her we were going
to count the narcotics off correctly and together, | told her she can not just flip through and count by herself. We have to
do it with two people . She said well | already counted those

I told her again we have to count together to confirm it matches . And | told her | was not going to talk to her if she
couldn’t be professional and | was going to report her to HR. She got upset and started going off about how | always run
to HR and | reported her before and then [l said | have ] and 'm always making something out of nothing
and | love to talk to HR.

| told her “I actually don’t love running to HR but she’s been very unprofessional and rude to me ..ever since | started
working there and that if she couldn’t act her age and be mature then maybe we need someone else {like HR)
B then states that's why nobody likes me in the facility and | cause [ ]l | said that's okay , 'm not here for
friends, | told her she was almost my mothers age and it’s ridiculous that she come to work with a attitude at this age.
& | told her she should treat people how she wants to be treated .1 also said Im aware that the “clique “ doesn’t like me
and I'm still nice to them because we have to discuss work /or patients

And luckily JJJj walked by and intervened... She asked what happened and i} says “ first of all she was ease
dropping “ and then she acted like | attacked her or was rude to her when that’s not true at all. | began to tell [JJJj what
really happened and | said [JJJii] was told old to be this way at work.it’s ridiculous, | also told [ that im tired of
being treated any kind of way when | am nothing but nice to everyone. Patients and Staff included . . told me it was
okay and she hopes | don’t think she treats me bad and she asked if we did report and she offered to count and stay for
report . Then [ said | could go downstairs before | leave to finish my notes. So after | went downstairs.

While | was talking to [} (that’s when [l went into the AL office and called you )



| hon'estly don’t know how she knows | reported her . 'm assuming someone told her . | thought it was anonymous but

| reported her about the wounds and treatments because whenever | try to talk to her ,she is rude and when | tried

to tell her she shouldn’t do wound care or certain things like when [IIle!! . She wrapped her wrist ...

in nursing school she will learn then when someone has a fall or you think something is broken you don’t mess with it or
do any treatment or wraps or anything until it's evaluated.. we are not supposed to mess with broke bones. .. not until
they have a X-ray done or clear orders from the dr . . | just was telling her you should call EMT right away if you think
something is broken. . She got mad about that. 1 was also telling her med techs can’t do wounds or dressings and that it
could get her in trouble { just trying to look out for her ) and | guess that made her even more upset with me . | was not
trying to make her upset. | was trylng to communicate about proper patient care . That’s all... either way. No matter
what | do, it will be a uncomfortable work environment when you have workers with poor attitudes . No manners and
never polite .. | don't expect everyone to be best friends but | do Not expect staff to be able to talk any kind of way and
be unprofessional constantly. It's hard to work that way .

It’s a lot that happens and 1 do not report be | do not want to bother you. | know your busy

Even The weekend of oct 4th there was drama. it was almost a fight Oct 3rd down in healthcare between the CNAs .
They went outside to fight(l do not think a fight happened just commotion ) but All the staff was watching at the
window and it was talked about all weekend . | did not work Oct 3rd but | worked the 4th and all weekend so | heard it
all.l do not report every detail to you. | am not trying to get anyone in Trouble However | do try to avoid drama by all
means but it seems to be unavoidable.. | am nice to everyone . They still do not want me to work there . | de not think |

am a good fit or [

Sent from Yahoo Mail for iPhone




From:
Sent:
To:

| —
Subject: ]

Wednesday, October 16, 2024 11:08 AM

Idk how she knew Yesterday that | came to talk to you.

everyone thinks | reported someone . | did not come to talk to you about anyone yesterday except for myself . We
discussed the break thing and the fact that | may have to fill in downstairs in healthcare for the next few weeks or so..

I do not know why everyone does not like me or why everyone thinks I report them to HR . I did not think | needed to
explain what [ talked to you about to them..

I do not have to work at || i it is coing to be confiict. |truly enjoy patient care and working so it is
okay if | need to resign to avoid conflict. | can not perform my best work when it’s uncomfortable environment. | don’t
want to be rushed when it’s time to get off or rushed to count narcotics . | want to give report correctly& hand over the
keys . | can complete any notes after or the next day.. but | want to be confident when | leave that | completed all my
assignments. It’s been difficult to do so . If | over look or the count is wrong for narcotics then it will come back on me.
Again I'm not sure if it’s purposely done so | will have a mistake or what but again Please let me know what is best
Thank you

Sent from Yahoo Mall for iPhone
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Exhibit No.: E-16
Employee Handbook



February 27, 2025
Dear [ Chatman,

Please find included in this packet the information requested regarding Case 2025-2,
Please let us know if you have any questions regarding the documentation outlined in her
personnel file, the supporting documentation ranges from July 23, 2024-December 10,
2024,

Outlined in the documentation you will find her offer tetter for employment and signed
documentation of receipt of pertinent new hire policies and procedures. Next you will find
her first verbal performance improvement plan coaching dated September 28, 2024,
During this verbal coaching, three reported medication errors were discussed, and the 7
Rights of Medication were reviewed.

Next you will see an employee investigation into an incident that occurred on October 15,
2024, between her and another employee, |l You will see documentation around the
altercation that took place in a resident hallway with residents present to witness and
overhear this altercation.

You will find a counseling performance improvement plan that took place on November 15,
2024, where another medication error was reviewed and the 7 Rights of Medication were

once again addressed by ||| }} I < \vrsing Director at the time.

On November 21, 2024, | N I 2 dressed an email that was sent by this
employee regarding private resident information. The proper use of the Clinicat Email was
discussed with this employee and how it breaches HIPAA due to the many parties included
in the Clinical Email {as dietary team is involved for diet change orders and thereis a
nursing email for pertinent nursing information). It was discussed with the employee proper
ways to communicate private resident information to the nursing staff for the future. (Email
included in packet).

On December 4, 2024, we made arrangements for this employee to work the morning and
take the afternoon off for her child’s school meeting, She was in agreement, and we worked
staffing around her modified schedule needs, she then called out for her shift that morning.



After countless verbal coachings, employee complaints, and medication errors, HR was
advised by the Interim Director of Nursing, ||| | |} G c terminate the
employee from Case 2025-2 effective immediately. Our decision as an organization to
terminate this employment was due to repeated performance concerns and we believe
that the documentation provided will supply this case the evidence needed to confirm that
this termination was not due to any discriminatory reasons.

December 9, 2024, termination letter and emails following her termination included for

your review. Included is the ||| :»loyee Handbook which is marked
with the termination policy, confidentiality policy, personal conduct policy, and progressive

discipline policy.

The is o [ oc-toc ot I

B Charlottesville, Virginia [l] We are an Assisted Living and Long-Term Care
Senior Living community.

Any further questions regarding Case 2025-2 should be directed to:

I C:O/Executive Director

or

B R Director

Thank you,

CEO/Executive Director



Employee Handbook

Last Updated on 6/15/2024
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Acknowledgement of Receipt

| acknowledge that | have received a copy of the | NN :povee Handbook (“Handbook”). |
understand that | am responsible for reading and abiding by all policies and procedures in this Handbook, as
well as all other policies and procedures of the [}

| also understand that the purpose of this Handbook is to inform me of the- policies and procedures, and
that itis not a contract of employment. Nothing in this Handbook provides any entitlementto me or to
any ] employee, nor is itintended to create contractual obligations of any kind.

| understand that the Company has the right to change any provision of this Handbook at any time and that |
will be bound by any such changes. | expressly agree to the provisions in the Dispute Resolution section of

the Handbook, in which | have agreed to use alternative dispute resolution, in lieu of litigation, as the sole
means of resolving any dispute that may arise between the- and me, subject to the- right to seek
injunctive relief. | agree to first seek to mediate any dispute with the- with a mediator from the Americah
Arbitration Association or a similar organization trained and experienced in employment disputes. If mediation
is not successful, | agree to submit the dispute to arbitration. | understand that by agreeing to arbitration |
waive any right | may have to. or seek a jury trial. The decision of the arbitrator will be final and binding.

Signature Date

Full Name (please print)

Please sigh and date one copy of this acknowledgment and return it to Human Services. Retain a second copy
for your reference.
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Welcome

We are pleased to present you with a copy of the ||| | | |} } }QbBEEEEE @ £ r'cvee Handbook.

This Handbook has been designed to help you know- better. Whether you have been with us fora
short time or for several years, we want you to know we appreciate the contribution you are making to
the continued successful operation of- In return for your loyalty and cooperation, we believe it to be
our respansibility to keep you accurately informed of- policies and procedures.

- is a retirement community that provides our residents with a comprehensive array of services. The
attractive apartments offer our residents a home-like setting in which they receive regular meals,
B - Linen services, utilities, telephone service, health care, and other services and
activities for the rest of their lives. Quite simply, our residents have entrusted us to provide these
services in a pleasant atmosphere, fostering dignity, security, and independence.

As well as respecting the dignity of each of our residents, we also respect your dignity as an employee
and fellow staff member. Every position and every job is important.

You are expected to read your Handbook carefully and keep it for future reference. If you should have
any guestions concerning the policies or benefits outlined in this Handbook, please ask your supervisor
or manager.

We welcome our new employees and extend best wishes for continued success to those who have
become a part of the growth and progress of ] We are pleased to have you as a member of our team.

Sincerely,

Executive Director/CEO
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Introduction

in 1921, o (Y 1 original mansion, known as
the-- occupied part of a forest that had been cleared. Consisting of a front foyerarea, formalliving
room, parlor, and six rooms on the second floor, the original [l was sold in 1956 to [ N N B
and his sister, || INN] N BB s crous philanthropists, began the operation of [Jj in 1957. Our desire
is to provide a gracious home and lifestyle for residents who wish to preserve their independence and provide

services, support, and care of unsurpassed quality if and when desired,

Whether you have just joined our staff or have been at- for a while, we are confident that you will find it to
be a dynamic and rewarding place in which to work, and we look forward to a productive and successful
association. We consider the employees of [ to be one of its most valuable resources. This Handbook has
been written to serve as the guide for the employer/employee relationship.

There are several things to keep in mind about this Handbook. First, it contains only general information and
guidelines. Itis not intended to be comprehensive or address all the possible applications of or exceptions to
the general policies and procedures described. For that reason, if an employee has any questions concerning
eligibility for a particular benefit or the applicability of a policy or practice, the employee should address his/her
specific questions to his/her Department Manager or the Human Resource Department.

Employment at - is at will, Neither this Handbook nor any other - document confers any
contractual right, either express or implied, to remain in the employ of- Nor does it guarantee any
fixed terms and conditions of employment. Employment is not for any specific time and may bhe
terminated at will, with or without cause, and with or without prior notice by the- or an employee
may resign for any reason at any time. No supervisor or other representative of - (except the
President/CEO) has the authority to enter into any agreement for employment for any specified period of
time or to make any agreement contrary to the above.

The procedures, practices, policies, and benefits described here may be modified or discontinued from time
to time. We will try to inform you of any changes as they occur; however, [ reserves the right to modify,
supplement, or discontinue provisions of this Handbook without advance notice. This Handbook and the
information in it should be treated as confidential. No portion of this Handbook should be disclosed to others
except- employees and others affiliated with - whose knowledge of the information is required in the
normal course of business. Some subjects described in this Handbook are covered in detail in official policy
documents. Refer to these documents for specific information, as the Handbook only briefly summarizes
those guidelines and benefits. Please note that the terms of the written insurance policies are controlling and
override any statements made in this or other documents.
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Mission Statement

Our Vision

Core Values

Compassion

A core value of the ||| GG 21 2nd management is compassion - the ability to stand
alongside someone, put his/her needs above their own, and respond. Compassion is the furthest extension

of sympathy - feeling sorry for someone’s pain, and empathy — the ability to experience for oneself another’s
pain.— staff go a step further - they feel what that person is feeling, hold it, accept it, and
most importantly, take some kind of action. "The willingness to enter the chaos of another's life and make a
difference."

Innovation

I - (ounded on an innovative concept: take a stately mansion and turn itinto a
group home to meet the needs of an elderly poputation. When ||| |} N sou:ht to sell that
home, a core group of supporters found a way to keep the [Jiij a local, independently managed home.
The multiple phases of our facility stand as testaments of our commitment to adapt to the needs of our
residents and the times. We remain committed to find innovative ways to thrive and to be a vibrant part of
the Charlottesville community.

Belonging

Belonging is a basic need people want to belong! Virtually every living thing has the desire ta be a part of a
group, This js true of animals or humans, Although individuals are vital to the success of any group, it’s a law
of nature that the group is stronger than the individual. We at ] are a group, from the top to the bottom.
Our goal is to strengthen the feeling of belonging amongst everyone here, thereby, everyone gains. The
stranger the bond, the stranger the group. -

Trust

The GG 2/ s and expects that trust among all members of the [} is 2
foundation for caring relationships. We believe that trust allows everyone to feel safe, both physically and
psychologically. It is the shared connection of reliance that embraces residents, employees, families, and
board members. We trust one another when we

» expect and find the best in each other
*  Value and employ honsst communication
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¢ honor the confidence of one another
® actonourreliance on each other to "have our back.”
* are willing to extend ourselves to achieve excellence in our shared responsibilities for the [

Mutual Respect

— believes in and promotes a climate of mutual respect in the workplace. We
respect the worth, dignity, potential, and uniqueness of each individual. We empower each other and

encourage teamwork to benefit those we serve. We value each other's work and our roles by:

® behaving in ways that show respect toward co-workers, residents, and families

* developing relationships that are built on trust

e promoting a climate that is fair, supportive, and responsive

e creating a welcoming environment through our words, actions, and physical surroundings
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Employment Policies and Procedures

Employee Privacy Policy

in this age of the Internet where privacy has become an increasing concern, we take your privacy very seriously. The
privacy and security of your personal data (“Personal Information”) which we collect from you is important to us. It
is equally important that you understand how we handle this data. The - will not knowingly collect or use
Personal Information in any manner not consistent with this policy, as it may be amended from time to time, and
applicable laws.

Collection of Information

In the course of conducting our husiness and complying with federal, state, and local government regulations
governing such matters as employment, tax, insurance, etc., we must collect Personal Information from you. The
nature of the information collected varies somewhat for each employee, depending on your employment
responsibilities, the location of the facility where you work, and other factors. We collect Personal Information from
you solely for business purposes, including those related directly to your employment with the- and those
required by governmental agencies.

Use of the Information Collected
The primary purposes for collection, storage and/or use of your Personal Informatien include, but are not limited to:

e Human Resources Management. We collect, store, analyze, and share (internally) Personal Information in
order to attract, retain, and motivate a highly quatified wortkforce. This includes recrulting, compensation
planning, succession planning, reocrganization needs, performance assessment, training, employee benefit
administration, compliance with applicable legal requirements, and communication with employees and/or
their representatives.

* Business Processes and Management. Personal Information is used to run our business operations
including, fcr example, scheduling work assignments, managing- assets, reporting and/or releasing
public data (e.g., annual reports, etc.); and populating employee directoriss. Information may also be used
to comply with government regulation.

* Safety and Security Management. We use such Personal Information as appropriate to ensure the safety
and protection of employees, assets, resources, and communities.

* Communication and ldentification. We use your Personal Information to identify you and to communicate
with you.

Limited Disclosure

The [ acts to protect your Personal Information and ensure that unauthorized individuals do not have access to
such information by using security measures to protect Personal Information. We will not knowingly disclose, sell,
or otherwise distribute your Personal Information to any third party without your knowledge and, where

appropriate, your express written permission, except where disclosure Is reasonably necessary to comply with the

law.
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Security of Personal Information

We employ reasonable security measures and technologies, such as password protection, encryption, physical
locks, etc., to protect the confidentiality of your Personal Information. Only authorized employees have access to
Personal Information. If you are an employee with such authorization, it is imperative that you take the appropriate
safeguards to protect such information. Paper and other hard copies containing Personatl Information (or any other
confidential information) should be secured in a locked location when notin use. Computers and other access
points should be secured when notin use by logging out or locking. Passwords and user IDs should be guarded and
not shared. When no longer necessary for business purposes, paper and hard copies should be immediately
destroyed using paper shredders or similar devices. Do not leave copies in unsecured locations waiting to be
shredded or otherwise destroyed. Do not make or distribute unauthorized copies of documents or other tangible
mediums containing Personal Information. Electronic files containing Personal Information should only be stored
onh secure computers and not copied or otherwise shared with unauthorized individuals within or outside of the

The ] wilt make reasonable efforts to secure Personal Information stored or transmitted electronically from
hackers or other persons who are not authorized to access such information.

Any violation or potential violation of this policy should be reported to your immediate supervisor, designated
manager, or Human Services. The failure by any employee to follow these privacy policies may result in discipline
up to and including discharge of the employee. Any questions or suggestions regarding this policy may also be
directed to your immediate supervisor, designated manager, or Human Services.

Equal Employment Opportunity

- is an Equal Opportunity Employer (EEO) and is committed to maintaining a work environment that is free
from discrimination or harassment based on race, color, sex, religion, age, national origin, genetic information,
citizenship status, marital status, pregnancy, disability, veteran status, or any other status protected by local,
state, or federal law.- EEO practices apply to all terms, conditions, and privileges of employment. In
addition, [ expects each employee to provide equal treatment to each other, to [JJj residents, and [}
visitors. Any unfair treatment, harassment, discrimination, or intimidation directed at any employee, visitor,
resident, vendor, or any other individual in violation of this policy is expressly forbidden. Appropriate disciplinary
action up to and including termination may be taken against any employee willfully violating this policy.

Violations of this policy must be taken seriously, and- strongly urges the reporting of allincidents of
discrimination or harassment to an immediate supervisor, a Department Head, the Director of Human Resources,
or any member of the management team with whom the employee feels comfortable discussing the situation. An
employee can raise concerns or make reports without fear of reprisal. The law prohibits retaliation against any
individual who reports discrimination or harassment or participates in an investigation of such reports. Retaliation
against an individual for reporting harassment or discrimination or for participating in an investigation of a claim of
harassment or discrimination is a serious violation of this policy and, like harassment or discrimination itself, will
be subject to disciplinary action up to and including termination.

Legal Work Status

The Immigration Reform and Control Act of 1986 requires that an employee hired by- provide
documentation proving that he/she has a legal right to work in the United States.
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In compliance with this Act, all job offers extended to successful applicants are made contingent upon the receipt
of the required documentation and completion of USCIS Form I-9. The required documentaticn must be provided
within three working days of the date the employee begins work, Only those successful applicants who supply the
required documentation and complete Form [-9 will be permitted to continue working.

Background Checks

- obtains a Criminal History Record Report from the Virginia State Police on each employee before hire. An
individual convicted of certain “Barrier Crimes” is not eligible to work in nursing facilities or assisted living
facilities in Virginia. Any employee whose criminal record check does not meet the current standards for hire will
be terminated immediately. A list of Barrier Crimes may be found in the Human Resources Department or the
Virginia Department of Social Services website. - is also registered to receive notifications from the Virginia
Sex Offender Registry system if a sex offender registers ar re-registers with a home or work address within the
same or a contiguous zip code as|J}

Any current employee who is convicted of a crime that would preclude employment will be immediately
terminated.

- shall verify the current status of each employee’s professional license, certification, registration, or required
training (collectively “Credentials”), as applicable. - may conduct additiocnal inquiries and verifications for
particular job categories or positions as deemed necessary and approptiate by |}

Deemed Consent

Each employee must sign a “Deemed Consent Acknowledgement” upon hire, stating that Section 32.1-45.1 of the
Code of Virginia has been explained to the employee. You are aware that if at any time during your employment, a
resident is exposed to your body fluids in a manner that may, according to then-current guidelines of the Centers for
Disease Contrel and Prevention (CDC), transmit human immunodeficiency virus {HIV) or hepatitis B or C viruses, you
are deemed to have consented to testing for infection with those viruses. You are also deemed to have consented to
the release of those test results to the resident(s) who was exposed. Likewise, if at any time during your employment,
you are exposed to the body fluids of a resident in a manner that may, according to then-current CDC guidelines,
transmit HIV or hepatitis B or C viruses, the resident is deemed to have consented to testing for infection with those
viruses, The resident is also deemed to have consented 1o the release of those test results to the employee(s) who
was exposed.

Personnel Records Policy

When you became an employee, you completed a form supplying us with the information we must know about you.
This information was transferred to confidential files {personnel file and medical file), Keeping these records correct
and up to date is important because it enables- to reach you or a designated contact person in an emergency,
forward your mail, propetly maintain your insurance and other benefits, compute your payroll deductions, stc.

You are expected to help keep this record correct by notifying the Human Resource Department promptly of
changes in:

¢  Address and telephone number
¢ Marital status
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Name

Beneficiary or dependents listed in your insurance policies and profit sharing/retirement plan
Number of dependents for tax withholding purposes

Emergency Contacts

Driver’s License Number or driving restrictions (if driving- vehicles)

Changes in licensure or certification status

Tuberculosis screening and hepatitis vaccine (according to job/position)

CPR cettification (according to job/position)

Completion of training or education courses

® © o o o & o o o

Your files are held in strict confidence, and only those with a need to know will have access to your files.

Performance Reviews, Salary Reviews Policy

Department supervisors will conduct Performance Reviews to evaluate the performance of every employee under
his/her supervision. Past performance will be reviewed with employees in order to recognize strengths, identify
opportunities for improvement, and establish performance goals. Performance Reviews are conducted at least
annually, generally on or around the employee’s anniversary date. All written Performance Reviews become a part
of your personnetlfile.

Performance Reviews will be based on such factors as the quality of the work performed during the past year, job
knowledge, initiative, attendance, personal conduct record, and attitude toward the job and other employees.

This Performance Review allows the employee to have a face-to-face discussion regarding performance with
his/her immediate supervisor and learn how to maintain and/or improve on-the-job performance.

Health Examinations

Each employee is required to submit to pre-employment and annual tuberculosis risk assessments and any
additional screening measures indicated. Tuberculosis screening may include, but is not limited to, a Tuberculin
skin test (TST), interferon-gamma release assay (IGRA), and/or chest x-ray. - is responsible for the cost of all
required tuberculosis risk assessments and any required screenings. Any employee suspected of having
infectious tuberculosis based on a TST or IGRA will not be permitted to come to work or have any contact with
residents or personnel of- until a physician certifies that the employee is free of infectious tuberculosis.

In addition, - may request a report of examination by a licensed physician where there are indications that the
physical or mental condition of an employee or ]l member may jeopardize the safety of [ residents. If
- makes such a request, the employee will not be allowed to resume their duties until they produce a signed
statement from the physician verifying their ability to safely return to work. If. requests such a report of
examination, - will be responsible for the cost of that examination.

Problem Solving Procedures Policy

Please use the following step-hy-step policy in communicating problems or suggestions to supervisors and
management:
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ST1EP 1 Your Immediate Supervisor:

If you have concerns, first bring your concerns to the attention of your supsrvisor as soon as possible, but no later
than five days after the concern arises. You must bring the situation to the attention of your immediate supervisor
as soon as possible, explain the nature of the problem and offer a suggested solution, if you have one. Your
supervisor will investigate, evaluate, and provide a response to you in a timely mannet.

If the problem or complaint you have is with your supervisor, or if the supervisor's answer is not sufficient, go to
Step 2,

STEP 2 Your Department Head:

if you feel your supervisor has not satisfactorily responded to your concern, you should refer the concern, inwriting,
foyour Department Head. Your Department Head will provide an answer to you within three working days of receipt
of your written concern,

S1EP 3 The Human Resources Director:

If you are dissatisfied with the solution provided by your Depariment Head, you may request an appointment with
and present a written complaint to the Human Resources Director. The Human Resources Diractor will meet with
you and your supervisor within three working days of your submission of the complaint in an attempt to resolve the
concern. If such a meeting is not feasible, you will receive a written reply within three working days.

S1ER 4 The Executive Director /Chief Executive Officer:

If you are dissatisfied with the Human Resources Director’s decision, you may then submit the problem to the
Executive Director/GEQ in writing, within five working days of receiving the Director of Human Resource’s decision.
A written decision will be submitied to you within ten working days. Any decision rendered in a problem situation by
the Executive Director/CEO will be final and binding.

Please remember that the purpose of our Problem-Solving procedure is to give you an opportunity to ask questions
ahd clear up problems or complaints of any kind. In order for this policy to work, you must want it to work and use
it. It is for your benefit. Our door is always open. When things go wrong, we would like to have the chance to fix the
problem.

Dispute Resolution Policy

in a perfect world, every employment relationship would be smooth and harmonious. However, there are times
when employees and employers disagree. These disagreements often arise in the context of involuntary
employment termination, but there may be disagreements ragarding the right to a promotion, expense
reimbursement, or on other matters.

To the extent permitted by applicable law, all employees of the Organization agree to first seek to mediate any
dispute with the Organization with a mediator from the American Arbitration Association or similar organization
trained and experienced in employment disputes. If mediation is not successful, both the Organization and the
employee agree to submit their dispute to arbitration. The arbitrator will be chesen from a panel presented by the
Ametrican Arbitration Association, or such other organization as is acceptable to both parties, The cost of the
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arbitrator will be split between the Organization and the employee. Each party will be responsible for its own
attorney or other related fees. Both the Organization and the employee acknowledge that by agreeing to arbitrate,
each gives up its right to litigate their employment dispute in court or to submit it to a jury. The decision of the
arbitrator is final and binding.

However, either party may seek to have a court of competent jurisdiction enforce an arbitration award. In addition,
the Organization retains the right to seek injunctive or other relief in the case of misappropriation of trade secrets or
other confidential information, or any other action by an employee which might reasonably be expected to lead to
irreparable harm to the Organization.

Although we seek to provide a workplace in which all employees feel that they are an important part of the
Organization and where employees feel fairly treated, there may be times when you have a dispute with a
supervisor or the Organization which can best be resolved through a formal procedure for dispute resolution. All
disputes between any employee and the Organization are to be resolved in accordance with the following
procedure, Please note, however, that the Organization reserves the right to modify this procedure at any time and
nothing in this procedure should be construed to constitute a contract between you and the Organization or to
constitute any part of a contract between you and the Organization,

Any dispute between you and the Organization may be resolved using this grievance procedure, with the exception
of oral reprimands which are not recorded in your personnel file.

A grievance is a complaint by an employee concerning any matter related to the employee’s employment with the
Organization. All grievances must be in writing. Using the form provided by the Organization, you must state clearly
and concisely all the known facts related to your grievance, including “who, what, where, when and the why.”
Clearty explain why you disagree with the act or omission that forms the basis for the grievance. Also explain what
remedy you are requesting. You must sign and date the grievance.

Equal Employment Opportunity Policy

The - is an equal opportunity employer. We will extend equal opportunity to all individuals without regard to
race, religion, color, sex (including pregnancy, sexual orientation, and gender identity), national origin, disability,
age, genetic information, or any other status protected under applicable federal, state or local laws. Our policy
reflects and affirms the - commitment to the principles of fair employment and the elimination of all
discriminatory practices. Details of our equal employment opportunity policies are further explained in Anti-
Discrimination & Harassment.

Employment Classifications Policy

The following terms will be used to describe employment classifications and status:
Exempt Employees

Exempt employees are individuals not subject to overtime pay laws. In general, overtime laws require that exempt
employees:

¢ Receive a pre-determined weekly salary that is not subject to change based on the employee's work quality
or quantity;
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* Receive a salary that is at least equat to the salary level set by law; and
¢ Meet the requirements of an exempt iob classification.

