SOUTH CENTRAL WORKFORCE DEVELOPMENT BOARD

Title: Confidentiality and Personally Identifiable | Policy #: | 1.1
Information (PIl)
Effective 7/1/2015 Revision | 1.24.2020
Date: Date:
Purpose:

To provide guidance to the South Central Workforce Development Board
(SCWDB), employees, and service providers on compliance with the
requirements of handling and protecting Personally Identifiable Information (PIl)
and any other confidential information.

Definitions:

PII-OMB defines PIl as information that can be used to distinguish or trace an
individual’s identity, either alone or when combined with other personal or
identifying information that is linked or linkable to a specific individual.

Sensitive Information-any classified information whose loss, misuse, or
unauthorized access to or modification of could adversely affect the interest or
the conduct of Federal programs, or the privacy to which individuals are entitled
under the Privacy Act.

Protected Pll and Non-sensitive Pll- the Department of Labor has defined two
types of Pll, Protected PIl and Non-sensitive PIll. The differences between
protected PIl and non-sensitive Pll are primarily based on an analysis regarding
the “risk of harm” that could result from the release of the PII.

Protected Pll is information that if disclosed could result in harm to the
individual whose name or identity is linked to that information. Examples of
protected PIl include, but are not limited to, Social Security Number (SSNs),
credit card numbers, bank account numbers, home telephone numbers, ages,
birthdates, marital status, spouse names, educational history, biometric
identifiers (fingerprints, voiceprints, iris scans, etc.), medical history, financial
information, and computer passwords.

Non-sensitive Pll, on the other hand, is information that if disclosed, by it, could
not reasonably be expected to results in personal harm. Essentially, it is stand-
alone information that is not likely or closely associated with any protected or
unprotected Pll. Examples of non-sensitive Pll include information such as first
and last names, e-mail addresses, business addresses, business telephone
numbers, general education credentials, gender or race. However, depending
on the circumstances, a combination of these items could be categorized as
protected or sensitive PII.
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Policy:

Information designated as confidential should not be discussed with anyone
outside the SCWDB and should only be discussed within the SCWDB on a “need
to know” basis. In addition, employees have a responsibility to avoid
unnecessary disclosure on non-confidential internal information about the
SCWDB and its employees, participants, and business associates. The
responsibility is not intended to impede normal business communications and
relationships, but is intended to alert employees to their obligation to use
discretion to safeguard internal SCWDB affairs.

Employees authorized to have access to confidential information are required to
sign a Confidentiality Statement and must treat the information as proprietary
SCWDB property, for which they are personally responsible. The original should
be kept on file in the SCWDB office.

The release of any participant information without a signed Release of
Information for an adult/emancipated participant or a juvenile’s parent/guardian
may result in discipline up to and including termination.

Under no circumstances are any copies of the case files to be made without the
permission and specific approval of the Contract Supervisor in conjunction with
the Executive Director of the SCWDB.

The case file is not to be used in any manner that may jeopardize the
participant’s interests, and should the intentional or unintentional release of
confidential information occur, disciplinary action to include termination and/or
prosecution to the full extent of the law may occur.

All WIOA files must be kept in locked file cabinets or other authorized locked
storage containers. The files must only be accessible to specified personnel
and/or agents of the SCWDB.

Medical information and disability-related information must be keptin a
confidential file separate from non-confidential client information and can only
be disclosed with the written consent of the client.

To ensure that such Pll is not transmitted to unauthorized users, all Pll and other
sensitive data transmitted via email or stored on CD’s, DVD’s, thumb drives,
etc., must be encrypted. Any transmitted participant information should not
include: Social Security Numbers (SSNs), or Date of Birth (DOB). Transmitted
information concerning a participant should include only: State ID, User Name,
or User ID from the Virginia Workforce Connection (VaWC) or last name only
when provided as part of a data correction or related VaWC transaction. If the
action is related to performance and/or reporting, the State ID, User ID, or User
Name should be the only identifier used in communications with appropriate
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VCCS staff. Grantees/sub-grantees must not email sensitive Pll to any entity,
including ETA or contractors.