The federal Fair Labor Standards Act (FLSA) sets the most common set of overtime exemption standards. Howsver,
additional state and local laws may also apply. Under the FLSA, the salary level is $684 per week ($35,568 per year)
and exemptions exist for administrative, professional, or management positions. Certain cutside salespersons and
afew other job categories are also exempt.

Non-Exempt Employees

Salaried employees who do nhot mest all criteria for an overtime exemption and many hourly employees are
generally not exempt from overtime pay requirements.

Full-Time Employees

Full-time employees are those who are regularty scheduled to work at least 30 hours per week that are not hired on
atemporary basis.

Temporary Employees

Temporary employees are hired for an interim period of time, usually to fill in for vacations, leaves of absence, or
projects of a limited duration. Temporary employees are not eligible for-paid benefits, except as required by
law.

Seasonal Employees

Seasonal employees are those hired into a position for which the customary annual employment is 6 months or
less. Seasonal employees are generally not eligible for benefits.

If your status changes from temporary or seasonat to part-time or full-time, you are considered hired on the date
you become a fuli-time or part-time employee for purpcses of calculating eligibility for benefits that require a
minimum term of employment,

Orientation Program

Orientation sessions for new employees are held on a regular basis, and your attendance is required. Your
particular department will provide you with additional orientation on your specific area of work. The subjects
covered in this Handbook will also be discussed in the general orientation presented by the Human Resources
Department. ‘

Separation of Employment

Resighations:

An at-will employee may choose to end the employment relationship at any time and for any reason; however, we
request that you give your supstrvisor no less than two weeks’ written notice (four weeks for management and
professional personnel, i.e., RNs and LPNs). This advance notice will allow your supervisor time to adjust working
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schedules and attempt to secure a replacement. An employee who fails to provide appropriate written notice may
be deemed ineligible for reemployment.

Termination of Employment:

Each employee is employed on an at-will basis, absent a written contract of employment that explicitly provides
otherwise. This means that[JJj may terminate the employment relationship at any time, with or without notice and
with or without cause. If an employee is terminated, - may immediately escort that individual off the premises.
No terminated employee shall be permitted back on - property without specific permission from the
President/CEO.

Return of- Property Upon Separation:

Should a separation of employment occur, you must return all [JJflowned property, including, but not limited to,
uniforms, keys, Key fobs, cell phones, hame tags, equipment, and manuals.

Final Payment & Paid Time Off (PTO) Benefits Upon Separation

You will be provided with your final paycheck for wages earned no later than the next regularly scheduled payday
on which those wages are due.

Paid Time Off (PTO} Pay out schedule

TR
Eimployees must provide a Tour-week wiitlen notice of separation, be
in good standing, and meet the length of seivice teims below.
PTO benefits will be calculated os the dote of terminotion,

Length of Service PTO Payout
Less thast 2 years 0%
2 -4 years S0%
5 - Qyears 15%
104 years 100%

PTO benefits will be calculated as of the date of termination. Payment of PTO may be made later than the
final paycheck paid for earnings, depending on the time of separation,

Employment References

Inresponse to an inquiry from a prospective employer regarding a current or former- employee,- will furnish
or verify only an employee’s name, dates of employment, and position. No other data or information regarding any
current or former- employee or his/heremployment with- will be furnished unless the employee authorizes
- to furnish this information in a writing that also releases - from liability in connection with furnishing this
information.

Employment of Relatives & Personal Relationships

Itis the goal ot- to avoid creating or perpetuating circumstances in which the possibility of favoritism, conflicts
of interest, or impairment of efficient operations may occur. Therefore, an employee is prohibited from supervising,
reporting to, or otherwise working with his/her relatives or persons with whom he/she holds close, personal
relationships outside of his/her employment with - except where such relationships are disclosed to and
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approved by- An employee must also disclose such a relationship if, during his/her employment, he/she
becomes a relative or in a close personal relationship with another employee, contractor, consultant, or vendor,
for instance, through marriage or dating,

To protect its business interests, - has the right to apply this policy whether or not relatives or persons holding
close personal relationships hold supervisory or reporting positions in relation to each other. - may approve
employees working with relatives or persons holding close personal relationships where such relationships do not
create conflicts of interest or disruptions in the work environment, for instance, by creating potential supervisory,
morale, safety, fairness, or public relations ||| Where possible, JJJ will strive to neutralize such conflicts
or disruptions without impairing the employee benefits received from ] however, | reserves the right to take
any action necessary to remove disputes or disruptions, including terminatian.

Progressive Discipline Policy

1. Coaching & Verbal Advisory:

The supervisor will provide a verbal correction to the employee. A written record of this correction will be reviewed
by the Department Head and placed in the employee’s personnel file,

2, Counseling & Written Advisory:

If the employee does not correct his/her behavior, the supervisor will consult with his/her manager and prepare a
written correction. The employee will be asked to sign, indicating receipt of a copy of the written correction, and a
copy will be placed in the employee's personnel file. The employee has the right to incorporate a response to the
written correction.

3. Suspension without Pay:

The employee may be suspended without pay if an administrative review is required to investigate the
circumstances of an incident or if the misconduct that resulted in the suspension may result in termination, This
suspension without pay must have the approval of the supervisor, Department Head, the Director of Human
Resources, or designee. The employee has the right to prepare a written response to the suspension, which will be
included in the employee’s personnel file, '

4. Termination:

When all other means of discipline have been used, or when the offense justifies such action, the employeel
terminated. The supervisor may recommend termination of an employee. Recommendations will be revie
B anagement, who will determine the action to be taken.

If the employee feels the discipline is unfair, he/she may utilize our problem solving procedures.

The Progressive Discipline Policy does not guarantee that all the steps will necessarily be followed!
Depending upon circumstances and factors, such as the employee’s past work record and seriousness of the
offense, management reserves the right to enter into any level of disciplinary action, or termination, it deems
appropriate. The use of progressive discipline does not alter the employment-at-will status of an employee.
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Solicitation And Distribution Policy

It is the policy of [} to prevent disruptions in operations throughout [} interference with resident care, and
inconvenience to our residents and visitors. Therefore, the following rutes apply to solicitation and distribution of
literature and other items on [ property:

® Qutsiders. Persons not employed by- may not solicit employees or residents or distribute literature on
our community property for any purpose at any time unless specifically authorized by the President/CEO or
designee in writing.

* Employee Solicitation. An employee may not solicit for any purpose during working time. “Working time”
does not include authorized meal periods, coffee breaks, or rest periods. “Working time” includes working
time of both the employee doing the soliciting and the employee to whom the solicitation is directed.
Solicitation is not permitted in any area of the community where it will interfere with residents or visitors. An
employee is not permitted to post solicitation notices anywhere within [JJJj Solicitation to residents is
prohibited.

e Employee Distribution. An employee may not distribute literature for any purpose during “working time” (as
“working time Is defined above) or in working areas. Such distribution of literature is not permitted
throughout - where distribution will interfere with residents, visitors, or any employees in the
performance of work.

e Suchliterature DOES NOT include materials meant for residents’ recreational use or outside
information that may be used to educate residents regarding care options, such as informational
brochures provided by the Social Services Department, library books distributed by Activities staff
and volunteers, CDC/VHD informational materials from clinical staff/providers, etc.

Gifts/Gratuities Policy

An employee may not accept or solicit gifts, gratuities, or loans from residents, residents’ family members, guests,
or vendors. If you are the recipient, or intended recipient, of a gift from a resident or family member, gracefully
decline or return the gift when practical. Please explain to the individual that- poticy will not allow staffto
accept gifts. If you need assistance, please contact your supervisor for help to review with CEO for exceptions.

Parking Facilities Policy

- provides you with parking facilities. However, we cannot be liable for fire, theft, damage, or personalinjury
involving an employee’s automobile. Protect your property by locking your car doors,

- provides free parking to employees. Do not park in fire lanes or block primary entrances to buildings at any
time. Please follow these general guidelines:

1. Employees may park on a first come first serve basis in the upper and lower |l ots, Overflow parking
available in the | - 2rking ot behind the I Eployees who are assigned a parking

spot at the ||| EGEEEEEEEE: o clearly display their parking pass

2. A specific employee may have special parking arrangements approved by the Director of Building and
Grounds. If an employee requires special parking, they should contact Human Resources.

3. . reserves the right to update employee parking when appropriate and will provide ample notice.
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Employee Lockers Policy

Each full-time regular employee will be ] 2 locker. Locks are not furnished; however, you may furnish your
own lock on your tocker.

Lockers will be assigned by the Director of Security. An employee must cooperate in keeping locker rooms clean.
Keep all pockethbooks and personal effects locked in your locker. For your protection, we urge you to leave large
amounts of money and valuables at home.- will not be liable for theft, damage or other loss 1o an employee’s
personal property.

- reserves the right to inspect and search lockers without notice or permission and to revoke tocker privileges.
Altlocks and keys must be turned in to the Department Manager at the time of separation from employment. Failure
to do so will result in a charge for replacement of the lock and key.

Returning ] Property Policy

Although provided for the employee’s daily use,- items (such as manuats, pagers, equipment, keys, etc.)
remain the property of JJj An employee leaving the employment of [ for any reason, is required to return all
training materials, manuals, eguipment, uniforms, and any other- property before your last paycheck is
deposited. Each employee will be responsible to [JJjj for any unreturned property.

Employee Responsibilities Policy

QUALITY

- management is responsible for defining, implementing, and maintaining objectives pertaining to key
elements of quality. Our intent is to provide the direction, knowledge, and tools necessary for an- employee
to understand the underlying principles of problem prevention and continuous improvement.

Residents depend on quality, making a reputation for quality a necessity. Such a reputation cannot be the result
of a casual attitude toward your work, We must plan and think about the quality of our daily work. Efficiency and
guality in even the smallest task must not be neglected.

RESIDENT SERVICE GUIDELINES

- continued success is ditectly dependent upoh having satisfled residents and families. For this reason, itis
imperative that an employee of - understands the necessity of maintaining good relationships with our
residents and residents’ families.

Here are a few of the ways an- employee is expected to help maintain good public relations:

¢ Be polite and respectful at all times and treat everyone with dignity. The importance of this cannot be too
highly emphasized.

e Put forth your best "personal image,” such as neatness of dress, a pleasant smile, an interest in your
work, and a willing and cooperative attitude toward your co-workers and our residents.

* Always act professionally and keep your personal life separate from your work life.
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B RULES

Break The Ice:
Make eye contact... smile... introduce yourself... call people by name...extend a few words of concern.

Does Someone Look Confused?
Stop and try to help.

Courtesy:
Kind gestures and polite words make people feel better.

Explain What You Are Doing:
People are always less anxious when they know what's happening.

Anticipate Needs:
You’ll often know what a person needs before he/she has to ask...ACT on this knowledge.

Privacy and Confidentiality:
Watch what you say and where you say it...SHOW RESPECT. Knock as you enter.

Respond Quickly: 1
When people are worried or sick, every minute feels like an hour. i

Handle With Care:
Slow down...give...imagine you’re on the receiving end.

Dignity: ]
That resident could be your parent. i

Help or Find: i
Just because itis “Not Your Job” does not mean you can’t help or find someone who can.

Treat Residents as Adults:
Slow down...give...imagine you’re on the receiving end.

Listen:
If a person complains, don’t be defensive, but be objective and understanding.

Help Each Other:
And you help a resident.

Keep It Quiet:
Noise annoys! It also shows a lack of consideration.

Phone Skills:
When you are on the phone, our reputation is on the line. Sound pleasant, be helpful, listen with understanding,
and communhicate sincere desire to be of assistance.

Look The Part:
You are part of a long ] tradition...look and act the part.
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Confidentiality Policy

No information, records, or materials concerning residents or- husiness may be used, released, or discussed
with anyone outside[JJJj or with other ] employees without authorization. Breaches of residents’ confidentiality
will be grounds for disciplinary action, including termination. Any requests for resident information should be
verified with a supervisor to ensure the requesting individual has permission to receive information, whether orally
or through written records.

An employee is prohibited from disclosing to a third party any proprietary or confidential information acquired or
accessed during employment with [JJJJJ except as specifically authorized by [ management. Similarly, an
employee is prohibited from seeking to improperly acquire or divulge the proprietary or confidential information of
others. Upon termination of employment, an employee is required to return any documents or files in his/her
possession and may not copy, take, or retain any documents containing confidential or proprietary information. An
employee is responsible for knowing what information is covered by this poticy and/or for seeking clarification from
a supervisor to resolve any question or doubt,

No one other than authorized personnel may have access to confidential records or proprietary information.

Resident Rights Policy

itis the responsibility of each employee to he familiar with the rights of assisted living residents and
Nursing facility residents provided in Section 63.2-1808, Section 32.1-a38 and 32.1-138.1 of the Code of
Virginia. Violation of the rights of aresident of- is grounds for immediate termination, These rights will
be covered in your Orientation program.

REPORTING RESIDENT ABUSE

As an employee working in a nursing facility or assisted living facility, you are desighated a Mandated Reporter and
are required by the Code of Virginia to report suspected abuse, neglect, or exploitation of any elderly person,
whether by staff, family members, visitors, or others with whom residents may have contact.

If you suspect that a resident is being abused, neglected, or exploited, you must act to remove the resident from
any immediate danger and notify the Administrator without further delay. Failure to report suspected abuse can
lead to individual criminal liability and will result in disciplinary action, including termination.

Virginia law protects persons who report suspected abuse, neglect, ar exploitation. If you have any questions or
concerns about the care or treatment of our residents, or what is meant by “abuse,” “neglect,” or “exploitation,”
ask the Director of Nursing.

Remember, as a Mandated Reporter, Virginia law requires you to report abuse, neglect, or exploitation
whenever you become aware of it, ot || G o c'sewhere.
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hnology

Computer Use Policy

- provides computers and other devices, equipment and software to its employees for the express purpose of
doing the business of ] Such devices are used to store and access information that is both confidential and

critical

to the continuing operation of [Jj Therefore, ] has established the following policy.

Software:

Itis aviolation of- policy to download any software that has not specifically been licensed for use by, or
developed by or for, [} This includes “shareware,” “freeware,” screen savets, and all other forms of
software products.

It is a violation of. policy to copy any software from the computer for personal use or to give to any third
party.

It is a violation of- policy to copy any software from one. PC to another- PC unless it is within the
parameters of the license for the software. Internally developed software is exempt from this requirement.
Copying of licensed software must be performed or authorized by the Director of Information Services.

It is a violation of- policy to knowingly breach the terms and conditions of a software license.

Security:

L

Usage:

Each employee authorized to use the [ computer system is assigned a user ID and password. In the
normal course of business, it is & violation of- policy to reveal your password or to leave the password
exposed on any device where it can be observed by another individual. If an- emergency exists and you
feel it is necessaty to reveal this information, you must notify the Director of Information Services at your
first opportunity the same or next business day so a new password may be -

It is a violation of- policy to reveal to anyone except an employee of- or his/her agents, authorized
residents, or authorized vendors any telephone numbers, web addresses, IP addresses, or any other
information that may be used to access [JJJj computer [ N

An employee must maintain personal control of an employee{JJJjj (aptop computer when traveling. itis a
violation of [l] policy to allow access to the laptops by any individual who is not an employee of [Jjjj or
his/her agents except for purposes of maintenance arranged for by [}

It is a violation of. policy to reveal to a non-employee of- or his/her/its agents the information that
comprises- database and computer system for purposes other than official- business.

It is a violation of [} poticy to use the i} computers or other devices for other than official [JJjjj
business. Exceptions to this rule may be authorized by your supervisor in writing. A copy of this
authorization must be forwarded to the Director of Information Services. Personal use of the computer
equipment is never allowed during an employee's shift. Games may never be run on the computer, even if
they are part of licensed software (e.g., Windows).

Access to - computer systems via the dial-in network or on the Internet must be authorized by your
supervisor. Itis a violation of- policy to use this access for other than official- business.
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* |tis aviolation of ] policy for an employee of J} to remove any device or equipment from the premises
without written permission of the Human Resources Director, Exceptions to this rule include assigned
laptops and authorized shipment for purposes of maintehance or sale.

Network Policy:

¢ Every employee is responsible for seeing that the- network is used property and in accordance with this
policy. Any guestions about this policy should be directed to management,

° The- network is part of the business equipment and technology platform and shouid be used for-
purposes only. Personal business should not be conducted by means of the - network.

*  Employees may be assigned an email address for the purpose of conducting business only. The Human
Resources Director must approve assignments of email addresses. Employees that are considered “non-
exempt” will not be permitted to have email access on their personal cell phones. These employees will
have access to the- network to conduct business during working hours only.

¢  Anemployee should disclose information or messages from the- network only to authorized employees.

*  Anemployee does not have a personal privacy right in any matter created, received or sent via the-
network. An employee should not enter personal matters into the [JJj network. i in its discretion,
reserves the right to monitor and to access any matter created, received or sentvia the- network
system.

* No messages or information should be entered or transmitted via the Jj network without a good business
reason for doing so.

¢ Even if you have a password for the network, it is impossible to assure the confidentiality of any message
created, received or sent from the- network. Any password you use must be known to- asyour
account may need to be accessed by- in your absence.

¢ The provisions of [ policy on solicitation and distribution apply fully to the [ network.

¢ No messages should be created or transmitted that may constitute intimidating, hostile or offensive
material on the basis of sex, race, color, religion, national origin, sexual orientation, disability, or any other
status protected by law.- policy against sexuatl or other harassment applies fully to the- network,
and any violation of that policy is grounds for discipline, including discharge.

® - expressly reserves the right to access, retrieve, read, and delete any communication that is created,
received or sentvia the ] network to assure compliance with this and other[Jjjj policy.

Any employee who becomes aware of misuse of the- network should promptly contact management.

Social Media Policy

“Social media” is the term commonly given to websites and online tools that allow users to interact with each other
in some way - by sharing information, opiniens, knowledge, and interests. As the name implies, social media
involves the building of communities or networks, encouraging patticipation and engagement.

An employee is expected to conduct him/herself in a professional manner. The use of sound and ethical judgment
is expected at all times.

Violating this policy or policies within other sections of this Handbook may result in disciplinary actions up to
termination.
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Personal blogs should have clear disclaimers that the views expressed by the author in the blog is the author’s
alone and do not represent the views of [JJj Be clear and write in first person. Make it clear to the reader that you
are speaking for yourself and not on behalf of [}

¢ Information published on your social media should comply with- confidentiality and disclosure of
proprietary data policies. This includes but is not limited to comments posted on blogs, forums, and social
networking sites.

® Social media activities should not interfere with work commitments.
Do not reference or cite [ clients, partners, or residents.

o [ \ogos and trademarks may not be used without written consent.

[l staff is prohibited from taking or using photographs or recordings of residents and posting the same on
social media. This would include using any type of equipment (e.g., cameras, smartphones, and other
electronic devices) to take, keep, or distribute photographs or recordings on social media.

Telephone Policy
Phone Calls:

The use of business or resident telephones for personal calls is prohibited. Phone calls for you will be forwarded to
your unit or work area where a message will be taken. Should we receive an emergency call for you, you will be
notified immediately, it possible. Families and friends should be given the || i linc phone
number ([ for emergency calls.

Cell Phones and Other Personal Communication Devices (PCDs):

Cell phone or other PCD use creates distractions and disrupts regular work routines, the use of personal
communication devices of any kind, while on duty, is permitted only during scheduled break times.- requests
all cell phones or other PCD to be kept in your locker, vehicle or desighated areas for personal belongings.

The use of cell phones or other PCDs to talk or textis permitted in employee break areas only. Public or customer
service areas include all resident dining areas, lobbies, halls, restrooms, resident rooms, apartments, and any
other public area not listed. Break areas include the employee break room and employee parking areas. The
audible alarm of any device must be turned off in all areas of ] at all times. They are not to be used for social
conversation or texting while on duty.

Absences from your work area to use cell phones or other PCDs outside of designated break times or emergency
use will lead to disciplinary actions unless approved by your supervisor.

PLEASE NOTE: This policy does not apply to those management staff and any employee whose duties require
a cell phone to conduct- business as a part of daily operations and/or to be available for emergency
needs at any time. While an authorized management employee is permitted to use his/her business phones
on- premises to assure smooth operation of- services, he/she is expected to limit personal calls as
per this stated policy.
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B Equipment Policy

I oroperty is extremely valuable. You are a partner in common with others in helping to maintain [ in good
care and condition. Each employee is expected to properly care for equipment and facilities entrusted to his/her
care. Willful waste, destruction or theft will result in disciptinary action. ] property may not be removed from

the premises without following proper procedures, including specific approval from the Human Resources
Department in advance.

You must not attempt to use any equipment with which you are not familiar without first getting instructions from

your supervisor. If any of our equipment is defective, or broken, notify your supervisor immediately so that repairs
can be made, or replacements considered.
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Employee Safety, Substance abuse, etc.

Smoking Policy

Il s committed to providing a safe, healthy workplace, and to promoting the health and well-being of its
employees and residents. Anh employee must be mindful of the odor smoking leaves on clothing and breath.
Residents and co-workers with respiratory conditions may be sensitive to this odor. As a result, the following
smoke-free policy has been adopted and shall apply to each employee:

e [l is a smoke-free and vape-free community.

¢ Smoking and tobacco use of any kind (including chewing tobacco, snuff, or E-cigarettes, Vapes) is strictly
prohibited on the premises of [

¢ Anemployee who smokes or vapes but wishes to stop can be referred to free smoking cessation programs
by calling the Faculty and Employee Assistance Program (FEAP) at 434-243-2643 to ask for confidential
assistance. An employee will hot be permitted to take extra breaks to smoke or vape.

Violations of this policy will result in disciplinary action, including possible termination of employment.

Drug-Free Workspace Policy

The- takes the problem of drug and alcohol abuse seriously and is committed to providing a substance abuse-
free workplace for its employees. Substance abuse of any kind is inconsistent with the behavior expected of our
employees, subjects all employees and visitors to our facilities to unacceptable safety risks, and undermines our
ability to operate effectively and efficiently, The-has adopted a formal policy related to substance abuse. A
copy of the complete policy is contained in this Handbook.

Substance Abuse Policy

Drug Use:

e No person will be hired who is known or suspected to be a user, promoter, or seller of illegal drugs.

e Use or possession of illegal drugs on company premises or during working hours, including break or meal
periods, or working under the influence of illegal drugs, is strictly prohibited. Violation of this policy is cause
forimmediate disciplinary action, including termination.

* Anemployee who is found to be involved in the sale, solicitation, or dealing in illegal drugs will be discharged
from the employment of [}

Prescription Drugs:

An employee required to take prescription or non-prescription medication that may potentially affect job
perfcrmance is required to report this to his/her supervisor. The supervisor will determine if it is necessary to
temporarily place the employee on another assighment to ensure the safety of our employees and the public, or
to remove him/her from the workplace.
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Alcohol Use:

The use or possession of alcoholic beverages on - premises, except for authorized events, is prohibited,
Similarly, reporting to work or perfoerming your job assignment under the influence of alcohol is cause for
disciplinary action, including termination.

Drug and Alcohol Screening for Existing an Employee:

An employes may be subject to random alcohol and/or drug screening or screening following any accident or
incident involving an employee on- property.

Fithess-For-Duty Policy:

An employee will be scresned for substance abuse when fitness for duty can be documented as questionable
according to the following established guidelines:

*  Any Supervisor with cause to guestion whether an employee is under the influence of drugs or alcohol must
document the reasoning for the suspicion, (Examples: slurred speech, inappropriate behavior, lack of
coordination and/or manual dexterity, alcohol odor on breath, drowsiness or sleepiness.)

¢ The supervisor must have someone witness and confirm the employee’s hehavior (preferably another
supervisory level employee).

* The employee will be confronted regarding unsatisfactory job performance. A request for a drug and/or
alcohol-screening test will be made. An employee who agrees to the screening test will be driven to the
collection point.

*  Faijlure of the employee to agree to the drug/alcohol test will result in immediate termination for viclation of
company policy. The discharge report will read: “Failure to obey a written policy of- Not eligibte for
rehire.”

® |neither case, the employee will be removed from the workplace and assisted to an appropriate place,
including home,

¢ The immediate supervisor will contact Human Resources and the appropriate Department Head regarding
the employee’s inability to perform job duties and questionable substance use,

¢ |fthe drug and/or alcohol testing is positive, the employee may be referred to an employee assistance
center. Continued employment or re-instatement of the employee will be at the sole discretion Of- If
employment is continued or reinstated, the employee must report to Human Resources prior to returning to
work,

¢ {f an employee is allowsd to return to work after completing treatment, random screening will be done for
one year with close follow-up through an appropriate professional referral source. A signed contract will be
made with the employee stating the specific expectations of- aftercare follow-up.

Workplace Violence

Acts or threats of violence by any employee or former employee, against any other - employee, resident, or
visitor, are strictly prohibited. Employees, visitors, and residents are strictly prohibited from possessing firearms
and other weapons on [ premises.
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In furtherance of this policy, an employee has a duty to warn management, security personnel, or personnel
representatives of any suspicious workplace activity or situations or incidents that he/she observes or that he/she
is aware of thatinvolve other employees, former employees, residents, or visitors and that appear concerning. This
includes, for example, threats or acts of violence, aggressive behavior, offensive acts, threatening or offensive
comments or remarks. Employee reports made pursuant to this policy will be held in confidence to the extent
possible.- will not patticipate in or condone any form of retaliation against any employee for making a report’
under this policy.

Personal Conduct

While the following list is not all-inclusive, some of the violations that can result in disciplinary action, includi

termination, are: \

<

il

e o

12.
18.
14.

15.
16.

75

18.
19.

20.
21,
22.
23.

24,
25.

Discussion of confidential information pertaining to residents or other employees with
persons hot authorized to receive such information.

Abuse, neglect, mistreatment, or exploitation of any resident.

Failing to exercise proper custodial responsibility of- keys assigned to your care.
Disregard for cerporate policy.

Inability to get along with others.

Failure to report other employment.
Discussing personal and/or work problems with residents and/or visitors,

. Refusal to accept or follow orders or directions from proper authority, or any other form of

insubordination.

. Refusing to follow an order from a supervisor.
10.
1,

Misrepresentation or omission of facts in seeking employment.

Falsification of time records, clocking of another employee's time, or having another
employee clock your time,

Making or permitting a false record relating to any official document or form.

Defacing, damaging, or destroying property of- or of another employee.

Possession or consumption on- premises, or reporting to work under the influence of,
intoxicants or illegal drugs.

Theft, pilferage, or unauthorized removal of property of [ residents, or others.
Abusing- equipment or property or using any piece of equipment or property without being
authorized to do so.

Bringing in, possessing, or using weapons or explosives on- premises without prior
management approval.

Assisting any person to gain unauthorized entrance to any portion of. premises.

Failure to follow required safety procedures, or careless or negligent use or operation of.
tools, equipment, or vehicles.

Repeated absence or tardiness; failure to report to work without satisfactory reason, or
unexcused absence of two consecutive workdays.

Fighting or causing bodily injury to another employee, or other forms of disorderly conduct.
Failure to follow departmental guidelines for reporting absence or lateness.

Interfering with, obstruction of, or otherwise hindering the production or work performance of
another employee.

Originating or spreading false statements concerning an employee or [}

Engaging in horseplay, running, scuffling, or throwing objects on- property.
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26. Immoral or indecent conduct on- property.

27. Leaving work area without permission, wasting time, loitering, or sleeping during working hours.

28. Dispiaying inefficiency or the lack of application or effort on the job.

29, Abusive language, Using profane language on - property, which in management’s
opinion is offensive to residents, visitors and/or other employees. ‘

30. Harassment, in any form, of or by an employee or non-employee.

31. Contributing to unsanitary conditions.

32. Intimidating, threatening, or assaulting another employee or non-employee.

33. Violations of- policy on fair treatment, equal opportunity, and non- discrimination.

34. Other misconduct that threatens the health, safety, or well-being of residents, or adversely

impacts |}

Violations of. policies outlined above or within other sections of this Handbook, or habitual offenders of any
.l rules, may be handled in accordance with the progressive discipline policy. However, as described in the policy
on Progressive Discipline, circumstances may warrant deviation from normat progressive discipline procedures
and may include any level of discipline including immediate termination. In certain cases, a supervisor may
suspend an employee from work, pending management review.

Use of ] Vehicles Policy

All personal use of- vehicles is prohibited without the knowledge of management and be on the approved
driving list through Human Resources In order to drive a company vehicle, Please see your manager with
guestions. You will also be required to sign the Driving and Safety policies before you get behind the wheel. If you
operate a facility vehicle, you must follow these rules:

¢  You must possess avalid operator’s license.
®* You are responsible for the safe and legal operation of the vehicle and the proper securing of all residents
and cargo.

*  You are responsibie for checking the vehicle at the beginning of each trip for safety and maintenance
features and for reporting needed maintenance ot other vehicle problems to your supervisor, A designated
staff member will be responsible for ensuring routine service is completed on the vehicles.

¢ Alldoors should be locked when the vehicle is unattended, and all items (trash, etc.) must be removed after
use.

¢ Drivers and passengers must wear seatbelts at all times.
¢ All accidents must be reported promptly. Failure to do so may result in termination.
¢ Smoking is not permitted in [ vehicles.

Remember - the vehicle is your complete responsibility when in your use or scheduled for your use!

Motor vehicle report checks will be made on a periodic basis on each employee who operates a- vehicle. An
employee will be asked to sign a release authorizing [ to obtain such a report check.
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Security Inspections Policy

To protect the best interests of the company and employees at [} will take whatever measures are
necessary, including the use of surveillance cameras throughout the facility, to determine the unauthorized
removal of [l residents, or other property from ] premises.

- reserves the right to search for missing property and to investigate suspicious activities at our facilities.
Moreover, [l facilities contain valuable property that remains the property of [l reserves the right to
inspectand search all areas of our premises at any time, without notice, and to question individuals on our
premises concerning the suspected unauthorized removal of- resident, or other property from- premises.

Measures that may be used include, but may not be limited to, searches of people and of personal property located

on[if premises.
Company Property:

-owned, leased, or controlled desks, storage areas, work areas, lockers, file cabinets, and vehicles are
property and must be maintained according to this policy. All such areas are to be used for authorized work
purposes only. - reserves the right, at all times, and without prior notice, to inspect any and all- property
for the purpose of determining if this policy or any other- policy has been violated. Such inspections may be
conducted during or after business hours and will be made in the presence of a witness.

Employee Property:

All employee vehicles and containers (including, but not limited to bags, boxes, purses, briefcases, lunch
containers, etc.) brought on to - property are subject to inspection by- any time - has a reasonable
suspicion that this policy has been violated and such an inspection is reasonably necessary in the investigation
of such violation(s).

Unauthorized possession or removal of property belonging to- residents, or others may result in immediate
discharge.

Personal Visitors Policy

You may not have visitors (including your spouse and children) on the premises during working hours except with
permission from your department supervisor. Any approved visitor is to be directed to the receptionist at the
Reception Desk located in the residential lobby.

You are expected to leave- promptly after completing your work shift, An off-duty employee is not permitted to
visit on-duty employees.

Visiting Resident's Living Units Policy

An- employee may enter residential living units ONLY for job-related reasons and with the full knowledge of
his/her supervisor, Additionally, an employee may not accept invitations from residents for meals in the dining
room or elsewhere.
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Exceptions to this policy may be made in cases where a resident is related to any employee; however,
the appropriate supervisor must be informed prior te the occasiaon.

General Safety Policy

An employee is responsible for following all safety rules for using equipment furnished by- it is your duty to
report any unsafe or defective conditions, working tools, or equipment to your supervisor.

Reporting of ail job-related injuries should be done immediately, and certainly before the end of the work

shift in which the injury occurs. Failure to do so may result in disciplinary action and could lead to loss of
benefits. Please refer to your supervisor or Department Head for safety instructions specific to your job duties.

Infection Control Policy

Each employee is responsible for the implementation of ] Infection Control Program, as appropriate, in an
attempt to prevent and/or contain communicable diseases.

Per the CDC: “It’s likely that flu viruses and the virus that causes COVID-19 will both spread this fall and
winter. Healthcare systems could be overwhelmed treating both patients with flu and patients with COVID-
18. This means getting a flu vaccine during 2020-2021 is more important than ever, While getting a flu
vaccine will not protect against COVID-19, there are many important benefits, such as: Flu vaccines have
been shown to reduce the risk of flu illness, hospitalization, and death, Getting a flu vaccine can also save
healthcare resources for the care of patients with COVID-19.”

Each employee is required to receive an annual flu shot provided by- uniess he/she signs a waiver provided by
[l i you choose not to get a flu shot, you will be required to wear a face mask throughout flu season in
accordance with the facility policy*.

Please note that face masks are mandatory for all staff at all times due to COVID-19.

Hazardous Material Policy

- has in place a written hazardous materials communication program. Each department has a notebook located
in a convenient place to each employee that contains this program and the Material Safety Data Sheets (MSDS) on
each chemical that is used in that department,

Itis the responsibility of each employee to familiarize him/herself with the Hazardous Material program, the MSDS
sheets In his/her department and the appropriate actions that shoutd be taken in the event of a spill or exposure to
a hazardous material.

In order to provide for the safe, appropriate handling and disposal of hazardous materiais/waste,- willcomply
with federal/state/local laws and regulations regarding the identification, handling, transportation and disposal of
hazardous materials/waste (i.e., Environmental Protection Agency guidelines, OSHA guidelines, and Medical
Waste Tracking Act). Each employee who works with or is potentially exposed to chemical or hiological hazards will
receive training concerning the labeling, handling, and disposal of hazardous substances, and what steps to take if
there is a spill,
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Hazardous Material/Waste includes, but is not limited to:

¢ Blood products

¢ |[nfectious waste

¢ | aboratory specimens

¢ All materials and wastes that require special handling

if you have any questions about how hazardous waste should be handled or stored, see your supervisor or
Department Head immediately.

[ is committed to not creating or disposing of hazardous waste that will contaminate the environment. We will
choose non-hazardous alternatives whenever this is possible and will properly dispose of hazardous materials if
used.
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Discrimination, ADA, harassment, etc.

Discrimination Is Prohibited Policy

The- is an equal opportunity emptoyer and makes all employment decisions without regard to race {including
traits that are historically associated with race, such as hair texture and protective hairstyles, including braids,
locks, and twists), religion, ¢olor, sex {including pregnancy, sexual orientation and gender identity), national origin,
disability, age, genetic information, military status or any other status protected under appticable federal, state or
local laws, This policy applies to all terms and conditions of employment, including but not limited to, hiring,
placement, promotion, termination, layoff, recall, transfer, leaves of absence, benefits, compensation, and
training. We seek to comply with all applicable federal, state and local laws related to discrimination and will not
tolerate interference with the ability of any of the- employees to perform their job duties.

The- makes decisions concerning employment based strictly on an individual’s guslifications and ability to
perform the job under consideration, the comparative qualifications and abitities of other applicants or employees,
and the individual’s past performance within the organization.

[f you belisve that an employment decision has been made that does not conform with management’s
commitment to equal opportunity, you should promptly bring the matter to the attention of your immediate
supervisor, designated manager or Human Services. Your complaint will be promptly, thoroughly and impartially
investigated. There will be no retaliation against any employee who files a complaint in good faith, even if the result
of the investigation produces insufficient evidence to support the complaint.

Americans With Disabilities Act Policy

The federal Americans with Disabilities Act (ADA) prohibits discrimination against qualified individuals with
disabilities in job application procedures, hiring, firing, advancement, compensation, fringe benefits, job training,
and other terms, conditions and privileges of employment. The ADA doss not alter the- right to hire the best-
qgualified applicant, but it does prohibit disctimination against a qualified applicant or employee because of his o
her disability, or because of a perceived disability. As a matter of [JJJj policy, the JJjJj prohibits discrimination of
any kind against people with disabilities.

Disabled Defined

An applicant or employee is considered disabled if he or she (1) has a physical or mental impairment that
substantially limits one or more major life activities; (2) has a record or past history of such an impairment; or (3) is
regarded or perceived (correctly or incorrectly) as having such impairment.

A qualified employee or applicant with a disability is an individual who satisfies the requisite skill, experience,

education and other job-related requirements of the position held or desired, and who, with or without reasonable
accommodation, can perform the essential functions of that position.
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Reasonable Accommodation

A reasonable accommodation is any change in the work environment (or in the way things are usually done) to help
a person with a disability apply for a job, perform the duties of a job, or enjoy the benefits and privileges of
employment.

Qualified applicants or employees who are disabled should request reasonable accommodation from the- in
order to allow them to perform a particular job. If you are disabled and you desire such reasonable
accommodation, contact your immediate supervisor, designated manager or Human Services. On receipt of your
reguest, we will meet with you to discuss your disability. We may ask for information from your health care
provider(s) regarding the nature of your disability and the nature of your limitations or take other steps necessary to
help us determine viable options for reasonable accommodation. We will then work with you to determine whether
your disability can be reasonably accommodated, and if it can be accommodated, we will explore alternatives with
you and endeavor to implement a mutually agreeable accommodation.

Reasonable accommodation may take many forms and it will vary from one employee to another. Please note that
according to the ADA, the ] does not have to provide the exact accommodation you want, and if more than one
accommodation works, we may choose which one to provide. Furthermore, the- does not have to provide
accommodation if doing so would cause undue hardship to the [JJJj

Workplace Harassment Policy

The- is committed to providing a work environment that provides employees equality, respect, and dignity. In
keeping with this commitment, the- has adopted a policy of “zero tolerance” with regard to employee
harassment. Harassment is defined under federal law as unwelcome conduct that is based on race, color, religion,
sex (including pregnancy, sexual orientation and gender identity), national origin, age (40 or older), disability or
genetic information. Harassment becomes unlawful where: (1) enduring the offensive conduct becomes a
condition of continued employment; or (2) the conduct is severe or pervasive enough to create a work environment
that a reasonable person would consider intimidating, hostile or abusive.

This policy applies to all aspects of your employment. Harassment of any other person, including, without
limitation, feltow employees, contractors, visitors, clients or customers, whether at work or outside of work, is
grounds for immediate termination. The - will make every reasonable effort to ensure that its entire community
is familiar with this policy and that all employees are aware that every complaint received will be promptly,
thoroughly and impartially investigated, and resolved appropriately. The- will not tolerate retaliation against
anyone who complains of harassment or who participates in an investigation.

Sexual Harassment

Procedures for Reporting and Investigating Harassment Policy

Employees should report incidents of inappropriate behavior or sexual harassment as soon as possible after
the occurrence. Employees who believe they have been harassed, regardless of whether the offensive act was
committed by a manager, co-worker, vendor, visitor or client, should promptly notify theirimmediate
supervisor, designated manager or Human Setrvices. If the employee’s immediate supervisor is involved in the
incident, the employee should report the incident to the ||} Il - HR Director . The [ takes claims of
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harassment seriously, no matter how trivial a claim may appear. All complaints of harassment, sexual
harassment, or other inappropriate sexual conduct witl be promptly, thoroughly and impartially investigated by

tho

The ] prohibits retaliation against any employee who files or [ @ herassment claim. To the extent
possible, all complaints and related information will remain confidential, except to those individuals who need
the information to investigate, educate or take action in response to the complaint.

Allemployees are expected to cooperate fully with any ongoing investigation regarding a harassment incident.
Employees who believe they have been unjustly charged with harassment can defend themselves verbally or
in writing at any stage of the investigation.

To protect the privacy of persons involved, confidentiality will be maintained throughout the investigatory
process to the extent practicable and appropriate under the circumstances, Investigations may include
interviews with the parties involved, and, where necessary, individuals who may have observed the alleged
conduct or who may have relevant knowledge,

At the conclusion of a harassment investigation, the complainant and the alleged “harasser” will be informed
of the determination. Where appropriate, the “harasser” and the “victim” may be offered mediation or
counseling through an employes assistance program (EAP).

Penalties for Violation of Anti-Harassment Policy

If it is determined that inappropriate conduct has occurred, the- will act promptly to eliminate the offending
conduct, and take such action as is appropriate under the circumstances. Such action may range from counseling
to termination of employment and may include such other forms of disciptinary action (such as, for example,
suspension), as the- deems appropriate under the circumstances and in accordance with applicable law.

COBRA Policy

Federal law generally requires employers with 20 or more employees to give employees, spouses and dependent
children the right to continue group health benefits for limited periods of time under certain circumstances, such
as voluntary or some types of involuntary job less, reduction in hours worked, death, divorce and other life events.
Employees ordinarily may continue their health coverage for up to 18 months when their employment is
terminated.

Virginia law generally requires employers with fewer than 20 employees to give employees, spouses and dependent
children the right to continue greup health benefits for limited periods of time under certain circumstances, such
as termination of the employee’s eligibility for coverage prior to that person becoming eligible for Medicare or
Medicaid benefits. Under Virginia law, employees ordinarily may continue their health coverage for up to 12
months.
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Working hours

Work Hours and Overtime Policy

For payroll purposes, the normal workweek begins at 12:00 a.m. on Wednesday and ends at 11:58 p.m. the
following Tuesday.

Because - must render uninterrupted service throughout the day, week, and year, work hours vary by
department. Department supervisors are responsible for making and posting the schedule for his/her department.
Employees must check with their supervisor for the location of the department’s schedule. If the schedule is posted
electronically, it is still the employee’s responsibility to check his/her schedule.

Requests for time off should be made to your supervisor at least 1 month in advance. Time off needed after the
schedule is complete and posted requires the employee to find another employee to cover their shift or switch
shifts. While this may facilitate approval of your request, it does not guarantee such approval, as the Supervisor
has the final determination. Once the schedule change has been approved, the employee is no longer responsible
for that shift.

OVERTIME

Employees are employed to work a scheduled workday and a scheduled workweek. An employee will receive
overtime pay for hours that exceed 40 hours in the work week or 80 hours in the bi-weekly period. By accepting
employment at- the employee agrees that the work week begins at 12:00 am on Wednesday and ends at 11:59
p.m. the following Tuesday. The pay schedule is bi-weekly consisting of 80 hours.

Entittement to overtime is based on “hours worked”. Paid Time Off is not considered part of “hours worked” for
overtime purposes. All overtime is payable at the rate of 1 2 times the hourly rate.

Should an employee have questions about his/her paycheck, he/she should see their supervisor,

QOccasionally, you may be requested to work a shift other than the one to which you are primarily assigned. Your
supervisor will coordinate these changes and make other adjustments as necessary. Since we provide services to
residents 365 days a year, you likely will be required to work on some holidays.

Absence Policy

You may request permission from your supervisor to leave your job in the event of an emergency, or other personal
business that cannot be attended to outside your normal working hours. Your supervisor will consider the urgency
of your request and the time when you can best be spared. You must clock out to record your time when leaving
the premises on personal matters, and clock-in when you return. If at all possible, please schedule appointments
during non-working hours. However, in emergency situations where this is not possible, you may request the
necessary time off through your supervisor.
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Holding Other Jobs Policy

An- employee is not permitted to hold employment with another organization or have any business interest that
may, in any way, interfere with performance of his/her duties for [JJjjj

Attendance Policy

Timely and regular attendance is required of each - employee. To ensure adequate staffing, positive employee
morate, and to meet expected productivity standards throughout the organization, an employee will be held
accountable for adhering to his/her workplace schedule, ‘

An employee is deemed absent when he/she is unavailable for work as assigned/scheduled and such time off was
not scheduled/approved in advance as required by department notification procedure. An employee is deemed to
be tardy when he/she:

¢ Fails to report for work at the assigned/scheduled work time. [n these instances, managers may replace
the tardy employee for the full shift.

® |eaves work prior to the end of assigned/scheduled work time without prior supervisory approval.

¢ Takes an extended meal or break period without approval.

Timekeeping Policy

Employee work hours are recorded through the use of an automated time accounting system.

A non-exempt (hourly) employee is required to accurately and completely record his/her time worked. Time is
recorded electronically through the use of a time clock. If the employee fails to clock in or aut or has a problem with
the time clock, they are to notify their supervisor or designee immediately.

Each employee is required to clock in upon arrival to scheduled shifts and clock out at the end of scheduled shifts,
Employees are also required to clock out any time they leave- premises and clock in upon their return. Unless
leaving the property, an employee is not required to clock out for lunch; however, must leave the work area for the
meal break. No employee is permitted to work while clocked out or on lunch. Additionally, an employee is not to
work any overtime unless authorized by his/her supervisor, An employee is expected to work the hours assigned,
should not clock in before the time assigned, and should clock out after completing his/her work shift.

Atno time shall any employee record the time of another employee or have ancther employee record his/her time.
Altering or falsifying time records may result in the dismissal for any or all employees involved,

For the purpose of accounting, employees may punch in up to 7 minutes before the shift starts, and the time will
be rounded to the start of the shift, An employee will be considered late if they punch in after the time they are
scheduled to be at work. At the end of a shift, the employee has 7

minutes to punch out, with the time rounded back to the scheduled end of the shift, Any time over 15 minutes will
be considered overtime and must have the prior approval of the employee’s supervisor.

An employee is required to follow established guidelines for recording his/her actual hours worked. A missed clock
in/out is a violation of this policy and includes:
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® Failure to clock in/out on his/her designated time clock at the beginning and/or end of his/her assigned
shift;

® Failure to accurately and timely report time worked.

® Clocking in/out of assigned shift early or late without prior approval.

Departmental Notification Procedure

An employee is expected to follow departmental notification procedures if he/she will be late for work, will not be
at work, or are requesting planned time away from work. An employee must obtain advance supervisory approval,
in accordance with departmental procedure, for any adjustment in an assigned shift.

At the time of notification/call, the employee must notify his/her supervisor when an absence is due to a
documented/approved leave of absence (e.g. Military Leave, FMLA) in order to ensure appropriate tracking of leave
utilization and absenteeism, Each- department may have its own call-out procedure; confirm your
department’s call out procedure with your Department Head.

An employee who fails to call in and report to work as scheduled for two work days may be viewed as having
abandoned his/her position and employment may be terminated. The supervisor should consult with Human
Resources if this situation occurs.

Incidents of not following the departmental notification procedures, including No-Call/No-Show, will be addressed
in accordance with the Progressive Discipline policy.

Progressive Discipline Attendance Policy

Supervisors should monitor each employee’s attendance on a regular basis and appropriately address
unsatisfactory attendance. If a supervisor notices a pattern of unscheduled usage of accrued time off banks,
he/she should discuss this concern with the employee.

When an employee has been previously counseled under the Progressive Discipline Policy, the totality of the
circumstances will be assessed when determining further action. For situations involving suspension or
termination of employment, the supetrvisor should consult with Human Resources prior to implementing
disciplinary action.

Timely and regular attendance is a performance expectation of each[j employee. Consequently, an empl
who has exhibited unsatisfactory attendance which resulted in disciplinary action (written or final) during the
course of the year may have the behavior documented in his/her annual evaluation.

OCCURRENCES

An occurrence is documented as an absence, tardy or missed time clock in/out. While an absence
refers to a single failure to be at work, an occurrence may cover consecutive absent days when an
employee is out for the same reason. !

The following grid is designed to provide guidelines when addressing the total number of occurrencesina
rolling 8-month period, provided that the reason for an occurrence is not protected under FMLA or ADAAA.
However, [ wil consider attendance B o = cose-by-case basis and may determine the
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appropriateness of a particular disciplinary action without necessarily proceeding progressively throeugh

each step.

Occurrences: Occurrence/days Discipline step and action

1 Occurrence is equal to: 3 Occurrences Step 1: Verbal Advisoty
* 1 Absence 4 Occurrences Step 2: Written Advisory
® 2 Tardies 5 Occurrences Step 3: Final Written Advisory
¢ 2 Missed Clocks 6 Occurrences Step 4: Termination

Single Day of No Call/ 1 occurrence Step 1: Written Advisory

No Show 2 occurrences Step 2: Termination

Cell Phone, Smart Watch and Air Pod Use Policy

Purpose: This policy outlines guidelines for the appropriate use of cell phones, smartwatches, and Air Pod by

employees at ] The goalis to ensure a productive work environment while respecting residents’ privacy

and safety.

Scope:

This policy applies to all employees, contractors, and volunteers.

It covers both personal and work-provided cell phones, smartwatches, and air pods.
General Guidelines:

Cell phones and smart watches are allowed during breaks or designated times only,
Phones must be silenced during work hours to minimize disruptions.

Employees should prioritize resident care over personal phone use.

Progressive Disciplinary Action:

Violations of this policy will result in progressive disciptinary action, which may include:
Verbal Warning: First offense. The employee will receive a verbal warning from their supervisor.

Written Warning: Second offense. The employee will receive a written warning detailing the violation.

Suspension: Third offense. The employee may face a temporary suspension.
Termination: Repeated violations or severe breaches may lead to termination of employment.
Reporting Violations:

Employees should report policy violations to their immediate supervisor,

Supervisors will document incidents and follow the progressive discipline process.
Smart Watches and Air Pods:

Smartwatches and Air Pods fall under the same guidelines as cell phones.

Employees should use smart watches discreetly and avoid disrupting resident care.
Emergency Situations:

in emergencies, employees may use cell phones or smart watches to call for help.
Notify your supervisor immediately if you need to use your device during an emergency.
Confidentiality and Privacy:

Employees must respect residents’ privacy and confidentiality.

Do not take photos, videos, or record audio without proper authorization.
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Enforcement:

Human Resources will oversee policy enforcement.

Employees are responsible for understanding and adhering to this policy.

By following this policy, we cteate a respectful and efficient work environment that prioritizes resident [}
- Violations will be addressed consistently and fairly. If you have any questions, consult your supervisor
orthe HR department.

Conflicts of Interest Policy

An employee has an obligation to conduct him/herself so as to avoid any actual, potential, or apparent conflicts of
interest. In general terms, this requires that the employee avoid any situation or circumstance that may cause the
employee to put his/her interests before that of [JJJj or [} residents. An employee is required to disclose any
actual or potential conflicts of interest to the Human Resource Department. Contact the Human Resources
Director for more information or with questions about conflicts of interest.

Pay Transparency

Pay Transparency Act (VA Code 40.1-28.7:9)

- will comply in accordance to the Pay Transparency act which prohibits an employer from discharging or taking other
retaliatory action against employees for discussing their pay or any other employees’ pay.
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Time off & leave

Paid Time Off (PTO)
PAID TIME OFF (PTO) BENEFITS

e All full-time and part-time employees will accrue PTO from the date of hire. An employee can utilize annual leave
once they have completed 90 days of continuous employment. Accrual rating based on the number of Regular
hours worked per pay period. Overtime hours are excluded from the accrual PTO will not be considered hours
worked for the purpose of calculating overtime.

e Paid Time Off (PTO) Days Accrued:

Full Time Employees Part Time Employees
Paid Time Off {(PTO) Days Accrued: Paid Time Off (PTO) Days Accrued:
A fult-time employees will occiue IO from (he dote of hire, An coployee con utibze anavol o o
teave once he/she has completed 20 doys of «eatinuous employmial. Allfull mxek :n:f!:,,::. :;i’:‘:,:: '::,Zf:: l:; ::: z ::I’:: m’:’i‘,ﬁz : ’c:,/: :‘l.r te annual
{Awcruol rote boseg 'o: ocuh’;.; :lu:’ncb:‘; z :?;{g' Z’:,l .2?;::.::‘;" pei pay perid. {PAust work 20 hours weekly ta quakfy foe accruol)
Length of Service PTO Accrued Maximum Length of Service PTO Accrued Maximum
0 -4 years 20days {160 hours) 0 - 4yeas 10 days (8O hours)
310 yesrs 23 days (184 hours) 5-15 years 12 days ( 92hours)
10 - 15 years 26 days (208 hours)
15+ years 30 days (240 hours) 15t years 15 days (120 hours)
Paid Time Off {(PTO) Maximum Carry Over: Paid Time Off (PTO) Maximum Carry Over:
Any PTO hours above the Carry Over Maximum wiit be forfeited, Employees Any PTO hours ahove the Carry Over Maximum will be forfelted, Employees
are encouraged to use, donate or sell back thelr PTO. are encouraged to use, donate or sell back thelr PTO,
Length of Service PTO Carry Over Maximum Length of Service PTO Carry Over Maximum
0-Ayears A0days {320 hours) 0 - Ayears 20 days (160 hours)
2 10yean 46 days {368 hours) 5- 15 years 24 days (192 hours)
10 - 15 years 52 days {416 hours)
15+ years 60 days {480 hours) 15+ years 30 days {240 hours)

Effective October 1, 2023, employees may Sell Back PTO hours in accordance to policy below:

Paid Time Off (PTO) Sell Back Benefit

Employces may cash out up 10 a maximum of 80 PTO hours, providing that at
least 40 PYO hours remain to cover unanticipated absences, Fhe Exceutive
Director must approve the Sell Back request, and employees must secure

approval 1 week before the payroll run, The payout will colacide with the
current pay date,

¢ PTO as Vacation

PTO time that is used for vacation may be taken at any time after successful completion of 90 days of continuous
employment and with approval by the supervisor. The request for PTO must be submitted in writing in advance.
Request forms are available in each department. When the PTO leave request of one eligible employee conflicts
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with the request of another eligible employee, leave is granted to the employee with the earlier submission date.
If the submission dates are identical, priority will be given to the request of the senior employee.

®* PTO as Sick Leave

PTO is also used for days when illness prevents you from coming to work. It enables you to take the time, get well
and return to work without missing pay. The hours missed are subtracted from your PTO accrual,

*"Old" Sick Leave

An employee who has accumulated “sick leave” prior to January 1, 2016 are able to use this benefit after he/she
has exhausted his/her PTO. This benefit is available for purposes such as FMLA. This benefit will not be paid out
upon resignation/termination.

* PTO upon Separation

In the event of resignation, and when proper notice has been given, any accrued, unused PTO will be paid as
described under SEPARATION OF EMPLOYMENT. Any employee who is terminated will forfeit payment of unused
PTO.

* Holidays and PTO

An Employee maytake PTO in conjunction with arecoghized holiday, provided there is adequate staffing in his/her
department and with prior Department Head approval.