All programs supported by WIOA Title | funds must take the steps necessary to
ensure the privacy of all Pll obtained from participants and/or other individuals,
and to protect such information from unauthorized disclosure. All programs
supported by WIOA funds must maintain such Pll in accordance with the ETA
standards for information security described in TEGL 39-11 and any updates to
such standards provided to the ETA grantee (VCCS). Staff from the SCWDB, its
contractors or VCCS program supported by WIOA funds should contact VCCS
for additional information on data security.

Programs funded by WIOA Title | shall ensure that all Pll data obtained during
the performance of their grant has been obtained in conformity with applicable
Federal and State laws governing the confidentiality of information. Programs
funded by WIOA Title | funds further acknowledge that all Pll data obtained
through their ETA grant shall be stored in an area that is physically safe from
access by unauthorized persons at all times, and the data will be processed
using grantee/sub-grantee issued equipment, and managed information
technology (IT) services. Accessing, processing, and storing of ETA grant PII
data on personally owned equipment, at off-site locations (e.g., employee’s
home), and non-grantee managed IT services (e.g., Yahoo mail) is strictly
prohibited. It is highly recommended that a Virtual Private Network (VPN) is
utilized when accessing Pll in an offsite location. All users should be mindful of
how and where they are accessing Pll where it may be compromised such as
over public/unsecured wifi networks or where documents containing Pll may be
observed by the general public.

for programs funded by WIOA Title |, employees and other personnel who will
have access to sensitive/confidential/proprietary/private data must be advised
of the confidential nature of the information, the safeguards required to protect
the information, and that there are civil and criminal sanctions for
noncompliance with such safeguards that are contained in Federal and state
law.

Programs funded by WIOA Title | must have their policies and procedures in
place under which administrative and program employees, before being granted
access to Pll, acknowledge in writing their understanding of the confidential
nature of the data and the safeguards with which they must comply in their
handling of such data, and understand that they may be liable to civil and
criminal sanctions for improper disclosure.

Programs financially supported by WIOA Title | must not extract information
from WIOA (ETA) funded programs for any purpose not stated in the grant
agreement, contract, and/or memorandum of understanding (MOU).
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Access to any Pll created by the ETA grant must be restricted to only those
employees of the grant recipient, SCWDB and VCCS programs funded by WIOA
funds that need it in their official capacity to perform duties in connection with
the scope of work in the grant agreement, contract or MOU.

All Pll data must be processed in a manner that will protect the confidentiality of
the records/documents and is designed to prevent unauthorized persons from
retrieving such records by computer, remote terminal or any other means. Data
may be downloaded to, or maintained on, mobile or portable devices only if the
data are encrypted and properly secured. Wage data may only be accessed
from secure locations and access to wage information may be limited based on
agreements between VCCS and other entities (Virginia Employment Commission
[VEC], Wage Record Interchange System [WRIS and WRIS 2], and Federal
Employment Data Exchange [FEDES])).

Pll data obtained through a request from ETA must not be disclosed to anyone
but the individual requestor except as permitted by the Grant Officer.

Programs funded by WIOA Title | must permit ETA to make onsite inspections
during regular business hours for the purpose of conducting audits and/or
conducting other investigations to assure that the grantee(to include: SCWDB
and VCCS programs funded by WIOA funds) is complying with the confidentiality
requirements described in the Virginia Workforce Letter 19-05..

Grantees (to include: SCWDB and VCCS programs funded by WIOA funds) must
retain data received from ETA only for the period of time required to use it for
assessment and other service provision related purposes consistent with
applicable Federal records retention requirements. Thereafter, the grantee (to
include: SCWDB and VCCS programs funded by WIOA funds) agree to destroy
the data using appropriate processes related to the data (for example: deletion
of electronic data).

A grantee’s (to include: SCWDB and VCCS programs funded by WIOA funds)
failure to comply with the requirements included in this policy (and TEGL 39-11),
or any improper use or disclosure of Pll for an unauthorized purpose, may result
in the termination or suspension of the grant, contract or memorandum of
understanding, or the imposition of special conditions or restrictions, such as
the Grant Officer may deem necessary to protect the privacy of participants or
the integrity of data.