Jury Duty Policy

The- encourages employees to fulfill their civic duties. To that end, employees will be allowed leave to serve on
a jury, if summoned. We request that you give us a copy of your summons notice as soon as you receive it, so that
we may keep it on file. The [ will provide additional documentation in this regard, if necessary, to obtain a
postponement.

Jury duty can last from a portion of a single day to several months or more. During this time, you will be considered
on a leave of absence and will be entitled to continue to participate in insurance and other benefits as if you were
working. While serving on jury duty, you are expected to call in to your supervisor periodically to keep him or her
apprised of your status.

The- will compensate full-time employees for the difference between jury duty compensation and your current
daily pay for the first of jury service (or in accordance with applicable law, if different). If additional time is required,
it will be granted, but without pay.

Family and Medical Leave Policy

A note about leave benefits

Employees may be entitled to leave benefits under federal, state and local laws. Additional benefits may apply
during public emergencies and health crises. The policies in this handbook are based on established federal and
state requirements. Employees should contact Human Services to learn more about short-term leave benefits
provided by temporary, emergency laws.
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- employees may be eligible to take unpaid family and medical leave under the federal Family and Medical
Leave Act (FMLA). This policy provides an introduction to the rights and provisions of the federal FMLA. The
Department of Labor’s (DOL’s) model notice is attached to this policy and further explains the FMLA. If you have
guestions about the FMLA, please contact Human Services.

Eligibility

To be sligible for leave, you must have been employed by the- for at least 12 months. In the 12 months
immediately preceding the beginning of the leave, you must also have worked at least 1,250 hours to gualify for
federatl FMLA. In addition, 50 or more- employees must be employed within 75 miles of the office or worksite
where you work,

Amount of Leave Available

Eligible employees may take up to a total of 12 weeks of FMLA leave within a 12-month period. Please contact
Human Services for more information about how the 12-month period is calculated for FMLA leave. FMLA can be
used for:

* The hirth of an employee’s child or the placement of a child with the employee for adoption or foster care

e To care for the employee’s spouse, child or parent with a serious health condition

* The employee has a serious health condition that makes them unable to perform the functions of their job

e A qualifying exigency that arises because the employee’s spouse, child, parent or next of kin is on covered
active duty {or has been notified of an impending call or order to covered active duty) in the Armed Forces.

When leave is taken to care for a covered service member with a sericus injury or illness, a spouse, child, parent or
next of kin may take up to 26 weeks of unpaid FMLA leave during a single 12-month period {different calculations
may apply for military exigency). Eligible employees are limited to a total of 26 workweeks of FMLA-protected teave
during that 12-month period. For example, an employee cannot take 26 workweeks of FMLA leave to care for a
coverad service member and then take 12 more weeks for other FMLA qualifying reasons.

Under the federal FMLA, spouses employed by the- are jointly entitled to a combined total of 12 weeks of leave
for the birth of a newborn child, for the placerment of a child for adoption or foster care or to care for a parentwho
has a serious health condition. The federal FMLA does not cover care for parents-in-law. Spouses employed by the
[ =< jcintly entitled to a combined total of 26 weeks of leave to care for a covered service member.

Types of Leave Available

Birth or placement for adoption or foster care: FMLA leave is available to eligible mate and female employees for
the birth of a child or for the placement of a child with the employee for purposes of adoption or foster care. FMLA
leave must be completed within 12 months of the birth or placement. This type of leave may not be taken
intermitiently or on a reduced schedule unless the- agrees to this request, See below for more details on
noncontinuous leave,

Serious health condition of employee: If, as an eligible employee, you experience a serious health condition as
defined by the FMLA, you may take medical leave under this policy {see “Definitions” for the definition of serious
health condition). A serious health condition generally occurs when you:

¢ Receive inpatient care in a hospital, hospice or nursing home
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® Suffer a period of incapacity accompanied by continuing outpatient treatment or care by a healthcare
provider
* Have a history of a chronic condition that may cause episodes of incapacity

The following provisions apply to leave for the serious health condition of an employee:

® Noncontinuous leave—Medical leave may be taken all at once or, when medically necessary, intermittently
or on a reduced leave schedule (see below).

e Certification process—The need for leave must be documented by your treating health care provider
through our medical certification process (see below).

® Fitness-for-duty statement—A fitness-for-duty statement will be required in order for you to return from
medical leave, Failure to provide the statement will result in a delay in your return to work.

Serious health condition of immediate family member:. If, as an eligible employee, you need family leave in order
to care for your child, spouse or parent who experiences a serious health condition as defined by the FMLA (see
“Definitions” for definitions of child, spouse, parent and serious health condition), you may take a leave under this
policy,

e Noncontinuous leave—Leave may be taken all at once or, when medically necessary, intermittently oron a
reduced leave schedule (see below).

® Certification process—The need for leave must be documented by the family membei’s treating health care
provider through our medical certification process (see below).

Qualifying exigency because of active duty: If, as an eligible employee, you need family leave because of any
qualifying exigency arising out of the fact that your spouse, son, daughter or parent is on covered active duty in the
armed forces (including the National Guard or Reserves), or has been notified that they will be called or ordered to
covered active duty in the armed forces (including the National Guard or Reserves), you may take family leave
under this policy. (See “Definitions” for a definition of qualifying exigency)

e Noncontinuous leave— Family leave for any qualifying exigency arising out of the covered active duty of a
family member may be taken all at once, intermittently or on a reduced leave schedule (see below).

® Certification process—The need for leave must be documented through our certification process (see
below).

Service member family leave: If, as an eligible employee, you need family leave to care for a covered service
member who is your spouse, child, parent or next of kin and who is undergoing medical treatment, recuperation or
therapy, is otherwise in outpatient status or is otherwise on the temporary disability retired list for a serious injury or
illness, you may take up to 26 weeks of unpaid leave during a single 12-month period under this policy. (See
“Definitions” for a definition of covered service member and serious injury or illness)

An eligible employee may take service member family leave to care for a covered veteran who is the employee’s
spouse, child, parent or next of kin and who is undergoing medical treatment, recuperation or therapy for a serious
injury orillness. (See “Definitions” for a definition of covered veteran)

e Noncontinuous leave—Service member family leave may be taken all at once or, when medically
necessary, intermittently or on a reduced leave schedule (see below).

e Certification process—The need for leave must be documented by the family member’s treating health care
provider through our medical certification process (see below).
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Providing Notice

Failure to provide adequate notice may, in the case of foreseeable leave, result in a delay of leave. Itis your
responsibility to notify your manager and Human Services of absences that may be covered by the FMLA.

You must provide sufficient information regarding the reason for an absence for the- to know that protection
may exist under this policy. Failure to provide this information will result in delay or forfeiture of rights under this
policy. This means the absence may then be counted against your record for purposes of discipline for attendance
or simitar matters.

Generally, an application for leave must be completed for all leave taken under this policy. Nonemergency leave
should generally be reguested from Human Services at least 30 days, or as soon as practical, in advance of the
date the leave is expected to begin.

In cases of emergency, you (or your representative, if you are incapacitated) should give verbal notice as soon as
possible, and the application form should be completed as soon as practical.

Medical Certification Process

In addition to an application for leave, you will be required to complete a medical certification form when leave is
for a family member’s or your own serious health condition. The certification form needs to be signed by the health
care provider. The short-term disability certification may be sufficient where the information required is duplicative.
These forms are available from Human Services. Second or third certifications from health care providers and
periodic recertification at the [JJjJj or your expense may be required under certain circumstances.

We may also require periodic reports during federal FMLA leave regarding your status and intent to return to work.

Military Family Leave Certifications

In addition to an application for leave, you will be required to complete a Certification of Qualifying Exigency for
Military Family Leave form when leave is for a qualifying exigency. A copy of the military member’s active-duty
orders or other military documentation may also be required to substantiate your need for FMLA leave.

If you request leave to care for a covered service member with a serious injury or illness, you will be required to
complete a medical certification form, which must be signed by the service member’s health care provider. The
certification form will request additional information, such as information regarding the relationship between you
and the covered service member, to substantiate your need for FMLA leave.

Noncontinuous Leave

intermittent or reduced teave will be permitted only when itis medically necessary or for a quatifying exigency, as
explained above. In all cases, the total amount of leave taken in a calendar year should not exceed your total
allotment as defined earlier in this policy.

Intermittent and reduced scheduled leave must be scheduled with minimal disruption to an employee’s job. To the
extent possible, medical appointments and treatments related to an employee’s or family member’s serious health
condition should be scheduled outside of working hours or at such times that allow for a minimal amount of time
away from work,
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If you request non-continuous federal FMLA leave which is foreseeable based on planned medical treatment for
yourself, a family member or a covered service member, you may be required to transfer temporarily to an available
alternative position offered by the. for which you are qualified, and which better accommodates recurring
periods of leave than your regular employment position. You will be entitled to equivalent pay and benefits but will
not necessarily be assigned the same duties in the alternative position. This provision may also apply if the |}
approves a noncontinuous leave for the birth of a child or the placement of a child for adoption or foster care.

Benefit Continuation During Leave

The- will maintain your group health plan coverage and certain other employment benefits (such as group life
insurance, AD&D insurance, and health and dependent flexible spending accounts) during your FMLA leave on the
same terms as if you had continued to work, if these benefits were provided to you before the leave was taken, You
will be required to pay your regular portion of [ il] Contact Human Services for an explanation of your
options.

Benefits that are accumulated based upon hours worked will not accumulate during the period of FMLA leave.

In some instances, the- may recover premiums it paid to maintain health plan coverage for an employee who
fails to return to work from FMLA leave.

Returning to Work

If the reason for FMLA leave is for your own serious health condition, you will be required to present a fithess-for-
duty certification immediately upon return to work.,

If you wish to return to work before the scheduled expiration of FMLA leave, you must notify the- of the change
in circumstances as soon as possible, but no later than two working days prior to your desired return date.

If you exhaust all leave under this policy and are still unable to return to work, you must notify the [JJjJj as soon as
possible. Your situation will be reviewed to determine what rights and protections might exist under other-
policies.

Rights upon Return from Leave

Upon return from family or medical leave, you will be returned to the position you held immediately prior to the
leave if the position is vacant. Certain exceptions exist for key employees, as defined by law. If the positionis not
vacant, you will be placed in an equivalent employment position with equivalent pay, benefits and other terms and
conditions of employment.

The law provides that an employee on leave has no greater rights than the employee would have had if the

employee had continued to work. Therefore, you may be affected by a layoff, termination or other job change if the
action would have occurred had you remained actively at work.

Substitution of Paid Leave for Unpaid Leave

Under the FMLA, employees may choose, or employers may require use of accrued paid leave while taking FMLA
leave. Contact Human Services for further information.
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Other Types of Leave

If you do not qualify for the types of leave described in this policy, the ] may approve a personal leave of
absence, depending on your circumstances. Except where mandated by law, we cannot guarantee that benefits
will continue or that your position will remain open in your absence.

Definitions

Spouse— A husband or wife as defined or recognized under state law for purposes of marriage in the state in which
the marriage was entered into. This definition also includes an individual in 2 same-sex or common-law marriage
that was entered into in a state that recognizes these marriages. An opposite-sex, same-sex, of common law
matrriage that was entered into outside of any state will be recognized if the marriage is valid in the place where it
was entered into and the marriage could have been entered into in at least onhe state.

Parent—A biological parent, adoptive parent, stepparent, foster parent or an individual who provides or provided
day-to-day care or financial support to the child. Parent does not include a parent-in-law under this law.

Child—A biological, adopted or foster child, stepchild, legal ward or a child who is receiving day-to-day care or
financial support from the employee and is under the age of 18. Child also includes a person 18 years of age or
older who is incapable of self-care because of a mental or physical disability. For mititary family or qualifying
exigency leave, the child does not have to be a minor (under the age of 18) and can be of any age.

* Incapable of self-care—The child requires active assistance or supervision to provide daily self-care in
three or more “activities of daily living,” or “instrumental activities of daily living,” including adaptive
activities such as caring appropriately for one’s grooming and hygiene, bathing, dressing, eating or
instrumental activities such as shopping, taking public transportation or maintaining a residence.

* Physical or mental disability—A physical or mental impairment that substantially limits one or more major
life activity of the individual,

Covered service member— A member of the armed forces, including a member of the National Guard or
Reserves, who is undergoing medical freaiment, recuperation, or therapy, is otherwise in outpatient status or is
otherwise on the temporary disability retired list for a serious injury or iliness.

Covered veteran—An individual who is undergoing medical treatment, recuperation or therapy for a serious injury
or illness and who was a member of the Armed Forces {including the National Guard or Reserves) and was
discharged or released under conditions other than dishonorable at any time during the five-year period prior to the
first date the eligible employee takes FMLA leave to care for the covered veteran.

Next of kin—Used with respect to an individual, this means the nearest blood retative of that individual, other than
the spouse, parent or child.

Serious health condition—lilness, injury, impairment, or physical or mental condition that involves:

® Inpatient care in a hospital, hospice or residential medical care facility.

e A period of incapacity of more than three consecutive catendar days (including any subsequent treatment or
period of incapacity relating to the same condition) that also involves: 1) treatment two or more times within
30 days of the first day of incapacity, unless extenuating circumstances exist, by or under the orders of a
health care provider; or 2) treatment by a health care provider on at least one occcasion which resuits in a
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regimen of continuing treatment under the supervision of a health care provider. The first (or only) visit must
occur in person within seven days of the first day of incapacity.

Any Incapacity due to pregnancy or for prenatal care.

Chronic conditions causing incapacity requiring periodic treatment (at least twice a year) by or under the
supervision of a health care provider, which continue over an extended period of time and may cause an
episodic rather than a continuing period of incapacity (for example, asthma, diabetes and epilepsy).
Permanent or long-term conditions causing incapacity and requiring continuing supervision for which
treatment may not be effective (for example, Alzheimer’s, a severe stroke or the terminal stages of a
diseass).

Multiple treatments by or under the supervision of a health care provider either for restorative surgery after
an accident or other injury or for a condition that would likely result in a period of incapacity of more than
three calendar days in the absence of medical intervention or treatment, such as cancer (chemotherapy),
severe arthritis (physical therapy) or kidney disease (dialysis).

Serious Injury or lllness—can be:

In the case of a member of the armed forces, including a member of the National Guard or Reserves, an
injury or illness incurred by the member in the line of duty on active duty in the Armed Forces (or existed
before the beginning of the member’s active duty and was aggravated by service in the line of duty on active
duty in the armed forces) and that may render the member medically unfit to perform the duties of the
member’s office, grade, rank or rating. '

In the case of a veteran who was a member of the armed forces, including a member of the National Guard
or Reserves, an injury or illness incurred by the member in the line of duty on active duty in the armed forces
(or existed before the beginning of the member’s active duty and was aggravated by service in the line of
duty on active duty in the armed forces) and that manifested itself before or after the member became a
veteran and is:

A continuation of a serious injury or illness that was incurred or aggravated when the covered veteran was a
member of the armed forces and rendered the servicemember unable to perform the duties of the
servicemember’s office, grade, rank or rating;

A physical or mental condition for which the covered veteran has received a U.S. Department of Veterans
Affairs Service-Related Disability Rating (VASRD) of 50 percent or greater, and such VASRD rating is based,
in whole or in part, on the condition precipitating the need for servicemember family leave;

A physical or mental condition that substantially impairs the covered veteran’s ability to secure or follow a
substantially gainful occupation by reason of a disability or disabilities related to military service, or would
do so absent treatment; or

An injury, including a psychological injury, on the basis of which the covered veteran has been enrolled in
the Department of Veterans Affairs Program of Comprehensive Assistance for Family Caregivers.

Qualifying Exigency—includes:

Short-notice deployment (seven days or less)
Military events and related activities
Childcare and school activities

Financial and legal arrangements
Counseling

Rest and recuperation (up to 15 days)
Post-deployment activities

Parental care
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* Additional activities agreed to by the [JJJj and the employee

Holiday Pay Policy

At [JJl] we observe seven holidays per year. Due to our resident commitments, work activity is required on
holidays. Our acknowledged holidays include:

New Years Day Labor Day
Easter Thanksgiving
Memorial Day Christmas
4th of July Day

Due to the demands of scheduling, an employee may be reguired to work on a holiday. If an employee must work
on a holiday, he/she will be granted an alternate day off, provided it is mutually agreed upon by the employee and
the Department Head, and it occurs during the same pay period or hext calendar pay petiod. An employee who
does not take an alternate day off, will be compensated for the holiday at double time for ail hours worked. Those
who are eligible for the holidays after 61 days of employment are eligible for the holiday pay. If an employee has not
been here 61 days, they are not eligible for double time pay or alternate day off.

A full-time employee qualifies for all holiday pay by working his/her entire last scheduled workday hefore the
holiday and his/her entire first scheduled workday after a holiday, unless one of the following exceptions occurs:

® Death in the immediate family;
® Parsonal illness that can be verified by the employee’s physician; or
® Scheduled PTO.

Any employee who is absent from regularly scheduled duties on a holiday will not be paid for the holiday unless one
of the above exceptions applies. if an employee has a paid scheduled day off other than the actual holiday, he/she
must work his/her last entire scheduled day before the paid day off, his/her first entire scheduled day after the paid
day off, and the actual holiday (if posted to work) to receive holiday pay.

For an employee who regularly works Monday through Friday, if a holiday falls on a weekend, the Saturday holiday
will be observed on the preceding Friday, and the Sunday holiday will be cbserved on the following Monday.

Holiday pay will not be considered hours worked for the purposes of computing overtime. A holiday, for the
purposes of this handbook, is defined as 8 hours.

Military Service Leave Policy

The ] provides military leave to eligible employees in compliance with federal and state laws, inctuding the
federal Uniformed Services Employment and Reemployment Rights Act (USERRA). Questions regarding the
Company’s military leave policy should be directed to Human Services.

Employees should notify their managers as scon as they become aware of a military service obligation.
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Federal Military Leave

Leave for Annual Training

If you are members of the U.S. Army, Navy, Air Force, Marines or Coast Guard Reserves or the National Guard you
may be granted leaves of absence for the purpose of participating in Reserve or National Guard training ||| Gz

You will be granted the minimum amount of leave needed to meet the minimum training requirements of your unit.
You will not be required to use vacation time for military duty, but if you elect to schedule yourvacations to
coincide with military duty, you will receive your full regular vacation pay in addition to any pay from the military.

In recognition of the public service performed by Reservists and members of the National Guard, you will receive
the difference between your regular pay and your service pay, excluding any military subsistence allowance or
other expense allowances during the training period. If state law requires a different arrangement, the- will
comply with state law. Please contact Human Services with any questions.

Leave for Military Service

If you are a permanent employee who performs service in the uniformed services, you may be granted leaves of
absence for the purpose of participating in military service. Under USERRA, “uniformed services” consists of the
U.S. Army, Navy, Marine Corps, Air Force and Coast Guard and their Reserve components, U.S. National Guard and
Air National Guard, the Commissioned Corps of the Public Health Service and any other category of persons
designated by the President of the United States in time of war or emergency.

You will be granted leave as required to complete the military service, for up to five years of cumulative uniformed
service-related absences. Some special categories of military service are exempt from this five-year limit.

Please note that:

* Employees with leaves of less than 31 days must report back to work by the beginning of the first regularly
scheduled work period after the end of the last calendar day of setvice, plus the time required to return
home safely and have an eight-hour rest period.

o Employees with leave between 31 and 180 days mustapply for re-employment no later than 14 days after
completion of uniformed service. Employees with leaves longer than 180 days must apply for re-
employment no later than 90 days after completion of uniformed service.

These reporting or application deadlines can be extended for persons who are hospitalized or convalescing
because of an injury orillness incurred or aggravated during the performance of military service.

Returning service members will be reemployed in the job that they would have attained had they not been absent
for military service, with the same seniority, status and pay, as well as other rights and benefits determined by
seniority (escalator position). The- will make reasonable efforts (such as training or retraining) to enable
returning service members to refresh or upgrade their skills to help them qualify for reemployment. However,
certain exceptions apply, and service members may be placed in an alternative reemployment position if they
cannot qualify for the escalator position.

Reemployed service members are entitled to the seniority and rights and benefits based on seniority that they
would have attained with reasonable certainty had they remained continuously employed.
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During a period of military service, employses will be treated as if they are on a furlough or leave of absence.
Consequently, during their period of service they are entitled to participate in any rights and benefits not based on
seniority that are available to employees on comparable nonmilitary leaves of absence.

If your health plan coverage would terminate because of an absence due to military service, you may elect to
continue the health plan coverage for up to 24 months after the absence begins or for the period of service (plus the
time allowed to apply for reemployment), whichever period is shorter. You may be required to pay up to 102% of the
full premium for the coverage. However, if the military service is for 30 or fewer days, you cannot be required to pay
more than the normal employes share of any premium.

Virginia Military Service Leave

Employees serving in the uniformed services, including the Army, Navy, Marine Corps, Air Force, Coast Guard,
National Guard, Defense Force and Public Health Service commissionsd corps, as well as the reserve components
of each of these services, may take unpaid military leave, as needed, to enable them to fulfill their obligations as
service members. Service members must provide advance written or verbal notice to the- for all military duty,
unless giving notice is impossible, unreasonable or preciuded by military necessity. Employees should provide
notice as far in advance as is reasonable under the circumstances. In addition, employees may, but are not
required to, use accrued vacation and/or personal days while performing military duty.

Military Caregiver Leave Policy

The FMLA also allows an eligible employee who is the spouse, son, daughter, parent or next of kin of a member of
the Armed Forces, National Guard or Reserves or of certain recent veterans with a serious iliness or injury, up to 26
weeks of unpaid leave within a 12-month period to care for the injured or ill service member or veteran. A “serious
illness or injury” is generally an injury or illness incurred by the covered service member in the line of duty on active
duty (or that existed before the beginning of the member’s active duty and was aggravated by service in the line of
duty on active duty) that may render the service member medically unfit to perform the duties of the member’s
office, grade, rank or rating.

An eligible employee is entitled to a combined total of 26 workweeks of military caregiver leave and leave for any
other FMLA-gualifying reason in a single 12-month period, provided that the employee may not take more than 12
weeks of leave for any other FMLA-qualifying reason during this period. (For example, in the single 12-month period
an employee could take 12 weeks of FMLA leave to cars for a newborn chitd and 14 weeks of military caregiver
leave but could not take 16 weeks of leave to care for a newborn child and 10 weeks of military caregiver leave.)
Generally, you must give the - at least 30 days’ notice before the commencement of any military caregiver leave,

Qualifying (Military) Exigency Leave Policy

The FMLA also provides for up to 12 weeks of unpaid leave within a 12-month period when an eligible employee’s
spouse, son, daughter, or parent is on {or has been notified of an impending call to) “covered active duty” in the
Armed Forces. (“Covered active duty” for members of a regular component of the Armed Forces means duty during
deployment of the member with the Armed Forces to a foreign country. “Covered active duty” for members of the
8. National Guard and Reserves means duty during deployment of the member with the Armed Forces to a
foreign country under a call or order to active duty in a contingency operation.} The leave may also be extended to
the family members of certain retired military, This leave may be used to take care of such things as chitdcare or
financial and legal arrangements necessitated by the deployment of the family member,
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Break Time for Nursing Mothers Policy |

The federal Fair Labor Standards Act (FLSA) allows employees to take reasonable, unpaid break time to express
breast milk as needed for up to one (1) year after the birth of a child. The- will provide a place for the employee
to express breast milk, other than a bathroom, that is shielded from view and free from intrusion from co-workers
and the public. Employees will not be discharged or in any other manner discriminated against in exercising their
rights under this policy.

Bereavement Leave Policy

A regular, full-time and part-time employee, after having been employed with - for at least 60 days, shall be
eligible to receive time off with pay in the event of a death in his/her immediate family. Immediate family is defined
as:

Spouse Grandparents
Parents Parents-in-Law
Children Grandparents-in-Law
Grandchildren Sisters-in-Law
Sisters Brothers-in-Law
Brothers

You will be allowed up to three days, with pay, following the death of a member of your immediate family. Besides
being part of the grieving process and assisting family members cope, bereavement leave may be used for making
funeral arrangements, the day of the funeral, or for tending to business related to the deceased shortly after the
funeral,

You must notify your supervisor or Department Head to request leave under this provision. You may be required to
provide proof of bereavement.

Bereavement leave will not be paid for regular days off, nor does it cover any days that occur later than a week after
the funeral.

Other Relatives:

- recognizes that relationships with other family members such as aunts, uncles, cousins, nieces, nephews,
and former in-laws are often as close as those relationships within the immediate family, Should a death occur
among these relatives, your supervisor may arrange time off for you through the use of PTO days or as unpaid leave
on a case-by-case basis.
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Religious Observance Policy

It is il poticy to reasonably accommodate an employee’s religious expression, observances, and obligations,
unless a request for such accommodation creates an undue hardship on- All requests for religious
accommodation should be made in writing to the emptloyee’s immediate supervisor for consideration.

Appearing as a Witness Policy

An employee called to appear as a witness will be permitted time off to appear, but without pay. Employees will be
permitted to use accrued paid cr unpaid time off when appearing as witnesses.

Voting Policy

The- encourages all employees to vote. Most polling facilities for elections for public office have hours that are
scheduled to accommodate working voters. The- therefore, requests that employees schedule their voting for
before or after their work shifts. An employee who expects a conflict, however, should notify his or her supervisor,
in advance, so that schedules can be adjusted if necessary.

Organ Donor Leave Policy

The purpose of this policy is to provide eligible employees with job-protected leave for organ donation surgery
under the FMLA, Organ donation is a selfless act that can save lives, and we want to support our employees who
choose to make this contribution,

Eligibility
Employees who meet the following criteria are eligible for organ donor leave:

¢ Have worked for the company for atleast 12 months.
* Have worked at least 1,250 hours during the 12-month period preceding the leave request.
* Are donating an organ (e.g., kidney, liver, bone marrow) to another person,

Leave Entitlement

Eligible employees may take up to 12 workweeks of unpaid leave in a 12-month period for organ donation surgery.
This leave is separate from other FMLA-qualifying reasons.

Qualifying Conditions

Organ donation surgery qualifies as a “serious health condition” under the FMLA when it involves either:

1. Inpatient Care:; An overnight stay in a hospital, hospice, or residential medical care facility.
2. Continuing Treatment: Post-operative treatment, including examinations and evaluations related to the
donation.
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Medical Certification

Employees requesting organ donor leave must provide medical certification from a health care provider. The
certification should confirm the need for organ donation surgery and the expected duration of recovery.

Concurrent Leave

Organ donor leave cannot run concurrently with FMLA leave. If an employee is eligible for both organ donor leave
and FMLA leave, the FMLA leave balance remains untouched during the organ donation period.

Procedure for Requesting Leave

1. Notice: Employees must provide at least 30 days’ notice before the planned organ donation surgery. If
unforeseen circumstances prevent advance notice, employeeas should notify their supervisor as soon as
possible.

2. Medical Certification: Employees must submit medical certification to HR.

. Approval: HR will review the request and approve organ donor leave if the eligibility criteria are met.

4. Leave Tracking: HR will track the leave duration and communicate with the employee during the recovery
period.

o

Return to Work

Upon returning to work, employees will be reinstated to their original position or an equivatent position with the
same pay, benefits, and-

Confidentiality

Allinformation related to organ donation and medical certification will be treated confidentially.

Contact

For questions or assistance, employees can contact the HR department.

Pregnant Workers Fairness Act

The Pregnant Workers Fairness Act ("PWFA" or "Act") requires "covered employers" to provide "reasonable
accommodations” to a worker's known limitations related to pregnancy, childbirth, or related medical conditions,
unless the accommodation will cause the employer an "undue hardship.”

The Act applies only to accommeadations, and does not replace federal, state, or local laws that provide greater
protections to workers affected by pregnancy, childbirth, or related medical conditions
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Employee benefits

Medical Plan

The- offers a medical plan to all eligible employees. Details of the plan(s) may be found in the benefit booklets.
This Handbook does not constitute such a legal document, The- offers medical coverage for eligible employees
and their etigible dependents. Your Summary Plan Description (SPD) contains more details. In the event of any
conflict between the information contained in this Handbook and in the- SPDs, the SPDs shall govern. The
plan(s) is subject to change at the- diseretion.

Dental Plan

The- offers a dental plan for eligible employees. Please refer to the dental Summary Plan Descriptien for an
explanation of the plan benefits and limitations.

Vision Plan

The - offers a vision plan for eligible employees. Please refer to the vision Summary Plan Description for an
explanation of the plan benefits and limitations.

Employee Contributions Policy

The [ benefit package is contributory; that is, you are responsible for a portion of the premium for your
benefits. A portion of the premium, up to a maximum per month, is contributed by the ] Your contributory cost
is deducted from your paycheck.

General Employee Benefits Policy

This section describes the benefits provided by the- and information on your eligibility for benefits. Details
regarding each benefit plan are contained in the ] Benefit Booklet. Benefit plans governed by the federal
Employee Retirement Income Security Act (ERISA) may be further described in formal Summary Plan Descriptions
or other legal documents, which are available for your review in Human Services.

Employees meeting the eligibility criteria for particular benefits may participate in the various insurance programs
oifered by the - You may review the eligibility criteria for each benefit in the Company’s Benefit Bookiet and/or
the Summary Plan Description for the particular benefit. Periodically there will be an Open Enrollment period
{described below). if you decline to participate in these programs on your initial eligibility date, you may request
entry into the plan during Open Enrollment or Special Enrollment (described below).
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Retirement Plan 403(b)

[l has established a 403(b) RetirementIncome Planto aid an employee in his/her financial planning for the future.
An employee is immediately eligible to voluntarily participate in the 403(b) plan and should notify the Human
Resources Department if he/she wishes to contribute by payroll deduction. This plan:

® Allows an employee to make tax-deferred contributions via payroll deduction;
® Allows for a graduated vesting schedule;
Allows the employer to fund the plan as stated below;
Allows for the employee’s money to be compounded over time;
Allows for hardship withdrawals under certain circumstances.
For full details, see “Understanding Your Retirement Obligations” by Actuarial
Benefits and Design.

in the months of October - April after one year of employment, each employee who hasworked at least 1,000 hours
as of his/her anniversary date and is at least 21 years of age, will receive contributions to his/her 403(b) Retirement
Income Plan as follows:

Whole Years of Service Percentage of

Compensation
At least 1 but less than 2 3%
At least 2 but less than 3 4%
At least 3 but less than 4 5%
At least 4 but less than 5 6%
At least 5 but less than 8%

10
10 or more 10% (if the employee defers
at least 2%)

Workers' Compensation Insurance

To provide for payment of your medical expenses and for partial salary continuation in the event of a work-related
accident orillness, you are covered by workers’ compensation insurance, provided by the- and based on state
regulations. The amount of benefits payable, as well as the duration of payments, depends upon the nature of your
injury or illness, However, all medical expenses incurred in connection with an on-the-job injury or iliness and
partial salary payments are paid in accordance with applicable state law. If you are injured or become ill on the job,
you must immediately report the injury or illness to Human Services. This ensures that the - can help you obtain
appropriate medical treatment. Your failure to follow this procedure may delay your benefits or may even
jeopardize your receipt of benefits. Questions regarding workers’ compensation insurance should be directed to
Human Services.
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Benefits During Leave

Length of service, retirement service credit, and other benefits will not accrue during the unpaid portion of the
leave, but length of service, retirement service credit, and other unused benefits accrued prior to the leave will
be fully credited and available upon return from leave.

If the leave is for the employee’s own personal health condition, he/she may qualify for short-term and/or long-
term protection. Payroll deductions for these benefits will continue for the duration of the leave, provided the
gross amount of pay is sufficient to cover such deductions. In the event payroll deductions are greater than the
gross pay amounts, the employee will be required to submit payment for the benefits by the first day of each
month hefshe is out on leave.

All accrued PTO benefits must be exhausted prior to using leave without pay during a leave of absence., FMLA will
run concurrently with Workers’ Compensation benefits and maternity leave.

® Intent to Return to Work:

- requires that an employee report every two weeks on his/her status and intent to return to work while on
leave.

= Ability (Inability) to Return to Work:

As a condition of restoring an employee whose leave was occasioned by the employee’s own serious health
condition that made the employee unable to perform his/her ;‘ob,- requires an employee who takes leave for
these conditions to obtain and present a certification from the health care provider that the employee is able to
resume work in the employee’s former position or in a specific equivalent position.

An employee returning from FMLA must furnish his/her supervisor with a physician’s statement releasing his/her
to return to work and the date of his/her return. [Jj may deny restoration to employment until an employee
submits the required fitness-for-duty certification.

When an employee is unable to return to work after FMLA leave because of the continuation, recurrence, or onset
of a serious health condition, JJf may require a medical certification of the employee’s or the family member’s
serious health condition. The employee is required to provide medical fitness-for-duty certification within 30 days
from the date of [ request.

® Failure to Return from Leave:

If an employee fails to return to his/her scheduled work after an FMLA leave, employment will be considered
voluntarily terminated as of the first scheduled workday the employee misses following the expiration of his/her
approved leave. If the employee is covered by- group health insurance, he/she will become eligible for
conversion rights at that time, according to policy provisions,
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Expenses & reimbursement

Expense Reimbursement Policy

Only approved expenditures for- will be reimbursed upon presenting a bona fide receipt. Reasonable out-
of-town expenses will be paid when on - business. Do not, under any circumstances, make personal
purchases and charge those purchases to [ All other purchases of [ supplies and materials must be
authorized by a purchase order [ by our purchasing agent or an [ supervisor.

In some circumstances, - will- a purchasing credit card to cover regular, legitimate company
expenses. Card holders are responsible for obtaining receipts for all purchases, coding the purchases
electronically and attaching the receipts to a once-a-month purchase card statement. These are then to be
given to your Department Head for review and approval and forwarded to the Purchasing Card Expense
Processor, Failure to provide receipts and other documentation can lead to disciplinary procedures up to and
including termination.
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Payroll

Payroll Practices Policy

Employees are paid biweekly. The payroll week begins on Wednesday and ends on Monday. This means that
any hours worked during this period will be included in the upcoming payroll cycle. We encourage ail
employees to sigh up for direct deposit as it is a convenient and secure way to receive your pay. However, if
you prefer to receive a paper check, please inform the payroll department in advance so that arrangements
can be made accordingly.

Please note that missing punch forms must be turned in before 9:00 am on Wednesday following the close of
the pay period. Failure to do so will result in the discrepancy being paid out in the next pay petiod. Individuat
paycheck statements are sealed and distributed via an in-JJjJjjj distribution system.

Salary Deductions and Withholding Policy

Deductions from pay will be made according to federal and state taw. This may include deductions for Federal and
State Income Tax Withholding, Sacial Security, Medicare, Insurance, garnishments pursuant to valid court orders,
and other deductions pursuant to law. Federal and state income tax withholding rates are determined by the
number of deductions the employee has claimed on his/her W-4 and VA-4, If the employee needs to change his/her
federal or state income tax withholding, please consult the Human Resources Ditector.

Should an employee enrollin any- offered benefits program(s}, voluntary contributions may also be deducted
from his/her pay according to the benefits program and in compliance with state and federal law. An employee has
the option of waiving all pre-tax benefits. Should an employee choose to waive these benefits, he/she will not have
another opportunity to enroll in a benefits program until the next Open Enrollment Period.

- may deduct any administrative fees associated with payroll deductions as permitted by law.
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Acknowledgement of Receipt

| acknowledge that | have received a copy of the ||| | | | I Coloyee Handbook (“Handbook”). |
understand that | am responsible for reading and abiding by all policies and procedures in this Handbook, as
well as all other policies and procedures of the [}

| also understand that the purpose of this Handbook is to inform me of the [Jlij poticies and procedures and
that it is not a contract of employment. Nothing in this Handbook provides any entitlement to me or to
any [ employee, nor is it intended to create contractual obligations of any kind.

| understand that the Company has the right to change any provision of this Handbook at any time and that |
will be bound by any such changes. | expressly agree to the provisions in the Dispute Resolution section of
the Handbook, in which | have agreed to use alternative dispute resolution, in lieu of litigation, as the sole
means of resolving any dispute that may arise between the [ and me, subject to the [ right to seek
injunctive relief. | agree to first seek to mediate any dispute with the- with a mediator from the American
Arbitration Association or similar organization trained and experienced in employment disputes. If mediation
is not successful, | agree to submit the dispute to arbitration. | understand that by agreeing to arbitration|
waive any right | may have to- or seek a jury trial. The decision of the arbitrator will be final and binding.

Signature Date

Full Name (please print)

Please sign and date one copy of this acknowledgment and return it to Human Resources. Retain a second
copy for your reference.
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Exhibit No.: E-17

Extended Evidence List



- told me she would approve me for unemployment when she fired me . Butl was in so
much shock when | got fired and how they escorted me out of the building. It was for no
reason, like | was a criminal or something. | was humiliated and in shock. So | didn’t think
to ask, So | emailed her after to ask for clarification about my expected check / bonus that
week .. however | did not receive the expected bonus pay. Which was supposed to be a
additional $1000 plus . So that really affected the holiday and my kid’s Christmas was
ruined due to not receiving the expected amount and short notice . | had planned

the bills around my check but since | did not get it .| had to make the check stretch to cover
future bills and Christmas since | was unsure how soon | would get another job and full

paycheck. So | had to limit the holiday to prevent bills being overdue and /or
repossessions"

Investigator's Notes:

The following is a statement provided by . to the investigator via email
on June 03, 2025. This email contains account of the events and is accompanied by

relevant photographic evidence.



10:53 all )

£ AA
(No Subject) g
Me 12/10/24

To: I

Hi | am going to contact the unemployment office today . | was
never given counseling or a final warning for the medication
errors . . | seen it’s steps to the termination

| do have the paperwork you gave me and | guess | give it to
them..

I also wanted you to know that [ is sleeping with [Jjij from
the kitchen and | seen them kissing and rubbing all over each
other outside by the |Jlij entrance . | have seen it multiple
times . They saw me see them yesterday and | did not report it
but | just thought you should know that’s why the patients don't
have water and have to wait to use the bathroom so long . They
are doing all sorts of things at work that they shouldn’t be and
- allows certain employees to do whatever but okay

Thank you [l

| won’t be emailing you anymore

Unemployment may reach out

Sent from Yahoo Mail for iPhone

] & > G

Delete Reply Forward Move More




“l was terminated without notice or anything a few days before my next check and
Christmas bonus was supposed to deposit. | received a check for my hours work but | did
not get the bonus

Below you’ll see where- stated my PTO was used on Dec 5th . The day | had called out
for the meeting at my daughter school. | did not get any warning or talk to about Dec 5th.
She put my PTO in and all so it was very confusing when | was terminated and they said
calling out was one of the reasons.... People would call out and have to leave work all the
time . Leaving us short staffed .| had two call outs | 5 months and | did not consider the
day November a call out since | stayed over and covered someone else’s shift (someone
that called out)

I thought it was understood and agreeded upon that if | stayed, | wouldn’t be able to work
the next morning. It’s no way | could return back to work in 8 hours

This is the email she sent”

Investigator's Notes:
The following is a statement provided by . to the investigator via email
on June 03, 2025. This email contains account of the events and is accompanied by

relevant photographic evidence.



10:45 (1} ? L :

¢ AA
Can | use the remaining PTO W
Me 12/10/24

To: I

Can | use the PTO that | earned on the last check?

| think it's about 20 hours left . | also know that the Christmas
bonus was this week .... Since | am terminated that means | do
not get that bonus , do | ?

Those are my last two questions for you. | should have asked
before | left

Thanks

Sent from Yahoo Mail for iPhone

] & = G

Delete Reply Forward Move More




10:45 al "? U

< AA
RE: Can | use the remaining PTO W
I S 12/10/24

To: Me V

Good afternoon,

Please be advised that | used PTO hours for December
5, 2024, and you are not eligible for a Christmas bonus
per the |l rolicy. Employees must be actively
employed and in good standing.

As stated in your termination letter your hours will be
direct deposited on December 13, 2024.

Regards,

Human Resources Director

I'his e-mail {IH\‘ any :Hl!lk‘l"lllcﬂl% may contain information \\hl\')l 1S

confidential, proprietary, privileged or otherwise protected by law. The
information is solelv intended for the named addressee (or a person
Received, .
Thank you. Got it.
thank you.
—_—
11] A S [
Delete Reply Forward Move More

Investigator's Notes:
The following is a statement provided by - to the investigator via email
onJune 03, 2025. This email contains account of the events and is accompanied by

relevant photographic evidence.



“l called HR (- and reported a incident that took place at work - asked me to email
her a detailed explanation of what took place between- and|.Solemailed her.. |
was told she would follow up with me and we would have a meeting to discuss what took
place .

However, No follow up or meeting occurred .. she never mentioned it or addressed
it below is what | emailed her &I told her in the email back in October that they were
counting /signing off the narcotics without two nurses and not verifying it”

Investigator's Notes:
The following is a statement provided by . to the investigator via email
on June 03, 2025. This email contains account of the events and is accompanied by

relevant photographic evidence.



I
From [ (N
g [ | |

Oct 16, 2024 at 10:51 AM

Last night during shift change there was a incident between- and|.We were
at the cart and-- came upstairs off the elevator and she was talking to us about
what she ate for dinner . Then -- asked me when do | come back to work and | said
Friday, she told me to enjoy my days off and she’ll see me then and | told her thank you and
to enjoy herself too and | might be downstairs Friday but | will still come see her Friday,

then | gave-- a goodbye hug .

- got upset as soon as that happened and she started flipping through the
narcotic book fast and hard . | asked- what was wrong, she stated “nothingis
wrong with me , it’s you “ | said “how “ she said “you were ease-dropping on our
conversation “| told- | was not ease dropping on her and the CNA conversation
earlier &that | could clearly hear the conversation about the patients & then- said
again i was ease dropping .

It’s easy to hear when they are at the end of the hall .. | only said something bc i was
advocatingfor- .. (the Cna) & the only thing | said to- was that 202-
was having some issues right at the end of our shift and | also had to check on-
again before my shift was over ..that’s why we needed extra help with the residents
because everyone needed help all at once and it’s only 2 of us upstairs.- said she
didn’t care and that | should not have been easedropping and that nobody nobody likes me
at the job and she started counting the narcs by herself . | told her | was not here to make
friends and | was here to work and care for the residents Then | told her we were going to
count the narcotics off correctly and together, | told her she can not just flip through and
count by herself. We have to do it with two people . She said well | already counted those

| told her again we have to count together to confirm it matches . And | told her | was
not going to talk to her if she couldn’t be professional and | was going to report her to HR.
She got upset and started going off about how | always run to HR and | reported her before



and then- said | have issues and I’m always making something out of nothing and |
love to talk to HR.

| told her “l actually don’t love running to HR but she’s been very unprofessional and
rude to me ..ever since | started working there and that if she couldn’t act her age and be
mature then maybe we need someone else (like HR)

- then states that’s why nobody likes me in the facility and | cause problems.
| said that’s okay, I’m not here for friends. | told her she was almost my mothers age and it’s
ridiculous that she come to work with a attitude at this age. & | told her she should treat
people how she wants to be treated .l also said Im aware that the “clique “ doesn’t like me
and I’'m still nice to them because we have to discuss work /or patients

And luckily- walked by and intervened... She asked what happened and-
says “ first of all she was ease dropping “ and then she acted like | attacked her or was rude
to her when that’s not true at all. | began to tell- what really happened and |
said- was told old to be this way at work.it’s ridiculous, | also told- that im tired
of being treated any kind of way when | am nothing but nice to everyone. Patients and Staff
included . - told me it was okay and she hopes | don’t think she treats me bad and she
asked if we did report and she offered to count and stay for report . Then- said | could go
downstairs before | leave to finish my notes. So after | went downstairs.

While | was talking to- (that’s when- went into the. office and called
you)

| honestly don’t know how she knows | reported her . I’'m assuming someone told
her . | thought it was anonymous but | reported her about the wounds and
treatments because whenever | try to talk to her ,she is rude and when | tried to tell her she
shouldn’t do wound care or certain things like when-fell . She wrapped her wrist

In nursing school she will learn then when someone has a fall or you think
something is broken you don’t mess with it or do any treatment or wraps or anything until
it’s evaluated.. we are not supposed to mess with broke bones. .. not until they have a X-ray

Investigator's Notes:
The following is a statement provided by . to the investigator via email
on June 03, 2025. This email contains account of the events and is accompanied by

relevant photographic evidence.



done or clear orders from the dr. . | just was telling her you should call EMT right away if you
think something is broken. . She got mad about that. | was also telling her med techs can’t
do wounds or dressings and that it could get her in trouble ( just trying to look out for her

) and | guess that made her even more upset with me . | was not trying to make her upset. |
was trying to communicate about proper patient care . That’s all... either way. No matter
what | do, it will be a uncomfortable work environment when you have workers with poor
attitudes . No manners and never polite .. | don’t expect everyone to be best friends but | do
Not expect staff to be able to talk any kind of way and be unprofessional constantly. It’s
hard to work that way .

It’s a lot that happens and | do not report bc | do not want to bother you. | know your
busy

Even The weekend of oct 4th there was drama. it was almost a fight Oct 3rd down in
healthcare between the CNAs . They went outside to fight(l do not think a fight happened
just commotion ) but All the staff was watching at the window and it was talked about all
weekend . | did not work Oct 3rd but | worked the 4th and all weekend so | heard it all.l do
not report every detail to you. | am not trying to get anyone in Trouble However | do try to
avoid drama by all means but it seems to be unavoidable.. | am nice to everyone . They still

do not want me to work there . | do not think | am a good fit for--- .

Investigator's Notes:
The following is a statement provided by . to the investigator via email
on June 03, 2025. This email contains account of the events and is accompanied by

relevant photographic evidence.



“Here are Emails between- and|.One day A CNA had to leave work and we had
no coverage . So | had to work by myself In Assisted living with 30 patients and no CNA , so
| had to do the CNA work and nurse work . No one from management offered or even tried
to help me . Thejob is very demanding, and | did not know how to get it all done. So | kept
reaching out for help .”

Investigator's Notes:
The following is a statement provided by . to the investigator via email
on June 03, 2025. This email contains account of the events and is accompanied by

relevant photographic evidence.



Urgent

rror I
o I (N N

Oct 1, 2024 at 1:34 PM

Hey- has a emergency and has to leave . Can you send someone to help. | have a
lotto do and- gave me a big stack of orders to go through and confirm.

We still have 6 hours of the shift left and a lot to do so I’m jw how that works out

Thank you



9-17 shift

rror I
o I S N

Sep 17,2024 at 8:54 PM

Hello,

I 25 suppose to work my shift 1-7 pm today . We did sign the paper for her to
work and it was approved and set - did not work the shift .

No one communicated anything with me or even bothered to call or say she was not
comingin - agreed to work my shift so | could take my daughter to her 18 month
appt. | am trying to understand the shift pickup rules . | did receive the announcement
today . | know it now has to be a full shift that’s covered . However , We had signed the
paper prior to this announcement

| have expressed to you before ,that | am worried- (the scheduler) will not
communicate with you about my schedule (possibly on purpose). | am not understanding
the situation . She has been unprofessional about the communication. Being that she is the
scheduler and the one to confirm or deny shifts , it’s been very difficult. | am trying to
openly communicate but again ..it’s been difficult .

| was not sure if | should talk to to you or [Jjjj about it . If I need to talk to [ . !
will

| thought | would email you first about it .

Investigator's Notes:
The following is a statement provided by - to the investigator via email
onJune 03, 2025. This email contains account of the events and is accompanied by

relevant photographic evidence.



10:06 w T

4 AA

Re: 9-17 shift X
I > 9/17/24
To: Me v

Hello, N

Thank you for contacting me. | will need to investigate this issue
and see why there was a disconnect. | will contact you with
updates when they are available.

Regards,

Get Outlook for iOS

Show trimmed content

THARE ok | Ok, thanks for Sounds good,
you. the update. thank you.

Delete Reply Forward Move More

Investigator's Notes:
The following is a statement provided by - to the investigator via email
onJune 03, 2025. This email contains account of the events and is accompanied by

relevant photographic evidence.



10:05 all = @)

‘4 9-17 shift AA

9-17 shift w
Me > 9/17/24
o I

Hello,

I as suppose to work my shift 1-7 pm today . We

did sign the paper for her to work and it was approved and

set Il did not work the shift .

No one communicated anything with me or even bothered to call
or say she was not coming in . il acreed to work my shift so
| could take my daughter to her 18 month appt . | am trying to
understand the shift pickup rules . | did receive the
announcement today . | know it now has to be a full shift that's
covered . However , We had signed the paper prior to this
announcement

I have expressed to you before ,that | am worried [ (the
scheduler ) will not communicate with you about my schedule
(possibly on purpose). | am not understanding the situation . She
has been unprofessional about the communication. Being that
she is the scheduler and the one to confirm or deny shifts , it's
been very difficult. | am trying to openly communicate but again
..it's been difficult .

I was not sure if | should talk to to you or [JJjjjj about it . If I need

to talk to [ . ! wil

| thought | would email you first about it .

5:42 1} ? -5'
& Schedule -

THU REGULAR ’
12 7:00AM-7:00PM

FRI >
Not scheduled
13
11 A = Py
Delete Reply Forward Move More

Investigator's Notes:
The following is a statement provided by - to the investigator via email
onJune 03, 2025. This email contains account of the events and is accompanied by

relevant photographic evidence.
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(No Subject) W
Me Q 9N17)24
To: I

Luckily , | was able to book another appointment for her and it's
not far away. So it is okay. | wanted to tell you about it . When
someone says it's okay or it's covered then that's what | am
assuming is going to happen unless nolified otherwise . Thank
you

T—
8:55 all O

pore & I A C

Language

English espafiol

)
g
Appointment has already passed

It seems this appointment has passed, contact us

to book another follow-up appointment

Tuesday,
A September 17, 3:15 PM EST

(] A = [+]
Delete Reply Forward Move More

Investigator's Notes:
The following is a statement provided by - to the investigator via email
onJune 03, 2025. This email contains account of the events and is accompanied by

relevant photographic evidence.
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(@

Wed, Dec 4 at 8:11 AM

Wil LTE O )

X

AUDIO_8916.caf
Audio Recording - 290 KB

I'm sorry for the short notice it's a
urgent matter though , i have to go to

the school tomorrow

| don't want to have to call out .
That's why I'm texting so early about
it .

Hello,
We will get everything worked out. |
just need to check the schedule

Okay thank you! Sorry for the urgent
notice . | can be here normal time . |

have to be at the school by 1145-12

pm . Not sure how long I'll be there

but okay thank you

Wed, Dec 4 at 10:28 AM

I spoke with [JJij and if you can
work tomorrow until 11 a.m., she will
have coverage for the rest of the day.
Thanks.

(O 2 )

P OO0 O &

Investigator's Notes:

Just let me know what you think

¢

to the investigator via email

The following is a statement provided by -
onJune 03, 2025. This email contains account of the events and is accompanied by

relevant photographic evidence.



3:40 all 56V 0

{D X
urgent matter though , i have to go to
the school tomorrow
| don't want to have to call out .
That's why I'm texting so early about
it .

Hello,

We will get everything worked out. |
just need to check the schedule

Okay thank you! Sorry for the urgent
notice . | can be here normal time . |
have to be at the school by 1145-12
pm . Not sure how long I'll be there
but okay thank you

Just let me know what you think

Wed, Dec 4 at 10:28 AM

I spoke with [JJilij and if you can
work tomorrow until 11 a.m., she will
have coverage for the rest of the day.
Thanks.

Okay thank you for the last min
coverage. | really appreciate it

° ....|||||-|||~|1~--~|||||l-|ll-|l-~~ 01:27

° ....||||..||..|,.....||||..||,.|.... 00:19
(O A ) Y
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Investigator's Notes:
The following is a statement provided by . to the investigator via email
onJune 03, 2025. This email contains account of the events and is accompanied by

relevant photographic evidence.



Nov 22
To Clinical Team
Can we please get an update on her status?
I 0. FHv, FACP, I
|
& Reply to All
—
& Elp
Mail Calendar Feed Apps

Investigator's Notes:
The following is a statement provided by - to the investigator via email
onJune 03, 2025. This email contains account of the events and is accompanied by

relevant photographic evidence.



Nov 22
To Clinical Team

Can we please get an update on her rash?

-MDY o ——

Reply to All

 m—
- 0 Ep

Mail Calendar Feed Apps

Investigator's Notes:
The following is a statement provided by - to the investigator via email
onJune 03, 2025. This email contains account of the events and is accompanied by

relevant photographic evidence.



“l discovered this email .. and | wanted to share it with you . After the NOV 11th
day when management refused to come help or relieve me . The day | stayed until almost
10 pm, bc | refused to give pills early and write it down. So | had to stay and administered
the medication at the proper time. This is all the same day | worked over my time due to a
fallout ..so | did not come to work the next day because | was truly exhausted from working
over 14 hours. | communicate that with them. | did not get a write up or even a phone call
about it but My paycheck that week was off and | did not get my sign on bonus as
promised. | was told it was a glitch and | had to wait two more weeks . However No one else
had a glitch with paychecks so it did not seem like a ADP glitch. It seemed like a intentional
Glitch since | told them | could not work the next morning . | feel she intentionally did it to
prolong my bonus payout.”

Investigator's Notes:
The following is a statement provided by . to the investigator via email
on June 03, 2025. This email contains account of the events and is accompanied by

relevant photographic evidence.
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Access to shared message expires in 1 week

o))

ADP Sign on Bonus

rrom R S
o I

Nov 14, 2024 at 4:01 PM

Hello, I

Please be advised that sign-on bonuses were deferred
to the next pay period due to an ADP glitch.

Best,

Human Resources Director

® Image unavailable

This e-mail and any attachments may contain information which is
confidential, proprietary, privileged or otherwise protected by law. The
information is solely intended for the named addressee (or a person
responsible for delivering it to the addressee). If you are not the intended
recipient of this message, you are not authorized to read, print, retain,
copy or disseminate this message or any part of it. If you have received
this e-mail in error, please notify the sender immediately by return e-mail

and delete it from your computer.