Instructions to Protect PIl:

Before collecting Pll or sensitive information from participants, have the
participants sign a release acknowledging the use of Pl for grant purposes only.
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Whenever possible, ETA and VCCS recommend the use of unique identifiers for
participant tracking instead of SSNs. While SSNs may initially be required for
performance tracking purposes, a unique identifier could be linked to each
individual record. WIOA uses the State ID, which is a system-generated number
not related to the SSN. Once the SSN is entered for performance tracking, the
unique identifier would be used in place of the SSN for tracking purposes. If
SSNs are to be used for tracking purposes, they must be stored or displayed in a
way that is not attributable to a particular individual, such as using a truncated
SSN.

Use appropriate methods for destroying sensitive Pll in paper files (i.e.,
shredding, or using a burn bag) and securely deleting sensitive electronic PII.

Do not leave records containing Pll open and unattended.
All documents containing Pll shall be stored in locked cabinets when not in use.

Any breach or suspected breach of Pll shall be reported immediately to the
Executive Director of the SCWDB and to the WIOA Title | Administrator.

Do not use any Pl as identifiers on participant file folders
Data Breach

In the event that the SCWDB or contracted service provider suspects,
discovers, or is notified of a data security incident or potential breach of
security relating to personal information, the SCWDB shall as soon as possible,
but no later than twenty-four (24) hours, from the incident, notify the WIOA Title
| Administrator and Grant Recipient. The WIOA Title | Administrator will notify
the DOL ETA Federal Project Officer assigned to Virginia about the data breach
security incident or potential breach. Executive Director will provide a timely
notice of a breach to the SCWDB Executive Committee and chief local elected
officials.

The notification shall include the following:

e Approximate date of the incident;

e Description of cause of the security event and how it was discovered;

e Number of individuals affected and the type of Pll involved,;

o Steps taken/to be taken to remedy the event.

The SCWDB or contracted service provider shall also comply with notification
requirements outlined in Section 18.2-186.6 of the Code of Virginia.

Signature of Contractor/Employee: Date:

Signature of Executive Director:

Date:
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Title: Contract Monitoring Policy#: |1.2

Effective 71112015 Revision

Date: Date:
Purpose:

Contract monitoring establishes a system which contains acceptable standards
for ensuring accountability, provides technical assistance as necessary and
appropriate, and defines the criteria that will be used to monitor sub-recipients
and contractors in the SCWDB. Compliance monitoring will be conducted by
reviewing records and documents maintained by the SCWDB administrative
office on each program or contract; conducting onsite reviews and desk reviews
of procedures, records and documents maintained by the contractor or
program operations staff; and by submission of written reports of findings,
including corrective action recommendations, if appropriate or necessary.

The SCWDB Staff shall monitor each sub-recipient at least quarterly for
compliance with the WIOA Federal and State requirements. These requirements
include, but are not limited to, the applicable State WIOA policies Virginia
Workforce Letters, SCWDB local policies, VCCS Contracts/Grant Agreements,
Federal laws and regulations Federal Uniform administrative requirements,
and/or Federal cost principles. The major systems of local compliance review
shall include, but not be limited to, administrative, financial and program.
Appropriate corrective action will be administered when evidence indicates
possible violation of one of the aforementioned regulations or policies.

The Contractor Staff will perform an audit of at least 1 file for each program for
each case manager per month and report to the Policy/Oversight Committee
quarterly.

Policy:

A written monitoring checklist is utilized to ensure all acceptable standards of
accountability are reviewed.