(h ©




“Hi, itis a email between HR and | telling me that My first bonus was deferred and

pushed back . It was due to be paid NOV 14th. Coincidentally It was the same week that |
stayed over to cover some of the night shift.when told them | could not come in next day
morning. | never received any disciplinary action , much less a conversation about it. |
thought they appreciated me staying and covering some of the next shift . It felt like my
bonus was pushed back like some sort of retaliation because | told her | was
uncomfortable with passing the pills early despite what they told me to do. | only reported it
to prevent legal or disciplinary actions and in return my bonus was deferred in NOV.”



“It started to feel like | was being retaliated starting in end of sept/ beginning October when
| reported the workplace violations and healthcare violations like with the pills . Or

when workers did not working shifts that we switched and was scheduled and i emailed
- . told her over emails ,text, voice notes & we talked in person about the unethical and
uncomfortable work environment. | reported the inappropriate sexual conversations . | told
her | felt | was being retaliated againt for reporting to her when it should have been private. |
also felt | was discriminated against . For some reason | assumed that It was safe to talk to
HR privately about things going on at work.. but instead HR told other employees that | was
reporting things and exposing wrong doings . then that created more drama with- (a
manager) and other employees. | only told HR to protect my job, | did not think reporting
would make me lose my job. | was treated unfairly and they dismissed all my concerns
/complaints due to my skin tone . | was never put on a disciplinary action plan or a
performance improvement plan . | was notin a probationary period or anything. | always
did my job and communicated well to prevent confusion . whenever we were short staffed
or unable to properly or safely perform. | always reached out for help to try to prevent
issues or mismanagement. | feel that that if | had a different skin color , HR would not have
promoted and or / allowed a hostile work environment.”

Investigator's Notes:
The following is a statement provided by . to the investigator via email
on June 06, 2025. This email contains account of the events and is accompanied by

relevant photographic evidence.



"Hello, yes the evidence is fine.

I want to be sure that the email from the doctor is shown where she is asking us to send
information regarding patients status and rash to the clinical team . This was on NOV 22,

| also wanted to include the screenshot from the date in November that | had to stay over.
Just for proof and So it will help support my reasoning for not working the next day .

And That should be it.. | did not get spoken to or handed more then that one PiP and | did
not get wrote up for any PiPs regarding absentee. The other emails just show the times that
I reached out with concern or for help to prevent or fix any issues that were happening

. However | never received any help or support with any of these issues.

The emails regarding- were to let HR know that she was upset with me seeing her act
inappropriate at work . | felt there would be retaliation ,so | told- with hopes to prevent
it, butthat did not work.- told- everything..and it made the situation more
uncomfortable. | just wanted the issues to resolve and | wanted to be comfortable enough
working /asking the supervisor for help regarding patient care /safety . That’s the only
reason | went to HR."

Investigator's Notes:

The following is a statement provided by . to the investigator via email
on July 22, 2025. This email contains account of the events and is accompanied by

relevant photographic evidence.



"Hi, below you will see where | sent a message to- and | told her they purposely did
not find any coverage for night shift . Someone lied and said | agreed to work&l never
agreeded to work her shift - texted me and | told her | could not stay over bc | work
the next morning ..

- called out at 12 pm that day . The job knew she was not coming In for night shift &l
was told they would find coverage or the on call would take the keys at 7 to relieve me after
management left @5 pm...l was told that- did not try to find anyone to work or relieve
me since | agreed to work the night shift . . However | did not tell anyone | would work

that shift ...l had to work the next morning ,so how could | work night shift too...

| told them | can’t do both and they insist that | give all the meds at once and administer
the bedtime medication early so i could just leave . | told them | was not

comfortable giving any pills early or giving them all at once ,since that would be a med Error
and | could lose my license for that.(l felt like they were trying to set me up by saying it was
okay to do) so | stayed and passed the pills at the correct time. To cover myself. Even
though They knew | worked the next day, the on call nurse &director of nursing refused to
take the keys or relieve me. The director of nursing said she would leave the facility before
she got on the cart and passed pills ...So Nobody relieved me and | was stuck at work until
10 pm that day . So that day, | worked from 730-10 pm . | did not get home until 11 pm
.and | told them | could not come back in the am. Since It was just a few hours away .. my
knee was hurting and | had been standing up all day . | was exhausted so | had to take off
the nextday.

| was under the impression that it was okay NOT to come in the next day. -old me
she would stay over and work and pass the morning medicine

| was not aware that | received a pip for that date , nobody communicated anything or even
talked to me about it. | thought it was okay since | had stayed over and passed the

night meds . The director or nursing did not have to get on the cart so | assumed they were
happy and satisfied that | helped out

However- did not give me my bonus that was due on my check that week ...so | felt like
that was my punishment for not not coming back in the next day .... That is the only thing
that happened after that date .

That was my first time calling out but | thought it was okay and understood . The first time
| heard about the pip on this date , was when | got terminated.”



9:52 o Em)

{ D

Mon, Nov 11 at 5:18 PM

Hey | was asked to stay over to
complete the bedtime med pass. |
told them | can not stay until 9 pm or
11pm . They have no relief.

can not come until 11

| do not mind staying over 30-45 min
to help but | have two small kids at
home and | work in the am. I'll be
working 13 hours plus today. | am
exhausted and again | told

and that | could stay over a little
longer then my shift but they still
have nobody to work until 11

said stated that -
told her we would cover so did
not try to find anv coverage
| never told that and | have
everything in wext. again | can stay
over past my shift but | can not stay
that much longer . | have been here
all day and return in the am

° ...|I|Il|.|||.I|....||||I|.|I|.||... 01:28

Mon, Nov 11 at 5:25 PM

-ept an audio message from you.
Hello

Please heed the instructions from the
DON. Track your documentation.
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9:52

| do not mind staying over 30-45 min
to help but | have two small kids at
home and | work in the am. I'll be
working 13 hours plus today. | am
exhausted and againltold

and . that | could stay over a little
longer then my shift but they still
have nobody to work until 11

said stated that |
told her we would cover sc did
not try to find any coverage
| never told that and | have
everything in text. Again | can stay
over past my shift but | can not stay
that much longer . | have been here
all day and return in the am

° ....|I|||-I||-||----||||||-|||-|l--- 01:28

Mon, Nov 11 at 5:25 PM
kept an audio message from you.
Hello

Please heed the instructions from the
DON. Track your documentation.

Thanks.
Yes | spoke with her and | am just
documenting this for my protection
Thank you

8B O ' Y
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From:

To: Chatman, Chyelle
Subject: Re: Revisions to Rebuttal Affidavit
Date: Monday, July 21, 2025 1:46:02 PM

WARNING: This email has originated from outside of the organization. Do not click links or open attachments
unless you recognize the sender and know the content is safe.

I sent you a voice memo from the date in NOV that [ worked about 15 hours straight ... the
day the night nurse called out and the director of nursing said if she had to take the keys she
was leaving the facility .. so I had to stay over until someone relieved me which was not until
11 pm... I said I was not able to stay the whole time and they told me to just give the pills
early and leave . I was uncomfortable passing meds early.

Despite that , the director of nursing did not come relieve me and nobody came to work until
11 pm . I was told it was okay to pass the pills early and leave the keys for the nurse ... I did
not pass them early though .... I administered the meds at the correct time

Pls let me know if you have the message to include in evidence

Sent from Yahoo Mail for iPhone

On Wednesday, June 11, 2025, 12:41 PM, Chatman, Chyelle <chatmanc@charlottesville.gov>
wrote:

v I
I hope this message finds you well.

Please find attached a file containing all email communications and screenshots
you have sent to date, compiled for your review. This file does not include any
other documents—only the email correspondence and screenshots previously
provided by you.

Could you review the file to make sure that everything has been accurately
captured? If you notice any omissions or discrepancies, please let me know at
your earliest convenience so | can update the record accordingly.

Thank you for your attention to this matter.

From:

Sent: Friday, June 6, 2025 3:24 PM

To: Chatman, Chyelle <chatmanc@charlottesville.gov>
Subject: Re: Revisions to Rebuttal Affidavit

“* WARNING: This email has originated from outside of the organization. Do not click
links or open attachments unless you recognize the sender and know the content is safe.**




From:
To:

Chatman, Chyelle

Subject: Fw: 10-6-24

Date:

Tuesday, March 18, 2025 2:41:17 PM

WARNING: This email has originated from outside of the organization. Do not click links or open attachments
unless you recognize the sender and know the content is safe.

Sent from Yahoo Mail for iPhone

Begin forwarded message:

On Sunday, October 6, 2024, 9:47 PM._ <— wrote:

Hi, I also wanted to make you aware that some of the med techs are putting in
orders and sending orders to pharmacy - c/o of medication being ordered
from the wrong pharmacy. I noticed when I went to see who ordered h
medication. I am not sure your facility protocol but typically med techs can not
write or put in orders , the doctors is to do it if a nurse can not . They are not to
edit orders and They can not label or change the label of medications ... a lot of
the cards and bottles are labeled , I am checking to make sure all meds match and
dose is correct .

Also You also can not save half pills . You are supposed to discard the remaining
pill has a bottle of pills that some are broken in half and some are
whole pills (sertaline ) . I believe that is against state board protocols to save the
other half of the pill if you split it . The proper dose should have been ordered so
it can come in half tabs . And to prevent waste of medication. I did order the
correct dose and she now has it . I did not want to discard the pill bottle bc it's full
. I just wanted to make you aware, that is half broken pills and whole ones in the
bottle . I am really trying to pay attention to all meds and patients to prevent
issues . [ don’t want to get in trouble

Lastly , med techs are not trained to perform wound care or dressing changes ,
that is considered skilled nursing . It is a treatment not a medication .

I am not sure if they are aware of the acts prohibited by the board of nursing .

I do see orders - has put in orders PCC herself . The med tech last night
performed the wound care on- . I 'told her she was to get the nurse to come
upstairs and do it I read her nurse note in PCC and she did wound care (Which is
good that she wanted to make sure she understood it .) I know she is in school for
nursing but it is still beyond her scope .

I just wanted to let you know because I am just worried

Also there was a situation with re admission. Her son c/o of foot pain
and there were dressings dated from days ago . There was no documentation or
orders in PCC for wound orders from and no communication in report . |




am just nervous because her son asked how this was overlooked
It was not my fault .

I just wanted to let you know
I tried to fix it
1 did email the clinical team and make them aware of - wounds

Thanks

Sent from Yahoo Mail for iPhone



From: H

To: Chatman, Chyelle

Subject: FWH

Date: Tuesday, March 18, 2025 2:46:11 PM

WARNING: This email has originated from outside of the organization. Do not click links or open attachments
unless you recognize the sender and know the content is safe.

. | i for iPl

Begin forwarded message:

On Wednesday, October 16, 2024, 11:08 :\A\I._ _ wrote:

Idk how she knew Yesterday that I came to talk to you.

everyone thinks I reported someone . I did not come to talk to you about anyone
yesterday except for myself . We discussed the break thing and the fact that I may
have to fill in downstairs in healthcare for the next few weeks or so..

I do not know why everyone does not like me or why everyone thinks I report
them to HR . I did not think I needed to explain what I talked to you about to
them..

I do not have to work at_ if it 1s going to be conflict . I
truly enjoy patient care and working so it 1s okay i1f I need to resign to avoid
conflict. I can not perform my best work when it’s uncomfortable environment. I
don’t want to be rushed when it’s time to get off or rushed to count narcotics . I
want to give report correctly& hand over the keys . I can complete any notes after
or the next day.. but I want to be confident when I leave that I completed all my
assignments. It’s been difficult to do so . If I over look or the count 1s wrong for
narcotics then it will come back on me. Again I’'m not sure if it’s purposely done
so I will have a mistake or what but again Please let me know what is best

Thank iou

Sent from Yahoo Mail for iPhone
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AFFIDAVIT of

OHR Complaint No. 2025-2

The interview for this affidavit was conducted on[jjjjjij 18, 2025.

|, [ ¢ o solemnly swear and affirm that:

1.

10.

11,

17,

I was hired as a Licensed Practical Nurse (LPN) at— My official role

was to be a full-time nurse in Assisted Living (AL), where the residents are generally more
independent and require less intensive care.

Despite this, | was frequently pulled to work in the healthcare unit. | was told this was
temporary, but it lasted my entire employment.

Many staff members were allowed multiple breaks during the 12-hour shift, two 30-
minute breaks, and two 15-minute breaks including going to Starbucks, smoking, or
sitting on their phones outside. At the same time, | was left responsible for medication
administration, charting, patient feeding, and patient hygiene.

There were times when | had to ask multiple times for assistance, and certain staff
members would refuse to help.

| raised concerns about workload distribution, patient safety, and how staff handled
their duties but | did not receive a resolution.

While working at || S ccrtoin staff members often mispronounced
my name, even though they had said it correctly before.

This was particularly an-with- who had demonstrated on multiple occasions that
she was capable of properly saying my name but would suddenly act like it was difficult
to pronounce it when other staff members or residents were around.

At times, | was unsure if the mispronunciations were intentional or unintentional, but
because of how often it happened, it seemed intentional.

| never reported the name thing to HR since | had previously reported them for sexual
comments and inappropriate conversations at work, also for not tending to job duties
(no resolution) so | did not think they would take the name thing seriously.

During my employment, coworkers would make comments questioning my racial
background and identity.

Some coworkers asked whether | was “fully Black” or commented on my family’s racial

background.
| also noticed differences in how people reacted to cultural preferences, such as music.

1of4

Investigator’s Note: The following reflects the Complainant’s original statements as documented in her affidavit prior
to subsequent revisions. The numbered item below corresponds to the original version:
L9: “I never formally reported !ho- to HR or administration because | felt that | would not be taken seriously and

feared retaliation,”




24,
25

26.

27.

13.

14.

16.

17,

18.

19.

20.

2%,

22.

23.

Some staff members had negative comments about R&B/ rap music, but they
often played country music with lyrics talking about drinking whiskey out of the bottle
or about partying while at work, around the residents wnthoul-

| felt this was very unprofessional and whenever | brought it up wilh. or would tell HR,
they would respond by agreeing that it was inappropriate, but nothing was ever done.
During my employment at ||| | <cnt = message to [ (HR), and
I (2dministrator) about a resident’s care and how a particular situation was being
handled within the facility.

.| sent the message to [l and [ privately, expecting the matter to remain

between us. Other staff began calling me a “snitch” and saying | was going to get them in
trouble. | knew my concerns had been shared with other staff members without my
knowledge.

| continued to get reassurance from HR that they were handling it, but nothing ever
changed. | believe- and- were getting annoyed with me because they started
to say that as the Charge nurse, | should be able to handle these [JJjjjj and take control.
On December 9, 2024, an incident occurred while | was feeding a patient when—
the therapist, questioned why | was giving the patient a sandwich. She stated that the
patient was not allowed to have sandwiches.

| assured [l that | had checked with the kitchen, reviewed the patient’s dietary
plan, and spoken to the doctor, all of which confirmed that the patient was allowed to eat
the sandwich.

| told- that if she was performing an evaluation or diet change she should feed
the resident and correctly document any updates in PCC. | told [JJij that | was going
to go back and finish passing my medications that were due.

Following this event, | sent an email to the doctor on our clinical team, which is the
standard method of communication, and specifically asked whether this patient was
allowed to eat a grilled cheese sandwich.

The doctor responded, stating that PCC is accurate, and medical records ([l 2'so
confirmed that the diet in the computer was accurate and correct.

On December 10, 2024, | was told that it was inappropriate to send messages involving
patient information via- Despite the fact that we have always used email as a
method of communication for patient care.

| explained that | had reached out because |Jilij had accused me of feeding a patient
the wrong diet and | was simply seeking clarification.

On December 10, 2024, | was terminated from my position at ||| GGG

| was then given a termination letter, stating that | was being terminated for failing to
follow the standards of care and for ignoring verbal coaching from the Director of Nursing.
This reasoning was vague, and | was not provided with specific details regarding how |
had violated ‘standards of care’ or what exact coaching | had ignored.

Additionally, | was told that | was being terminated for a medication error involving
Gabapentin that allegedly occurred on November 03, 2024. | reviewed the
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28. documentation related to the Gabapentin il and saw that multiple nurses' signatures
were missing on the same form. Which was very strange and not normal. | asked if the
paper was photocopied and or/ forged.

29.1 was the only nurse terminated for this alleged error, despite 3 other nurses also
missing signatures on the same form.

30. | was also told that my termination was due to excessive absenteeism. | only called off
work twice during my employment at— At no point before my
termination did management or HR inform me that my attendance was a problem.

31. 1 was never given a warning, a write-up, or any indication that my job was at risk due to
absenteeism.

32. Prior to my termination, | never received any written warnings about my performance
before my termination.

33. The only time | was called into the office was in September 2024, for an [ for which |
was given a counseling form.

34. During this meeting, | was asked to sign the counseling form, which | refused to sign
because | did not agree with what was written on it. They had a picture of a pill packet
with random holes punched out, stating that | did not give medication to a resident but
they could not show me how they came up with this or any other proof. | told them to
ask the resident if they had received the medication because the resident is alert and
oriented x4. They refused to check with the resident who is in her right mind and who
was fully capable of stating if | had gave her medication or not. So | did not sign the
counseling form.

35. Other than this singular counseling session, | was never pulled aside, given a verbal
warning, or told that there were concerns about my job performance.

30f4
Investigator’s Note: The following reflects the Complainant’s original statements as documented in her affidavit prior
to subsequent revisions. The numbered item below corresponds to the original version:
L34: “During this meeting, | was asked to sign the counseling form, which | refused to sign because | did not agree with

what was written on it.”




’ 1 the above statement consisting of ’(:) pages. It is true and complete to the b
ind belief. | have made all necessary corrections and additions, initialing next L
ferstand that the information | have given is not to be considered confidential and
t may be shown to the interested parties. In accordance with 28 U.S.C. Section 1746, |
re under penalties of perjury that the above statements are true and correct to the best of

knowledge, information, and belief.
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Exhibit No.: E-19

Affidavit of [

Date: April 10, 2025



AFFIDAVIT of

OHR Complaint No. Case 2025-2

The interview for this affidavit was conducted on April 10, 2025.

, [ co solemnly swear and affirm that:

1. My name is| ] Bl 2nd my preferred pronouns are she/her.

2. Iserve as the Human Resources (HR) Director at ||| G ' began my

employment in this role in January 16, 2023.

3. |was not made aware of any complaints or concerns raised by or about—
regarding cultural sensitivity, racially charged comments, or mistreatment based on her
race or family background.

4, _ never raised complaints to me, formally or informally, about
mispronunciation of her name, cultural preferences, or being treated differently for
those reasons.

5. At all points during the hiring and orientation process, | verified the correct
pronunciation of_ name and ensured her name badge reflected her
preferred name.

6. Idid not observe or receive any reports indicating || Jl] was treated differently
from her peers in the workplace.

7. I cver submitted complaints or communications to me alleging differential
treatment or harassment by her supervisor or coworkers.

8. |was not aware of any employees referring to_ as a “snitch”, nor did | receive
any complaints about [ij being labeled as such.

9. I as terminated based on performance [JJij including the accumulation of
three Performance Improvement Plans (PIPs).

10. One of the PIPs, dated September 28, 2024, was reviewed in my presence and signed by
R st and I

11. The PIP that | participated in involved a medication error and was created by the clinical
team. | allowed |l to write a rebuttal, which was attached to the plan.

12. The two other PIPs were ] by Interim Director of Nursing (DON) | N I

B \vas not present for these conversations and therefore did not sign those PIPs.

13. I has the right to refuse to sign the PIPs. While refusal to sign is not
uncommon, | cannot confirm whether she was given the opportunity to rebut them, as |
was not present.

14. Some employees choose not to sign PIPs. When this occurs in my presence, | document
the refusal.
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15.-_a temporary DON contracted for eight weeks and had full

16.

L7

18.

19.

20.

supervisory authority during her tenure and handled all clinical concerns related to-
—

All clinical performance-related PIPs are written by qualified clinical staff, and | defer to
their expertise regarding such matters.

I 25 terminated based on performance and three performance improvement
plans (PIPs). Specifically, medication errors and not meeting ||| | GGG
standards. The termination was not retaliation, but due to multiple documented
performance concerns that began in September.

I -s terminated on December 10, 2024. The letter was dated December 9,
2024, based on documentation and a voicemail | received from [JJj recommending
termination.

| met with [l on the morning of December 10 to deliver the termination notice,
supported by the PIPs and relevant documentation.

wWhile [N s :n 2t-vill employer, we exercised care and due
process, including providing coaching, allowing rebuttals, and offering scheduling
accommodations.

21. _ was granted a schedule modification in November 2024 to care for her

22.

23,

24,

25.

26.

27.

28.

daughter. She agreed to work a partial shift but did not report to work that day, which
caused operational disruptions.

Excessive absences are addressed on pages 39 and 40 of the_
employee handbooks. Being on a PIP and continuing performance or attendance |}
is grounds for termination, even without exhausting all progressive steps.

| cannot confirm the exact number of_ absences without reviewing records,
but | am aware of the significant impact of at least one documented no-show.

A communication incident occurred in which ||l sent an email to the entire
clinical team disclosing a private matter related to a resident’s behavior. This action
violated HIPAA and resident rights policies and was deemed highly inappropriate to
broadcast to the entire team.

That message, which mentioned a resident’s private actions, was shared with clinical
personnel, including dietary, medical records, physicians, and therapy staff, many of
whom did not need to be informed.

Information of such a sensitive nature should have been communicated privately and
verbally to the Director of Nursing and documented only when necessary.

There was a period of tension in the nursing department, partially due to the use of
agency staff and turnover in leadership. | addressed this through individual and
department-wide discussions to reinforce workplace expectations.

| did not receive direct complaints about Interim DONquncerns
during her tenure stemmed from general workplace stress, not from leadership

misconduct.
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28,

30.

31.

32,

I cic raise informal concerns about coworker behavior, particularly about one
employee (herein referred to as Employee A). However, Employee A reported being
harassed by ||l and declined to submit a formal complaint due to fear of
retaliation.

| received texts and documentation showing ||l made personal accusations
involving Employee A’s spouse, which were determined to be unfounded.

| have not received any formal complaints from || ll reporting that she was
harassed at work. However, Employee A reported harassment from |||} which
was informally addressed.

To ease workplace tension, ||l was reassigned from Assisted Living to Long-
Term Care. Employee A and others were reassigned to different shifts or roles to
minimize interaction.

33. I 25 offered multiple opportunities to respond to performance concerns, and

34.

35

36.

37

38.

39:

40.

she was treated fairly throughout the progressive discipline process.

The gap between the final PIP ] on December 05, 2024, and her termination on
December 10, 2024, was due to scheduling logistics and the availability of
documentation.

The incident involving a dietary disagreement on December 9, 2024, did not factor into
her termination and was not the cause of her dismissal. The decision had already been
made based on prior [}

| am not a clinical staff member and do not handle investigations of medical errors. Such
matters are handled by the Director of Nursing or other licensed personnel.

| am aware that if a medication error occurred, it would be recorded in PCC (Patient
Click Care), which logs actions with time stamps and initials for accuracy and
accountability.

| take all allegations and concerns seriously, as false or unfounded statements could
jeopardize our community's standing, affect staff morale, or disrupt resident care.
Allegation 1, regarding racial discrimination or name mispronunciation, is unfounded
based on my involvement, documentation, and review of ||| i} onboarding
experience.

Allegation 2, which concerns retaliation, is also unfounded, as her termination was
based on multiple documented performance and attendance [Jjjjjj that began well
before the final event on December 9, 2024.
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| have read the above statement consisting ofi pages. It is true and complete to the best of
my knowledge and belief. | have made all necessary corrections and additions, initialing next to
each. | understand that the information | have given is not to be considered confidential and
that it may be shown to the interested parties. In accordance with 28 U.S.C. Section 1746, |
declare under penalties of perjury that the above statements are true and correct to the best of
my knowledge, information, and belief.

B e

Signature Date

For Notary Public Use

City/County of Char ' OHfSVl“L

Commonwealth/state of \ 1((?}[ Nnioe

Notary Stamp

The foregoing instrument was subscribed and sworn

before me this rgi\ﬂday of Aﬁ‘rll(month), 20 '35 (year)

(n rson seeking jurat

No
Notary registration number: ¥ 9% Yl

My commission expires: S gp i & 7é@¥b %Oig —

| hereby certify that | obtained the above affidavit in connection with a duly authorized
complaint investigation.

Investigator Signature Date
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Exhibit No.: E-20

Affidavit of [

Date: April 10, 2025



AFFIDAVIT of

OHR Complaint No. Case 2025-2

The interview for this affidavit was conducted on April 10, 2025.

|, I o solemnly swear and affirm that:

10.

1.

12.

13,

14.

I5:

16.

My name is ]} Il My preferred pronouns are she/her.

| am employed at |||} i~ 2 floor staff role and have been with the
facility for approximately seven years.

During- _ employment, we worked alongside a few monthsin a
professional capacity. We were equal in rank and role during this period.

| am unaware of any complaints or concerns raised regarding staff interactions with
B c'ated to cultural sensitivity or racially charged comments.

B < <1 raised concerns formally or informally to me about the
mispronunciation of her name.

| consistently referred to her as | lf and ' am confident in the correct
pronunciation of her name.

| am unaware of any comments made toward [l] about her race, family
background, music, or cultural preferences.

I do not recall any instances or concerns where ||l was treated differently due
to her cultural preferences or backgrounds, including musical taste.

B cver raised any concerns to me, either formally or informally, about patient
safety or staff failing to assist her.

As coworkers of equal standing, ||} and ! both shared responsibility for patient
care, and any patient-related concerns could have been addressed by either of us.

My professional relationship with ||| was limited. 1 did not know her personally,
aside from knowing that she had two young children.

| am unaware of any reasons why [l may have felt she was being treated
differently by me.

| do not know of any incidents regarding the documentation of medical charts or
medication errors involving ||| Gz

Communication among nursing staff was typically verbal, occurring during morning
meetings or directly on the floor as needed.

For formal or clinical communication, nurses used a dedicated clinical email platform.
CNAs did not use this system.

| am not familiar with the incident that occurred on December 9 involving || Gz

I 21d dietary matters.
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17. 1 am the only ‘JJj among the i staff who worked directly with ||| ~Arv
other i references, such as |} N refer to aJJl physician, not floor

staff.
18. To the best of my knowledge, | am not aware of any misconduct, mistreatment, or
policy violations involving ||} during the time we worked together.

2

I have read the above statement consisting of _“~_ pages. It is true and complete to the best of
my knowledge and belief. | have made all necessary corrections and additions, initialing next to
each. | understand that the information | have given is not to be considered confidential and
that it may be shown to the interested parties. In accordance with 28 U.S.C. Section 1746, |
declare under penalties of perjury that the above statements are true and correct to the best of
my knowledge, information, and belief.
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Signature

For Notary Public Use

City/County of C hClV ’ O"(’?X\ Vl_ ( Lg

)25 |5

Commonwealth/state of VL V ()\Jl Nt~

The foregoing instrument was subscribed and sworn

before me this 93 day of onth), 20 2 (vear)

by.