Compliance monitoring activities are scheduled in advance with each Program
Operator. Reports, records, and documents maintained by the SCWDB on each
contract or program are reviewed for completeness, accuracy, and the
timeliness of submission. Such reports, records and documents include but are
not limited to: approved contracts and revisions and/or program specifications,
correspondence and reports, transmittal of individual participant records,
previous monitoring reports and corrective action plans.
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Each contract or program is monitored at the site of operation or case files can
be monitored off site. On-site monitoring may include, but is not limited to: an
entry interview with the Program Operator’s designated representative, a
review of applicable written policies and procedure, staff and participant
interviews, a review of participant records, a review of financial
procedures/records/documentation, a review of performance and follow-up
procedures/records/documentation, and an exit interview with the Program
Operator’s designated representative. Technical assistance may also be
provided in order to ensure continuous improvement.

A written monitoring report is completed on each monitored contractor program
and distributed to the Program Operator. The written report includes, but is not
limited to, findings and recommendations on identified deficiencies as well as
administrative concerns regarding program operations. A response will be
requested from Program Operators with all corrections by the date established
by the Executive Director.

Verbal reports may be made to the Executive Director when apparent
deficiencies are identified which may need immediate action. Such deficiencies
include, but are not limited to: inaccurate or insufficient financial management
procedures, inaccurate or insufficient participant eligibility determination, child
labor law violations, or non-compliance with the terms and conditions of the
contract or other applicable federal, state, board or WIOA requirements.

The Executive Director will review the Program Operator’s responses to the
monitoring report and will determine if action taken by the Program Operator is
sufficient to satisfy the recommendations contained in the monitoring report.
Additional information may be requested if deemed necessary by SCWDB staff
and staff may conduct follow up monitoring reviews/visits to ensure corrective
action has been initiated, is on-going or has been completed. Once it has been
determined that deficiencies have been corrected, the Program Operator will be
notified that no additional action is necessary.

Signature of SCWDB Chairman: Date:
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Title: Nondiscrimination and Equal Policy#. |1.3
Opportunity Policy
Effective 71112015 Revision | 10/20/2016
Date: Date: 4/21/2022
Purpose:

Itis the policy of the South Central Workforce Development Board (SCWDB) to
provide equal opportunity in employment to all employees and applicants for
employment to reflect the available workforce in the local and regional areas
without regard to race, color, religion, sex (including pregnancy, childbirth,
and related conditions, sex stereotyping, transgender status and gender
identity), national origin (including limited English proficiency), age, disability,
or political affiliation or belief.

This policy applies to all terms, conditions, and privileges of employment,
including: recruitment, hiring, compensation, benefits, work assignments,
evaluations, promotion, transfer, disciplinary actions, educational assistance,
training, social and recreational programs, and use of SCWDB facilities. This
policy prohibits the lowering of bona fide job requirements and qualification
standards to give preference to any applicant.

In addition to its equal opportunity commitment in employment, the SCWDB
shall provide equal opportunity in accordance with Section 188,
“Nondiscrimination and Equal Opportunity Provisions of the WIOA of 2014”;
Title VI and VII of the Civil Rights Act of 1964, as amended,; Title Il of the
Americans with Disabilities Act; 29 CFR Part 37, Implementation of the
Nondiscrimination and Equal Opportunity Provisions of the WIOA of 2014;
Training and Employment Guidance (TEGL), WIOA No. 37-14 “Update on
Complying with Nondiscrimination Requirements: Discrimination Based on
Gender Identity, Gender Expression and Sex Stereotyping are Prohibited
Forms of Sex Discrimination in the Workforce Development System”; Age
Discrimination Act of 1975, as amended; Section 504 of the Rehabilitation Act
of 1973, as amended; Title IX of the Education Amendments of 1972;
Immigration and Nationality Act and other pertinent directives. To that end, no
person shall, on the basis of race, color, religion, gender, national origin, age,
disability, political affiliation or belief, and for beneficiaries only, citizenship or
participation, be excluded from participation in, be denied the benefits of, or
otherwise subjected to discrimination in any WIOA Title | funded program or
activity.

Policy:

Programs and activities funded by the United States Department of Labor under
the Workforce Innovation and Opportunity Act (WIOA) are subject to federal
equal opportunity laws and regulations. The SCWDB, as a recipient of federal
funds, is obligated to comply with the nondiscrimination and equal opportunity
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provisions of the Workforce Innovation and Opportunity Act in admission or
access to, opportunity or treatment in, or employment in the administration of or
in connection with any program funded in whole or in part with WIOA funds.
Section 188 of the WIOA describes the prohibition against discrimination on the
basis of race, color, religion, gender (including pregnancy, childbirth, and
related medical conditions, sex stereotyping, transgender status, and gender
identity), national origin (including limited English proficiency), age, disability,
political affiliation or belief, and for beneficiaries only, citizenship and
participation in WIOA programs.

Notification:

e All employees, applicants for employment and customers shall be
provided initial and continuing notification of this policy.

e Customers should be notified of this policy by posting the agency’s “Equal
Opportunity is the Law” posters in all Workforce Centers.

e New employees (classified and wage) should be given a copy upon
employment.

e Current employees should be informed of changes to the policy.

e Signature on EO notification will be required and placed in the
employee/applicant file.

Who May File A Complaint:

An individual may file discrimination complaints with the WIOA Title | service
provider, SCWDB EO Officer (Executive Director), State WIOA Officer and
directly with the Director of the Civil Rights Center (CRC) of the United State
Department of Labor within 180 days of the alleged discrimination Retaliatory
action shall not be taken by agency management against any person for filing a
complaint of discrimination.

Terra Napier, Executive Director
P. O. Box 580

Charlotte Court House, VA 23923
tnapier@vcwsouthcentral.com

434-542-5871 (p)
434-542-5874 (f)
VA Relay 711

Vicki Tanner, State WIOA EO Officer
Workforce Development Services
Virginia Community College System
300 Arboretum Place, Suite 200
Richmond, VA 23236
vtanner@vccs.edu

804-819-1682 (p)
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Director, Civil Rights Center (CRC)
U.S. Department of Labor

200 Constitution Avenue, NW,
Room N-4123

Washington, DC 20210.

Filing A Discrimination Complaint at the Grant Recipient Level::

e A complaint of discrimination must be filed with the
respective EO Officer/agency within 180 days of the
alleged act of discrimination. Complaints may be filed
by the individual or on behalf of the individual by an
authorized representative (anyone the complainant
designates to conduct business on their behalf).
Complaints must be filed in writing and signed by the
complainant or by his/her representative. Itis
recommended but not required that complaints be filed
on the USDOL Complaint Information Form.

e The complaint document must contain the following:

e Complainant’s name and address, or other means by
which the complainant may be contacted,;

¢ |dentification of individual(s) and/or organization
responsible for the alleged discrimination;

e Descriptions of the complainant’s allegations to (1)
determine the grant recipient’s jurisdiction of the
complaint, (2) timeline of the alleged act of
discrimination, (3) specific prohibited basis or bases
for the alleged discrimination (i.e., race, sec, etc.) and
(4) apparent merit of the complaint.

Time Frames

Any person who elects to file his or her complaint with the SCWDB shall
allow the SCWDB 90 days to process the complaint and provide a
determination. Virginia’s discrimination complaint process includes 60
days for the grant recipient to investigate and provide a determination to
the complainant and 30 days for a review at the state level if warranted.

If the complainant elects to file with both the CRC and the grant recipient,
the complainant shall be informed that the grant recipient has 90 days to
process the complaint and that the CRC shall not investigate the
complaint until the 90 day period has expired.

If by the end of the 90days from the date on which the complaint was filed
the grant recipient fails to issue a Notice of Final Action, the complainant
may file a complaint with the Director of the CRC within 30 days of the
expiration of the 90 day period.

Immediately upon determining that it does not have jurisdiction, the grant
recipient’s EO Officer shall notify the complainant in writing that he or she
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does not have jurisdiction over the complaint, including reasons for the
determination and the complainant’s right to file with the appropriate
party or the Director of the CRC within 30 days of the notice.

¢ The complainant shall be notified that if the complaint is not filed within
180 days of the alleged act of discrimination or a complaint has not been
filed within 30 days of the receipt of the grant recipient’s determination of
expiration of the 90 day period, the Director of the CRC may extend the
time limits for good cause shown.