(name of person seeking jurat)

Notary Public’s signature

Notary registration number: % Dq % (0_ m

My commission expires: S—e/?} QDM 2050 %l

Date

NEta%y?t(ﬁp 7

REG. #8098686
COMMONWEALTH OF VIRGINIA
MY COMMISSION EXPIRES SEPTEMBER 30, 2028

| hereby certify that | obtained the above affidavit in connection with a duly authorized

complaint investigation.

Investigator Signature

Page 3 of 3




Exhibit No.: E-21

Affidavit of |

Date: April 10, 2025



AFFIDAVIT of

L
OHR Complaint No. Case 2025-2

The interview for this affidavit was conducted on April 10, 2025.

r _ do solemnly swear and affirm that:

4

10.

11.

12;

13.

| am employed at ||| GGG have supervisory responsibilities over

certain nursing staff in the assisted living and long-term care units.
B - ooloved ot [ ' initially worked in
assisted living and was later transferred to long-term care.

All nursing staff are expected to maintain high standards of professionalism, including
adherence to confidentiality, HIPAA, and resident rights as stipulated under Virginia
V/DSS regulations.

In long-term care, expectations of professionalism are higher due to the increased
acuity of care and medication management.

- never raised, informally or formally, any complaints regarding cultural
insensitivity, racial comments, or differential treatment based on her background,
music, or cultural preferences.

I - < rsised any concerns about her name being mispronounced or being
treated differently due to her race or cultural identity.

Occasionally, [l wou!d express dissatisfaction in unprofessional ways, such as
passing handwritten notes during morning meetings in front of her peers. She often
repeated statements like “every day can’t be a bad day,” but did not elaborate or
provide specific concerns.

Staff, including myself and her nursing supervisor, |} - advised || or
the proper and professional channels for raising concerns.

Our organization has a strict zero-tolerance policy concerning staff being ostracized or
unsupported. All credible reports are to be investigated, and if substantiated,
appropriate disciplinary action is taken.

Management did not observe any workplace dynamics indicating |||l was being
treated differently than her peers.

_ did not submit any complaints or emails regarding beingignored by her
supervisor or concerns related to resident care.

I am not aware of any staff referring to || as a “snitch”, nor of any internal
discussions labeling her in such a manner.

| did not observe any change in the supervisaory team’s attitude or behavior toward-
I zfter any concerns were allegedly submitted.

14. I 2 p!oyment was terminated due to performance [}
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15;

The decision to terminate | ] Il employment was made by her supervisor, |}

F informed HR, who then executed the offboarding.
16. Dur her tenure, [l was placed on multiple performance improvement plans

(PIPs). | reviewed one of these plans with her, which included her rebuttal statement,
but | am not aware of her signature being omitted from others.

47 _ was placed on a PIP following two medication errors, one involving

18.

19.

Gabapentin and the other Tylenol, reported by nursing supervisor [Jjjjj! am not a nurse
and could not independently confirm these errors, but they were reviewed and
confirmed by-

| allowed [ to submit a written rebuttal, which was reviewed byl Despite
her rebuttal, the incident was deemed a medication error due to a lack of administration
and proper documentation.

| became aware of a disagreement regarding a grilled cheese for a resident, which was
resolved by the dietary team.

20. ] 25 the only LPN on duty during the medication error involving Gabapentin.

21.

22,

No other nurses were involved or disciplined.

Coaching and discipline vary based on the offense. Medication errors typically involve
reviewing the seven rights of medication and emphasizing the importance of patient
safety.

Excessive absences are addressed in our employee handbook. While | frequently
reference the handbook, HR would have more accurate information about specific
definitions.

23. I 2ttendance was a recurring concern. Despite efforts to accommodate her

24,

schedule, particularly concerning her children, she failed to appear for shifts, even after
modifications were made.

| am unaware of the exact number of times ||} was a no-call/no-show. HR should
have detailed records, though it was reported to me multiple times by ||| |} N

25. I 2''eged that medical charts were forged. | am not aware of any reason or

instance where a supervisor would modify or forge documentation. All errors must be
reported as per policy.

26. [ v 2 offered her position on July 23, hired on August 12, and received her

27,

28.

29,

first verbal coaching on September 28 related to medication errors.

On October 15, an altercation occurred between ||| N 2~ EGNGTE

which required remediation by nurse supervisor [JJJj
Between November and December, |l received multiple PIPs addressing
attendance, medication errors, and a HIPAA violation under the interim Director of

Nursing,- Evans Hughes.

Additionally, oversight began in September due to—Nhich led to

increased monitoring of medication administration.
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30.

An RMA from assisted living reported bullying by [ Jl]l The RMA declined a formal
investigation due to fear of retaliation. As a result, [ was transferred to long-
term care to separate the two parties.

31. I c'aimed she sent a confidential message to [ and me about a resident’s

care, and that we shared it with staff. If the message involved a resident discharged with
a monitoring device, home health was involved per regulation, and this would have
been known to all care staff.

32. I 25 not employed as a charge nurse, but as a licensed practical nurse (LPN),

which comes with the expectation of leadership during her shift. Any concerns about
her leadership or medication errors were addressed by not me.

33. _ frequently used her phone during shifts, including sending voice memos

34.

while handling medications. This behavior violated our policy and potentially
contributed to medication errors.

Regarding email or Teams communication, staff are allowed to use these platforms
provided they adhere to HIPAA guidelines and avoid sharing resident names or sensitive
data improperly.
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| have read the above statement consisting ofi pages. It is true and complete to the best of
my knowledge and belief. | have made all necessary corrections and additions, initialing next to
each. | understand that the information | have given is not to be considered confidential and
that it may be shown to the interested parties. In accordance with 28 U.S.C. Section 1746, |
declare under penaities of perjury that the above statements are true and correct to the best of
my knowledge, information, and belief.

4/28/25

Date

For Notary Public Use

Notary Stamp

City/County of (/h&r ) D‘l’{’(pg\/\ { (f/
Commonwealth/state of Vi Y@ i

The foregoing instrument was subscribed and sworn

before me this Qw&day off}fy l‘ (month), 20 25 (year)

DV_
name of person seeking jurat ';?Gmwg

COMMONWEALTH OF VIRGINIA
MY COMMISSION EXPIRES SEPTEMBER 30, 2028

Notary Public’s signature

Notary registration number: ) 4 §l 5o

My commission expires: S€p . ot 202

| hereby certify that | obtained the above affidavit in connection with a duly authorized
complaint investigation.

Investigator Signature Date
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Exhibit No.: E-22

Affidavit of

Date: June 18, 2025



AFFIDAVIT of

OHR Complaint No. 2025-2

The interview for this affidavit was conducted on June 18, 2025.

|, I B o solemnly swear and affirm that:

g.

X
My name is [ ]}l}} I 2nd | am African American.

. twas employed at || 5 the Interim Director of Nursing for the

nursing department.

. Istarted at [ o~ October 15, 2024, and left the building on

December 6, 2024. -

I was a supervisor over [ ] ] i~ that rote.

| did not know | cfore | started in October 2024. My observations of her
performance were based on personnel records, observations from other staff, and HR
management regarding events that occurred before { arrived.

In early November, specifically on November 4, | held a nurse meeting for the entire
nu,rsi'rig staff, during which teamwork was a top discussion point.

There was an incident where [} was in the HR director’s office complaining about
staff. | told her to return to her unit, pass medications, get assignments for her team,
and hold staff accountable. She responded that she was not a nurse manager, and |
clarified that she was not a nurse manager but a team leader. She initially said no one
was listening to her, so | advised her to write down assignments and ensure they were
completed, which she agreed to.

B to!d me she was initially hired for the assisted living side but was moved to the
nursing home side due to an open position after a nurse left. She would work both in
the long-term and on the assisted living side. She had many questions and complaints,
and | tried to help her find solutions.

| two documentation of advisory forms to ||| NG

10. The first documentation of advisory was dated November 15 and concerned a

medication error for a resident. The second was for absenteeism.

11. | signed off on both documents on December 6, 2024, my last day in the building.
12. [ 25 out of the office on December 6, 2024, so | could not directly present the

documents to her.

13.1 believe | the HR director, presented these documents to [l the

following week during her termination.

14. i circled back with [ regarding [l signature on the documents, and [}

stated [l refused to sign. However, it was not documented on the forms that she
refused to sign, which is typically the procedure.
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15. The medication error involved [ B o~ November 3, when 9:00 a.m. and
2:00 p.m. doses of Gabapentin were signed as given in the EMAR. Still, the controlled
record did not show the medication was signed out, leading to the presumption it was
not given. As a result, ] was to be given information on the seven medication
rights in preventing errors, which was attached to the advisory documentation.

16. In my practice, | am used to meeting with an employee and having a witness present
when delivering disciplinary actions or terminations. This situation was different dl“
many i taking place during my tenure and overshadowed by impending my
departure.

17. 1 did meet with another employee at |||} N cz2rding 2 medication

error that occurred in November. It was the same medication with the same resident as
B < ror. | wrote a Documentation of Advisery (NG
Disciplinary Action Form) for that employee, met with her to discuss the [JJjjjj and she
signed the Action. | cannot recall the exact date this was given to her, but it was likely in
the first week of December, during my last week there. Neither [JJij nor the
MedTech would have known about the other’s disciplinary action, as that information is
not shared with other staff members.

18. | was told about an incident between [l and 2 MedTech on the Assisted Living
unit, where they had apparently had words. However, my understanding upon my .
arrival at || NG s that her move to the long-term care (LTC) unit
was because the unit was short a nurse (one had left the position before my arrival) and
needed to be reptaced. [l was already working on the LTC unit when | arrived and
was intermittently working on the Assisted Living unit. | do not recall that the transfer

was due to bullying.

19. I 25 unhappy about working primarily on the long-term care unit because s
stated frequently she had been hired for Assisted Living.

20. | remember [l giving a note to the administrator at a clinical meeting, which
stated she tried to talk with staff and had written, “Every day cannot be a bad day.
Leave it at the door.” | agreed with her sentiment about teamwork, as this had been
something I discussed with staff at the Nursing Meeting. | felt || JJJIl] manner of
presentation to her peers was sometimes off-putting.
21. | do not recall seeing or encountering any racial discrimination against |||
including allegations of intentional mispronunciation of her name, intrusive comments
about her racial background, stereotypical remarks, differential treatment, ignored
inquiries, yelling, or ostracizing. As her supervisor, | never participated in such behavior, -
do not recall hearing such comments, nor was | made aware of such.

22. As stated in their employee handbook, all the new employees at N [ EEG_N
are oriented on confidentiality agreements and are aware of the importance of keeping

resident information confidential.
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23. On November 21, [l sent a detailed and personal email about a patient from the
Hospice nurse to the clinical team group email. This group included non-clinical staff like
the Business Office manager, who did not need to know this private information.

24. | responded to [l email: “Thank you for the update on [ | wasn’t aware
that Hospice is picking him up. Just an FYl, ’'m not sure who all is on the clinical team
group e-mail, but let’s ensure his privacy by keeping private information with staff who
need to know.

25. Regarding [l attendance, one of the documentation advisories was for a
“pattern of absenteeism” dated December 4, 2024. On December 4, | requested
to leave on December 5 for an urgent school conference and then to work only four
hours of her shift. HR arranged for her to take PTO after 11:00 AM, but she called off for
her entire shift on December 5.

26. On November 11, 2024, ] was working on the Assisted Living unit during the
daytime shift and was asked to work until 8:30 pm to cover the 8pm med pass, due to
call-off. She initially agreed to stay. Calls had been made to other facility staff and to a
staffing agency, but no other coverage was available. She was made aware of this. After
much verbalization, I told her | would pass the evening meds if she needed to leave for
the day. She then agreed to stay. | asked her if she was sure, and she said yes, she
would stay. The following morning, | received a text from her stating she could not come
to work (her scheduled shift, 7a-7:30p} because she had worked the night before until
10pm and was calling off stating her legs were hurting. To recap, | had asked her to stay
only until 8:30pm as | knew she was scheduled to work the next day. This call-off was
considered an absence.

27.1 have no knowledge of [} bonus payout being intentionally prolonged as
retaliation for her discomfort with passing pills early. | had no knowledge that she was-
to receive bonus pay.

28. | am not aware of any protocol regarding staff staying over shifts (working overtime)
that correlates to time off. This is not an unusual request. Nurses work 12-hour shifts
and can work up to 16 hours. We try to avoid that unless it's an emergency. In the

incident where | asked [} to stay over for one hour, it was an emergency. As for -

her discomfort with “passing pills early,” it was explained to her that a nurse has a two-
hour window of time to administer medications—up to one hour before or after the
ordered time.
29. 1 also [} a Documentation of Advisory to a MedTech involved in the same incident.
(See #17) -
30. it took several weeks after the medication error was found to conduct the investigation
and implement disciplinary action, as previously stated in #17.
31. I had had previous medication error ] before | arrived. She received a

Documentation of Advisory in September TOGETHER with a Performance Improvement -

Plan (PiP), of which she was aware and had signed. The errors that occurred while | was
there were her third medication errors since her hiring in August.
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32. Based on her continued [Jj with medication errors and not following her previous
Performance Improvement Plan, it became a performance [JJJjj and a liability for
patients. The disciplinary process allows for additional counseling, ﬁan,
suspension, or termination as per the Documentation of Advisory.

33. The decision to terminate [} was based on her overall performance [l
including not improving in medication delivery as per the seven rights of medication -
administration, attendance [JJJJj and difficulties interfacing with peers. The decisio
was made in discussion with the Administrator, ] 2and the HR director.

34. | believe we did what we could to retain [l given she was a relatively new
employee, hired in August. | encouraged her to be a team leader and work with her

staff.
35. The word ‘disharmony’ comes to mind when thinking of [l personality,
indicating discord among peers and a lack of agreement on necessary tasks for resident

and staff care. | tried very hard to work with [Jij and bring her around to a team -
concept way of thinking to enhance peer-to-peer relationships and overall performance.

36. As to [ 2" egation that [ r<t-'iated against her by

terminating her without prior warning, ample warning had been given. As Virginia is an

At Will state, no further warning was required from ||| | | |GG G
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! have read the above statement consisting of ___é:_ pages. It is true and complete to the best of
my knowledge and belief. | have made all necessary corrections and additions, initialing next to
each. | understand that the information | have given is not to be considered confidential and
that it may be shown to the interested parties. in accordance with 28 U.S.C. Section 1746, |
declare under penaities of perjury that the above statements are true and correct to the best of
my knowledge, information, and belief.

7/3/hes5

Date

ignature

For Notary Public Use

Notary Stamp

City/County of_ SR
Commonweaith/state o, SYLVANIA

The foregoing instrument was subscribed and sworn

before me this,yd day of Ofi {month), 20 2.,5 (vear)

bym
(name of person seeking jurat ;

Notary Public’s signature

<&mber, Pennsylvania Association ef Nolaries

Notary registration number: ‘4’l 8 lq l

My commission expires: SEOTEM&Q | l 202 !p

| hereby certify that | obtained the above affidavit in connection with a duly authorized
complaint investigation.

Investigator Signature Date
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Exhibit No.: E-23

Rebuttal Affidavit of_
]

Date: May 29, 2025



REBUTTAL AFFIDAVIT of

OHR Complaint No. 2025-2

The interview for this aoffidavit was conducted on May 29, 2025

i —(lu solemnly swear and affirm that:

Q

| was employed as a nurse at ||| GG (cferred to as [

-( laims I never raised any complaints about cultural insensitivity, racial comments,
or differential treatment. This is untrue. | told HR multiple times about my workload,
the breaks allowed for some people, and the help given to others. | emailed and spoke

W :h- in HR about thm(-- multiple times

| did express being uncomfortable at work. | tried to give specific details about the
- tu- and told- multiple times about my general discomfort and about
sexual comments being made. When | raised Ihew- | was told “it'll be okay,’
"we'll figure it out," and "we're weeding the bad people out.”

- alleges they were unaware of instances of my name being mispronounced. | did
not bring this directly to HR, hut.- a supervisor, would mispronounce my
name or act like she couldn't say it. | recall an incident at the nursing station where |
called a coll(‘aguv,- '- and she reacted strongly, while my name was
consistently mispronounced without similar concern .- was present during
the ' thing.

did not directly bring up my feelings concerning cultural insensitivity or racial
comments about my name to- However,- being white, also mispronounced
my name
-- alleges she is unaware of any comments made to me about my race,
family background, music, or cultural preference. This is untrue . was present
when colleagues discussed country music versus rap music, with comments favoring
country music, and a "whiskey conversation.” She was also present during the sexual
comment conversat!on.- was one of the main people who mistreated me.

- claims | was placed on three performance improvement plans (PIPs). | was not
aware of being on three PIPs. | was only called into the office once for a verbal warning

regarding Tylenol and Gabapentin for residents ||| N ¢ _

with - and - I did not sign that paper because | disagreed, stating the

residents were alert and oriented and could confirm receiving medication. | wrote on

the PIP that "l administered” the medication.

The other two alleged PIPs, one dated November 15 and another concerning a
_ncidrfm on November 3, 2024, are untrue. | was never pulled into the office

or spoken to about these. | only became aware of these two alleged PIPs when | was

terminated.
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10,

11,

125

13.

14.

15,

16.

17.

Regarding my absences, | was terminated due to alleged absences on November 11
and December 5.
On November 11, | worked a 7 AM to 7 PM shift. Someone called out, and the DON
wanted me to stay longer because there was no night nurse. | stayed until around 9
or 10 PM. They suggested | pull medications early, which | refused to do due to
previous - with medication administration and concerns about my nursing
license. | communicated my discomfort with this to HR and the DON. | explicitly told
them | could not come to work the next day (November 12) because | had stayed for
15-16 hours and had ACL knee surgery, which prevented me from standing that long.
No one relieved me or came to get the keys, | did not come to work on November 12,
and no one from- said anything about it when | returned on November 15. They
seemed okay; the DON did not have to get on the cart.
On December 5, | requested to be off or to work a partial shift to attend an urgent
meeting at my daughter's school. | tried to find coverage but ultimately had to call
out. | communicated this to them the day before. | was supposed to work until 11 AM,
and [ was supposed to have coverage for the rest of the day. I did not go in at all.
After the fact, | received no communication, emails, paperwork, or phone calls
regarding this absence.
I was terminated on December 9, shortly after my December 5 absence. | believe this
termination was connected to seeing . and another employee engaging in
inappropriate behavior outside the building. . disliked me generally.
| am aware of the employee handbook and policies regarding no-calls and no-shows.
However, my December 5 absence was not a "no-call, no-show" because | alerted
them over 24 hours in advance.
There was an altercation with [ | emailedjjij about I treatine
me badly and being rude. [JJJJl] repeatedly tried to count the narcotic book by
herself, which made me uncomfortable because two nurses are required to verify i,
especially after previous allegations against me regarding medication. | told [ '
would not count with her until she followed proper procedure. | reported this to-
via email around October 16, 2024.. called me about it and said we would meet
with- but it never happened.- never did anything about my complaints
regarding-
| sent an email disclosing a resident's private matter to the clinical team. This was a
normal communication practice, and | have screenshots of doctors sending similar
messages to the clinical team about residents’ private matters, medicines, diagnoses,
and skin rashes. | did not understand why | was suddenly not supposed to
communicate that way.
| believe | was treated badly and that- tried to "throw me under the bus." | feel |
was fired for no real reason. | believe | was mistreated because of my identified race
or skin color, among multiple other reasons. | tried to address these -
appropriately and was never aggressive.

wrote the last two PIPs | allegedly received, the acting DON who was from out
of state and left in December. | communicated well with [JjJj and was never called

Page 2 of 4




into the office or spoken to by her regarding these. It seems convenient that they use

her name because she is now out of state and cannot be part of the investiga

18.1 was very conscientious about medication administration after the first verba

warning, to ensure no similar - occurred
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Exhibit No.: E-24

Voice Memo— Medication Admin-
istration Concerns (Full Transcript)

Date: November 11, 2025



MEMORANDUM

TO: Case File 2025-2
FROM: Chyelle Chatman
DATE: November 11, 2024 (as per voice memo date)

suBJECT: [ Voicc Memo - Medication Administration Concerns (Full
Transcript)

I. Introduction This memo summarizes a voice message sent by_ to-

- via text message on Monday, November 11, 2024, concerning her discomfort and
professional concerns regarding medication administration practices.

Il. Voice Memo Transcript

"Yeah, honestly, I'm just really uncomfortable, because | have had a time where they said
you can't give pills early and that you're checking off pills late. And | expressed that we have
to give the meds before breakfast at 8am because that's when the residents want it. And so
they said something about that, or however, and then, you know, the time with you and
I it old Tylenol and Gabapentin thing. Okay, so what they asked me to do was just
to stay after a little bit. And | told him | could stay till, you know, my time is 7:30 | could say
till eight or a little bit after 30 or 45, minutes. And they're asking me to just pre pool, and
then just write down whatever | do, or | can check it off later. But it just worries me, because
I've already gotten talked about or talked to about giving it early, or just how specific they
are here, even about Tylenol. So I'm not comfortable giving medication early and then
checking it off because they could call come back on me, and | don't want to play with my
license. | mean, it's I'm in trouble any other time where | can't do it, but when it's
convenient for them, they want me to do it, and it'll be okay. And I'm not comfortable just
pulling early and not being able to check off on this stuff. So | just wanted to let you know
and be aware of the situation, because again, I'm not comfortable doing that, and I've been
spoke to before, and | know how particular they are and | don't want to receive a write up or
something in the office. So I'm just making you aware because it doesn't seem like they're
going anything to figure this out. All right, thank you."



o —
To: tman le

Subject: Re: Revisions to Rebuttal Affidavit
Date: Monday, July 21, 2025 1:46:02 PM

WARNING: This email has originated from outside of the organization. Do not click links or open attachments
unless you recognize the sender and know the content is safe.

I sent you a voice memo from the date in NOV that I worked about 15 hours straight ... the
day the night nurse called out and the director of nursing said if she had to take the keys she
was leaving the facility .. so I had to stay over until someone relieved me which was not until
11 pm... I said I was not able to stay the whole time and they told me to just give the pills
early and leave . I was uncomfortable passing meds early.

Despite that , the director of nursing did not come relieve me and nobody came to work until
11 pm . I was told it was okay to pass the pills early and leave the keys for the nurse ... I did
not pass them early though .... I administered the meds at the correct time

Pls let me know if you have the message to include in evidence

; el i for iPl

On Wednesday, June 11, 2025, 12:41 PM, Chatman. Chyelle <chatmanc@charlottesville.gov
wrote:

I
| hope this message finds you well.

Please find attached a file containing all email communications and screenshots
you have sent to date, compiled for your review. This file does not include any
other documents—only the email correspondence and screenshots previously
provided by you.

Could you review the file to make sure that everything has been accurately
captured? If you notice any omissions or discrepancies, please let me know at
your earliest convenience so | can update the record accordingly.

Thank you for your attention to this matter.

From:

Sent: Friday, June 6, 2025 3:24 PM

To: Chatman, Chyelle <chatmanc@charlottesville.gov>
Subject: Re: Revisions to Rebuttal Affidavit

** WARNING: This email has originated from outside of the organization. Do not click
\links or open attachments unless you recognize the sender and know the content is safe.*



Exhibit No.: E-25

Respondent Response to Request
for Information



From: _
To: Chatman, Chyelle;

Subject: RE: Request for Response and Supporting Documentation — Case 2025-2
Date: Friday, June 13, 2025 11:49:44 AM
Attachments: image001.png

WARNING: This email has originated from outside of the organization. Do not click links or open attachments
unless you recognize the sender and know the content is safe.

Hello,

As you requested, please find the race/ethnicity information below:

Specifically, we need to collect race/ethnicity information from the following individuals:
a - White

° - White

If you require further information, please don't hesitate to contact me.

Regards,

Human Resources Director

This e-mail and any attachments may contain information which is confidential, proprietary, privileged or otherwise
protected by law. The information is solely intended for the named addressee (or a person responsible for delivering
it to the addressee). If you are not the intended recipient of this message. you are not authorized to read. print, retain,
copy or disseminate this message or any part of it. If you have received this e-mail in error, please notify the sender
immediately by return e-mail and delete it from your computer.

From: Chatman, Chyelle <chatmanc@charlottesville.gov>
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CITY OF CHARLOTTESVILLE
To be a place where everyone thrives

Office of Human Rights

P.O. Box 911

Charlottesville, Virginia 22902
Telephone: 434-970-3023
www.charlottesville.gov

February 4, 2026
Case 2025-2: Case Review and Determination
Procedural History

This complaint was filed with the Charlottesville Office of Human Rights on January 30,
2025, under the Code of the City of Charlottesville, Chapter 2, Article XV, the
Charlottesville Human Rights Ordinance (“Ordinance”), as adopted by City Council on
January 21, 2025. The investigation of this complaint was concluded on September 11,
2025. As Director of the Human Rights Commission, it is my duty to review the
Investigative Report, make a finding on whether there is reasonable cause to believe a
violation of the Ordinance has been committed, and to present the facts supporting such
determination.

Legal Standard

The Ordinance, Section 2-431.1 states, “It shall be unlawful and a violation of this
ordinance for any person, partnership, corporation, or other entity to engage in
discrimination in employment on the basis of race, color, religion, national origin, sex,
pregnancy, childbirth or related medical conditions, age, marital status, sexual orientation,
gender identity, military status, or disability. The prohibited actions in this section shall
include and have the meanings ascribed to them in Viginia Human Rights Act, Virginia
Code §§ 2.2-3900-3909, Virginia Code § 15.2-965, and 42 U.S.C. §§ 1981-2000h-6., as
amended.”

The Ordinance, Section 2-438(a) states, “[l]t shall be unlawful to coerce, intimidate,
threaten, or interfere with any person in the exercise or enjoyment of, or on account of
having exercised or enjoyed, or on account of having aided or encouraged any other
person in the exercise or enjoyment of, or on account of having filed a complaint of
discrimination regarding any right granted or protected by this article.”



First Issue

Background

The first issue investigated in Case 2025-2 was whether Respondent Company
discriminated against Complainant on the basis of race in employment by
subjecting her, from August 2024 to December 2024, to a hostile work environment
characterized by the intentional mispronunciation of her name, speculative and
intrusive comments about her racial background and family, stereotypical remarks
targeting her race, and differential treatment by her supervisor, who ignored her
professional inquiries, yelled at her, and ostracized her within the workplace.

Complainant was employed by Respondent Company during the time of the alleged
discrimination (E21, p.1, In.2)". Complainant was hired as a Full-time Day Shift
Licensed Practical Nurse (E11, p.1) (E1, p.1, In.1). The dates of employment were
from July 23, 2024 (E11), through December 9, 2024 (E1). The final act in the alleged
pattern of discriminatory harassment was when she was given a termination of
employment letter at the start of her shift on December 10, 2024. Complainant self-
identifies as Black American in terms of race (A4, p.3).

Determination and Analysis

For the first issue presented above, | find no reasonable cause to believe that
discrimination occurred under the Charlottesville Human Rights Ordinance. | base my

determination on the following analysis of the available evidence.

Issue 1, Element 1: Was complainant subjected to unwelcome comments or conduct

based upon her protected class status?

Complainant alleged multiple instances of employees making unwelcome comments that

she believed were racially motivated, including the following:

1. Intentionally mispronouncing her name (E18, p.1, In.6-8): Complainant specifically
stated that Witness 2, a coworker, did this when other staff or residents were

around (E18, p.1, In.7)
2. Questioning her racial background and identity (E18, p.1, In.10)
3. Asking whether she was “fully Black” (E18, p.1, In.11)

4. Encouraging a resident to call her “Black baby” (A4, p.8)

o

Making negative comments about cultural preferences like music (E18, p.2, In.12)

' The parenthetical citations that appear throughout the background and analysis sections refer to specific

evidence within the investigative report, which were reviewed for the purpose of making this finding.
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The investigative report contains no evidence or witness testimony, aside from
Complainant’s own statements, to support the above allegations of race-related speech.
Aside from stating that Witness 2 mispronounced her name (E18, p.1, In.7-9) and
witnessed other employees engaged in race-related conversations (E23, p.1, In.6),
Complainant does not name any of the coworkers she alleged made or withessed race-
related comments, and referred only to “coworkers,” “some coworkers,” “people,” and
“some staff members” engaging in this behavior (E18). Additionally, Complainant stated
that she did not report the incidents of mispronouncing her name, nor the other alleged
uses of race-related speech, to Respondent Company’s human resources staff (E23, p.1,
In.3-4). While itis possible that these incidents took place, the absence of evidence makes
them impossible to verify.

LE 13

Complainant raised the following workplace concerns to Respondent Affiliate1, Human
Resources Director, which she stated went unaddressed due to her skin tone (E17, p.23):

1. Unclear communication and rules regarding shift coverage and scheduling (E17,
p. 12, and 14-15) (E17, p.11) (E23, p.2, In. 10)

2. Med techs inappropriately ordering medications, storing pills that were broken in
half, and providing wound care to patients (E17, p.29-30)

3. An altercation she had with Witness 3, a coworker, on October 15, 2024, that also
involved an allegation that Witness 3 was improperly counting medications (E18,
p.2, In.14-15) (E23, p.14)

4. Being asked by Witness 1, the Director of Nursing (Complainant’s supervisor), to
administer medications early on November 11, 2024 (E23, p. 2, In.10)

Regarding items 1 and 2 above, the investigative report did not include evidence detailing
any actions Respondent Affiliate 1 may have taken in response to Complainant’s
concerns. The evidence did include confirmation from Respondent Affiliate 1 that
Complainant’s concerns in item 1 were received and would be addressed (E17, p.13).
The evidence did not show any connection between Respondent Affiliate 1’s response,
or lack of additional follow up, and Complainant’s race. Additionally, if Respondent
Affiliate 1 took personnel action to correct any of the above concerns, Complainant would
not be privy to those actions that did not directly involve her.

Regarding item 3 above, on October 16, 2024, Respondent Company provided a copy of
an Employee Investigation Report of the incident (E15). The report included statements
from Complainant (E15, p.3-7), Witness 2 (E15, p.1), and Witness 3 (E15, p.8-10), as well
as Respondent Affiliate 1’s assessment. The report also included a plan to assign
Complainant and Witness 3 to different work areas (E15, p.1). No disciplinary action
against Complainant or Witness 3 was documented in the evidence, and no connection
was shown between the actions taken and Complainant’s race.

Regarding item 4, Witness 1 stated that she asked Complainant to extend her shift on

November 11, 2024, until 8:30pm to cover the 8:00pm medication pass, due to a lack of
staffing (E22, p.3, In.26). Complainant stated that her shift would have otherwise ended

il



at 7:00pm that day (E23, p.2, In.10). Complainant also stated Witness 1 suggested that
she pull the medications early (E23, p.2, In.10). Witness 1 stated that a nurse has a two-
hour window of time to administer medications — up to one hour before or after the ordered
time (E22, p.3, In.28). The scheduled time for delivery of the medication was 8:00pm
(E22, p.3, In. 26). Complainant expressed concern about deviating from the medication
administration schedule because of previous issues with medication administration and
concerns about her nursing license (E23, p.2, In. 10). Witness 1 said that she also offered
to cover the medication pass herself if Complainant needed to leave (E22, p.3, In.26).
Complainant elected to work until 9:49pm that night (E9, p.1) and presumably
administered the medication at the scheduled time.

Complainant stated that her hesitation to administer medications early on November 11,
2024, was related to previous issues with medication administration. On October 4, 2024,
Complainant received a Documentation of Advisory, dated September 28, 2024,
regarding four medication administration errors that occurred in September (E14). These
medication administration errors did not involve administering medications early or at a
different time but rather an apparent failure to administer the medication at all. This
Documentation of Advisory included an attached copy of “The Seven Rights of Medication
Administration” from the source “DDS Health Toolkit” (E14, p.3). In this list of seven rights,
“‘Right Time” is listed as the fourth right and includes only the text, “Are you certain that
this is the right time to provide this medication to this individual?” The document does not
contain any specific guidance as to a window of time for medication administration.

The only other documented guidance regarding the timing of mediation administration
found in the evidence was attached to another Documentation of Advisory that was
presented to Complainant on December 10, 2024, along with her termination letter. This
Documentation of Advisory was dated November 15, 2024, for a medication error that
occurred on November 3, 2024 (E12). This Documentation of Advisory included a
different version of the “7 Medication Rights and Considerations,” this time from the
source Medliant International Healthcare Staffing (E12, p.4-5). This version of the “7
Rights” also lists “Right Time” as the fourth right, but it also states, “It is important to not
only ensure that medications are administered within 30 minutes of the prescribed times,
but also to review when the last dose of that medication was administered to ensure that
too much medication isn’t being administered in too short of a time span.”

The guidance in Respondent Company’s Documentation of Advisory dated November
15, 2024, contradicts the “two-hour window” protocol that Witness 1 claimed to have told
Complainant on November 11, 2024. The Documentation of Advisory with the conflicting
guidance was both signed by Witness 1 and given to Complainant after she was asked
to do something different by Witness 1. This raises the question whether Respondent
Company is communicating a consistent policy regarding the timing of medication
administration. Nonetheless, the evidence shows no connection between the request
from Witness 1 and Complainant’s race.

Aside from Complainant’s testimony, no additional evidence is presented that shows
Complainant’s professional inquiries were dismissed or that Complainant’s
supervisor, Witness 1, yelled at, ostracized, or otherwise mistreated Complainant in the
workplace. While Complainant may have experienced negative treatment by Witness 1,
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without witness testimony or other supporting evidence, there is no way to verify the
allegation. Furthermore, Respondent Affiliate 1 stated that she did not receive any direct
complaints about Witness 1 regarding leadership misconduct (E19, p.3, In.28).

Issue 1, Element 2: Did the unwelcome conduct or comments result in a tangible job
action, or was it sufficiently severe or pervasive to interfere with Complainant’s work
performance to create a hostile environment, as measured by the standard of a
reasonable person in Complainant’s situation?

Complainant stated that the way that her coworkers treated her made her feel
uncomfortable, unwanted, excluded, and isolated at work, creating a toxic environment
that hindered her ability to do her job (A4, p.8). Though Complainant’s employment was
terminated on December 10, 2024 (E1), the evidence does not support that the adverse
treatment by her coworkers, or the termination of employment, were connected to a
pattern of race-based harassment.

Complainant did report a conflict involving Witness 3 and herself on October 15, 2024.
Human Resources conducted an internal investigation and took action to separate
Complainant and Witness 3 (E15). No disciplinary action was taken, there was no
evidence indicating further conflict between Complainant and Witness 3, and there was
no alleged or demonstrated connection between the incident and Complainant’s race.

This is not meant to diminish Complainant’s perception that her coworkers treated her in
a way that made her feel uncomfortable, unwanted, excluded, and isolated. However, it
is not clear from the evidence that Complainant reported to her supervisor or Human
Resources any incidents of race-based harassment, the dates of such incidents, or the
people involved. Her perception of her relations with her coworkers clearly shaped her
experience in the workplace and caused her personal distress, but there is no clear,
evidence-based link between her race and her negative interactions with coworkers.

Issuel, Element 3: Does a basis exist for holding Respondent Company liable for
harassment?

Complainant named various coworkers when reporting her concerns about workplace
issues like shift coverage (E17, p.11-15), med tech practices (E17, p.29), medication
administration (E24, p.1), and employee relationships (E6, p.1) (E17, p.7-9), but there is
no evidence of Complainant having presented Respondent with any names and dates
associated with the incidents of alleged race-based harassment. Aside from her email
about the conflict with Witness 3 (E17, p.7-9), the only other communication included in
the evidence about the reasons for her discomfort was general and non-specific (E17,
p.31). Complainant also stated that she did not notify Respondent Company about the
issue of her name being mispronounced, her feelings concerning cultural sensitivity, or
racial comments about her name (E23, p.1, In.4-5). If Respondent Company was not
aware of the incidents, there can be no reasonable expectation that Respondent



Company could have taken corrective action to address the alleged harassment nor be
held liable for failing to do so.

= Respondent’s Articulated Reason for Its Actions

In a written statement presented to the Investigator, the Executive Director of Respondent
Company, Respondent Affiliate 2, stated that Complainant never reported any incidents
of retaliation or harassment based on her race. She stated that Complainant's
employment was terminated due to performance problems including medication errors,
attendance, and concerns from other staff that she created unnecessary tension and
drama (E7, p.3). Respondent Affiliate 2 also stated that Complainant’'s supervisor,
Witness 1, recommended Complainant’s employment termination based on the above
performance concerns (E7, p.2). Witness 1 confirmed that the decision to terminate
Complainant’s employment was made in consultation with Respondent Affiliate 1 and
Respondent Affiliate 2 and was based on performance issues including errors in
medication administration, attendance, and difficulties interfacing with her peers (E22,
p.4, In.33).

Respondent Affiliate 1 stated that Complainant’s employment was terminated based on
performance issues, including the accumulation of three Performance Improvement
Plans (PIPs) (E19, p.1, In.9). Based on a review of the documentary evidence, the PIP is
a component of, or issued at the same time as, the Documentation of Advisory. Two of
the Documentations of Advisory included PIPs for medication administration errors (E12
and E14). One Documentation of Advisory was for attendance and disclosure of private
patient information via the “clinical team” email (E13) and did not include a PIP.

The first Documentation of Advisory and PIP was presented to Complainant on October
4, 2024, and describes four medication errors that took place in September: two involving
Tylenol and two involving Gabapentin (a controlled substance) (E14). It is not clear from
the evidence whether the Tylenol error occurred (E14, p.13-15). The evidence appears
to support the occurrence of the Gabapentin errors. With both Gabapentin errors the
medication was marked as given on the administration record but is not signed out on the
controlled substance record, and the pill count does not reflect that the medication was
given (E14, p.4-11).

The second Documentation of Advisory (E12) was presented to Complainant at the same
time as her termination letter on December 10, 2024 (E19, p.2, In.19). It documents two
Gabapentin administration errors that occurred on November 3, 2024, in which
Complainant signed the administration record for two doses but did not sign the controlled
substance record, and the pill count does not reflect that the medication was given (E12,
p.2-3). The evidence appears to support the occurrence of the errors. Though Witness 1
signed the Documentation of Advisory on December 6, 2024, she did not present it to or
discuss it with Complainant because Complainant did not work that day (E9, p.3), and
December 61" was Witness 1’s final day of employment with Respondent Company (E22,
p.1, In.1).
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The third Documentation of Advisory (E13) was also presented to Complainant at the
same time as her termination letter on December 10, 2024 (E19, p.2, In.19). The issue in
this Documentation of Advisory was Complainant’s absences on November 12, 2024, and
December 5, 2024 (E13). The Documentation of Advisory also includes copies of an email
thread in which Complainant informed Witness 1 that she was leaving early on November
26, 2024 (E13, p.2). Also attached was a copy of an email thread from November 21,
2024, in which Complainant sent an email to the entire clinical team disclosing private
information about a resident, and Witness 1 responded by coaching Complainant to use
more discretion when disclosing private information about residents (E13, p.3). While
neither the email on November 215t nor the early departure on November 26" were
mentioned in the “Advisory session” section of the Documentation of Advisory, both
support Respondent’s stated reasons for termination of Complainant’'s employment.

Regarding Complainant’s professional relationships with coworkers, Respondent Affiliate
2 provided a written statement from Witness 4 along with supporting photographic
evidence of potential bullying by Complainant (E7, p.4-13). As a result of the alleged
bullying, Respondent Company reassigned Complainant from Assisted Living to
Longterm Care and changed the roles and shifts of other employees to minimize
interactions between Complainant and Witness 4 (E19, p.3, In.32).

Witness 1 used the word “disharmony” to describe Complainant’s relations with peers
(E22, p.4, In.35), referencing Complainant’s difficulties interfacing with peers (E22, p.4,
In.33) and a lack of agreement on necessary tasks for resident and staff care (E22, p.4,
In. 35), despite Witness 1’s attempts to coach Complainant to be a team leader (E22, p.4,
In.34) and to enhance peer-to-peer relationships and overall performance (E22, p.4,
In.35).

There is no evidence that Complainant reported her allegations of race-based
harassment to Respondent Company. Complainant stated that Witness 2 mispronounced
her name (E18, p.1, In.6-7), but she also stated that she did not report this to supervisors
(E18, p.1,In.9). While she mentioned conflicts with coworkers in her email to Respondent
Affiliate 1 on October 16, 2024, she mentioned no other coworkers by name, aside from
Witness 3 (E17, p.7-9). She did not state in the email that that she believed any of the
conflicts with Witness 3 or other unnamed coworkers were based upon her race (E17,
p.7-9). Respondent Affiliate 1 stated that she received “informal concerns” from
Complainant regarding Witness 4’s behavior (E19, p.2, In.29). In an email, dated
September 17,2024, Complainant reported a concern about Witness 4 to Respondent
Affiliate 1 regarding shift coverage (E17, p.12). In an email, dated October 6, 2024,
Complainant reported a concern about Witness 4 to Respondent 1 regarding resident
care (E17, p.29). Complainant did not state in either email that Witness 4 engaged in
race-based harassment.

Additionally, Respondent Affiliate 1 documented in her report about the incident between
Complainant and Witness 3 on October 15, 2024, that Witness 3 claimed tension had
been building with Complainant because Complainant did not consistently provide Shift
Reports in a timely fashion (E15, p.1). The report also stated that, following the incident,
Complainant was assigned to work “downstairs in Carlyle HACC” while Witness 3 “can
only work on the AL side of the building” (E15, p.1).
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Respondent Company appears to have acted within the scope of the Employee
Handbook when deciding to terminate Complainant’'s employment. Per Respondent
Company’s Employee Handbook, “The Progressive Discipline Policy does not guarantee
that all the steps will necessarily be followed! Depending upon circumstances and factors,
such as the employee's past work record and seriousness of the offense, management
reserves the right to enter into any level of disciplinary action, or termination, it deems
appropriate. The use of progressive discipline does not alter the employment-at-will status
of an employee” (E16, p.22 [p.18 of the Handbook itself], sec.4). Respondent Company
provided documentary evidence supporting concerns about Complainant’s attendance,
medication errors, and relations with coworkers, thereby presenting a nondiscriminatory
reason for its actions.

= Complainant’s Rebuttal or Identification of Pretext

Complainant disputed Respondent Company’s assertion that she did not raise complaints
about cultural insensitivity, racial comments, or differential treatment (E23, p.1, In. 2).
However, there is no evidence showing that she raised any concerns other than general
workplace issues, unrelated to race. Complainant also later said that she did not directly
bring up her feelings concerning cultural insensitivity or racial comments about her name
to Respondent Affiliate 1 (E23, p.1, In.5).

Complainant claimed that Witness 2 was aware of and heard comments by other
employees about Complainant’s race, family background, and cultural preferences (E23,
p.1, In.6), yet Complainant did not name any of the employees involved or any other
witnesses to these comments except Witness 2. Witness 2 claimed that she was unaware
of any comments made about Complainant’s race, family background, music, or cultural
preferences (E20, p.1, In.7).

Regarding the first Documentation of Advisory, Complainant disputed all errors and
claimed that the medication documentation was correct when she ended her shift (E14,
p.2). While the evidence is unclear regarding the Tylenol error (E14, p.13-16), the narcotic
control records reflect that Complainant did not sign out the Gabapentin doses, as
required (E14, p.7 & 11).

Complainant stated that she was not aware of being on three PIPs and was only called
into the office for the first Documentation of Advisory (E23, p.1, In.7). This is supported
by the evidence. The second Documentation of Advisory included a PIP, but was not
presented to Complainant until Tuesday, December 10, 2024, the same day her
employment was terminated. The third Documentation of Advisory did not include a PIP
and was also presented to Complainant on December 10, 2024. Both were signed by
Complainant’s supervisor, Witness 1, on Friday, December 6, 2024, a date on which
Complainant did not work (E9, p.3). The second and third Documentations of Advisory
were presented as supporting documentation for the termination (E19, p.2, In.19), and
there is no evidence that Complainant was given an opportunity to provide rebuttal.
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In the third Documentation of Advisory, Witness 1 stated that Complainant “called off” on
November 12, 2024 (E13, p.1). Complainant stated that she notified Human Resources
and the Director of Nursing that she would not be able to work due to having knee pain
from a previous ACL surgery (E23, p.2, In.10). Witness 1 stated that she received
notification from Complainant, via text on the morning of November 12, 2024, that
Complainant would not be coming to work (E22, p.3, In.26). There is no record that
Witness 1 approved this absence, and Complaint’s timecard labels this day as a
“CALLOUT.”

Witness 1 also stated in the third Documentation of Advisory that Complainant “called off”
on December 5, 2024. The evidence shows that Complainant contacted Respondent
Affiliate 1 by text message on December 4, 2024, to request time off the following day
(E17, p.16-17). Complainant received approval from Respondent 1 to leave after 11:00am
on December 5, 2024 (E17, p.16-17) (E22, p.3, In.25). However, Complainant confirmed
that she did not work at all that day (E23, p.2, In.11). Complainant stated that she was
aware of the Employee Handbook and Respondent’s policies on “no call, no shows,” but
did not feel that her absence that day was a “no call, no show” because she notified
Respondent more than 24 hours in advance (E23, p.2, In. 11-13). Per Complainant’s
timecard, Witness 1 directed the use of Complainant’s PTO to cover the entire shift that
day (E9, p.3).

Respondent Company’s Employee Handbook states that “an employee is deemed absent
when he/she is unavailable for work as assigned/scheduled and such time off was not
scheduled/approved in advance as required by department notification procedure” (E16,
p.42 [page 38 of Handbook]). The Employee Handbook also states that employees are
required to find another employee to cover their shift in the event of an absence, but the
Supervisor has the final determination of whether the absence is approved (E16, p.41
[page 37 of Handbook]).

Relating to the coaching she received for sharing personal information about a resident
with the “clinical team” via email, Complainant stated that this was a normal
communication practice (E23, p.2, In.15). As an example of similar communication,
Complainant shared a screenshot of a message from a doctor employed by Respondent
Company asking about a resident’s rash (E17, p.18-19). There is no evidence presented
showing that Respondent Company took any disciplinary action regarding the doctor’s
communication. The confidentiality policy in the Employee Handbook does not delve into
the nuances of what might be considered inappropriate information to be shared with the
clinical team (E9, p.26). However, Witness 1 noted that the “clinical team” group email
included non-clinical staff who did not need to know the resident’s private information (E9,
p.3, In.23), which may point to a need for Respondent Company to examine how the
“clinical team” email is used generally.

Regarding Respondent’s lack of response to Complainant’s reported concerns,
Complainant stated that she notified Respondent Affiliate 1 about the incident with
Witness 3 that occurred on October 15, 2024, but there was no follow up (E23, p.2, In.14).
However, the evidence included a copy of the Internal Investigative Report prepared by
Respondent Affiliate 1, showing that corrective action was taken (E15). All of the other
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reported concerns about other employees’ work performance would have been private
personnel matters handled by Human Resources.

While Complainant asserted that she believed she was “fired for no real reason” and that
she was mistreated because of her identified race or skin color (E23, p.2, In.16), the
evidence does not support that Respondent Company’s reasons for its actions were a
pretext for racial harassment.

Second Issue

Background

The second issue investigated in Case 2025-2 was whether Respondent Company
retaliated against Complainant on the basis of race in employment when on
December 10, 2024, Complainant was terminated without prior warning or
adherence to the company’s disciplinary policy, after reporting workplace
harassment and violations of company policies to Human Resources.

Determination and Analysis
For the second issue presented above, | find no reasonable cause to believe that

retaliation occurred under the Charlottesville Human Rights Ordinance. | base my
determination on the following analysis of the available evidence.

Issue 2, Element 1: Did Complainant oppose what Complainant reasonably and in good
faith believed to be an unlawful employment practice?

As noted above in Issue 1, Element 1, Complainant opposed, and reported to Respondent
Affiliate 1, workplace issues which she believed to be, if not unlawful, against company
policy or in conflict with professional standards. However, the evidence does not support
that Complainant reported race-based workplace harassment to Respondent Affiliate 1,
Respondent Affiliate 2, or Witness 1.

In her rebuttal, Complainant also stated that she believed her employment termination
was connected to her having seen Witness 2 engaged in inappropriate behavior outside
the building (E23, p.2, In.12). Complainant presented a copy of an email that she sent to
Respondent Affiliate 1 stating that she saw Witness 2 and another employee engaging in
sexual behavior while at work (E17, p.2). However, the email was sent on December 10,
2024, after Complainant's employment had already been terminated. There is no
evidence, aside from Complainant’s own statements, that Complainant had reported this
behavior while employed, such that it could have prompted a retaliatory response by
Respondent Company.



While Witness 2 was the only person that Complainant identified by name as both
someone who engaged in and witnessed race-based harassment, there was no evidence
showing that Complainant reported the race-based harassment or Witness 2’s sexual
behavior to Respondent Affiliate 1, Respondent Affiliate 2, or Witness 1 during the time
of her employment.

Issue 2, Element 2: Did Respondent subject Complainant to adverse treatment?

Respondent terminated Complainant’s employment on December 10, 2024 (E19, p.2,
In.19).

Issue 2, Element 3: Was there a causal connection between Complainant’s protected
activity and the adverse action?

Complainant stated that after reporting hostile working conditions and several violations
of company policy, she was abruptly terminated (A4, p.8). She also stated that the
company failed to follow its own disciplinary procedures and that she was let go without
any warning (A4, p.8).

In email correspondence between Complainant and two other employees, on December
10, 2024, after her employment was terminated, Complainant stated that she suspected
she was fired for multiple reasons including having seen Witness 2 kissing another
employee, breaching HIPAA by sending a question about a resident’s dietary needs using
the clinical team email group, call outs, and a single medical error (E6). In that same email
thread, she also stated that she felt that other employees used the clinical team email in
a similar fashion, called out more frequently, and committed multiple medication errors
but were not disciplined in the same manner as she was (EG6, p.3).

As described in Issue 1, Element 3, the evidence supports that Complaint’s employment
was terminated for multiple medication errors, call outs, and misuse of the clinical team
email, though not for asking about a resident’s dietary needs. Respondent Affiliate 1
stated that the incident involving a resident’s dietary needs did not factor into the
termination of Complainant’s employment (E19, p.3, In.35). No evidence was presented
showing whether other employees were disciplined differently due to call outs or
medication errors.

While there is evidence supporting Complainant’s reporting of general workplace
concerns by email and text (E17), Complainant also claimed that she met with
Respondent Affiliate 1 and Respondent Affiliate 2 in October 2024 to address the alleged
harassment. However, there is no evidence supporting Complainant’s assertion that the
meeting occurred or that she reported race-based harassment in any other manner.

As Complainant stated, the time was short between Witness 1’s signing of Complainant’s
second and third Documentations of Advisory on December 6, 2024, and the termination
of Complainant’s employment on December 10, 2024. However, the incidents cited in the
second and third Documentations of Advisory included a medication administration error,
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and attendance issues on November 12, 2024, November 26, 2024, and December 5,
2024 (E12 and E13). This coupled with the three medication errors cited in the first
Documentation of Advisory (E14) present sufficient, non-retaliatory reasons for
Respondent’s decision to terminate Complainant's employment, as described in
Respondent’s articulated reasons for its actions in Issue 1, Element 3.

As noted above in Issue 1, Element 3, Respondent Company’s Employee Handbook
states, “The Progressive Discipline Policy does not guarantee that all the steps will
necessarily be followed! Depending upon circumstances and factors, such as the
employee's past work record and seriousness of the offense, management reserves the
right to enter into any level of disciplinary action, or termination, it deems appropriate. The
use of progressive discipline does not alter the employment-at-will status of an
employee.” (E16, p.22 [p.18 of the Handbook itself], sec.4). Respondent Company
appears to have acted within the scope of the Employee Handbook when deciding to
terminate Complainant’s employment.

Summary of Findings and Recommendations

There is insufficient evidence to find reasonable cause to believe employment
discrimination on the basis of race or retaliation occurred in this case. Respondent
Company presented sufficient evidence to support a non-discriminatory reason for its
actions.

It is noteworthy that there were no Documentations of Advisory or PIPs related to
Complainant’s peer-to-peer relationships, even though Respondent Affiliate 1,
Respondent Affiliate 2, and Witness 1 all claimed that this was a factor in the termination
of Complainant’'s employment. There may have been a missed opportunity during
Complainant’s employment for dialogue about these relationships that could have
revealed more information about the alleged harassment. If such a dialogue took place,
there is no record of it in the evidence.

Similarly, Complainant could have reported the alleged incidents of race-based
harassment to her supervisor or Human Resources, naming the specific employees who
engaged in the behavior and any witnesses, but there is no evidence that she did so,
providing no opportunity for Respondent Company to address the allegations.

Two aspects of Respondent Company policy seemed ambiguous based on the evidence.
First, the guidance around the timing of medication administration varied between what
was said to Complainant by Witness 1 and what was described in the Documentations of
Advisory. Clarification of protocols could help alleviate similar concerns about the timing
of medication administration in the future. Second, guidelines for appropriate use of the
“clinical team” email group may need to be clarified, i.e. distinguishing the difference
between a doctor sending a message to that group asking about updates regarding a
resident’s rash versus Complainant notifying the group regarding a resident’s ability and
right to engage in self-stimulation. A review of the purpose and use of that email group,
coupled with more clarity around what should not be shared, may be valuable.
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Next Steps

Per Section 2-439.1(b) of the Ordinance, Complainant has the right to appeal the finding
of no reasonable cause by filing a written request for review of the determination with the
Human Rights Commission within 10 calendar days of receipt of this determination. Such
a written request may be submitted to the Commission in the following ways:

e By email: humanrights@charlottesville.gov

e By mail:
Charlottesville Human Rights Commission
PO Box 911, Charlottesville, VA 22902

e By hand delivery:
Charlottesville Office of Human Rights
507 East Main Street, Charlottesville, VA 22902

When submitting a request for review, Complainant should reference Case 2025-2 and
provide current contact information to enable follow-up communication from the
Commission.

This determination serves as notice of dismissal of Case 2025-2. If no request for review
of this determination is made by Complainant within 10 calendar days of receipt of this
notice, the determination and dismissal shall be considered final.

Todd Niemeier

Director

City of Charlottesville
Human Rights Commission
Office of Human Rights
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