Processing a Discrimination Complaint:

It is the responsibility of the EO Officer receiving the complaint to determine the
appropriate jurisdiction over the complaint. Upon determining that a One-Stop
partner/WIOA Title | service provider has jurisdiction, the complaint shall be
recorded in the EO Officer’s complaint log and referred to the appropriate One
Stop partner/service provider for resolution in accordance with that partner’s
complaint processing procedures. Where the EO Officer has jurisdiction for a
complaint, he/she shall notify the complainants, in writing, of the specific
timeframes for processing of the complaint. Where the EO Officer determines
there is no jurisdiction over the complaint (i.e., the complaint is not related to
WIOA Title | services), or the complaint has been filed after 180 days from the
alleged act of discrimination, he/she shall notify the complainant(s), in writing,
detailing that determination and applicable next steps.

All complaints shall be investigated in accordance with the Discrimination
Complaint Process and procedures outlined below. WIOA Title | service
providers must follow the Local Workforce Development Area’s (LWDA)
complaint processing procedures if they do not have their own. Such complaint
procedures must include the following elements:

e [nitial, written notice to the complainant, including notice that
the complainant has the right to be represented in the
complaint process;

e A written statement provided to the complainant that contains
a list of the issues raised in the complaint and, for each issue,
a statement whether the grant recipient will accept or reject
the issue, and the reasons for each rejection;

e A period of fact-finding or investigation of the issues, which
includes interviews with the complainant and individual or
entity named in the complaint;

e A written Notice of Final Action provided to the complainant
within 90 days of the date on which the complaint was filed
that contains the grant recipient’s determination.

All activities and records of the EO Officer related to an investigation shall
ensure the confidentiality of the complainant and any resulting actions. The
investigation must be managed in a manner that does not have an adverse effect
on the complainant or any other party related to the complaint.
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Responding to a Discrimination Complaint:
It is the responsibility of the EO Officer investigating the complaint to sign the
investigation documentation, including the determination and recommendation.
The EO Officer shall provide a written determination (Notice of Final Action) of
the complaint and offer resolution within 90 days of the date the complaint was
filed. The determination of each issue filed should include:

1) the grant recipient EO Officer’s decision on the issue and an
explanation of the reasons underlying the decision;

2) a description of the way the parties resolved the issue;

3) notice that the complainant has a right to file a complaint with the
Director of the CRC within 30 days of the Notice of Final Action is he/she is
dissatisfied with the grant recipient’s final action on the complaint.

Determinations:

The grant recipient’s EO Officer shall determine at the conclusion of the
investigation of ta complaint whether there is reasonable cause to believe that a
violation occurred. In an investigation results in a reasonable cause finding, the
EO Officer shall submit the signed investigative report, including determination
and recommendation to the State WIOA EO Officer for review within 60 days of
the filing date. Based on a review of the determination, the State WIOA EO
Officer will determine if further review by the VCCS Administrator of Federal
Workforce Development Programs or the Attorney General’s Office is
warranted. If the VCCS State WIOA EO Officer or Administrator of Federal
Workforce Development Programs concurs with the determination, the
originating grant recipient EO Officer shall issue a written determination. The
determination shall notify the complainant of the specific findings; the proposed
remedial or corrective action and the time in which a corrective action must be
completed.

Where a no cause finding is made by the grant recipient’s EO Officer, the
complainant shall be notified in writing. Such a determination represents the
final action of the grant recipient’s EO Officer and should include notification to
the complainant of his/her right to file a complaint (not an appeal) with the State
WIOA EO Officer or the CRC is hel/she believes the grant recipient’s resolution is
unsatisfactory. The complainant shall be informed that this right must be
exercised within 30 days.

Corrective Action:

If a determination of discrimination is found through the process of a complaint
investigation, the respondent shall be requested to voluntarily comply with
corrective action(s) or conciliation agreement to correct the discriminatory
actions or conditions. Actions to correct discrimination deficiencies may include
any of the following:
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e Back pay, or other monetary relief (Federal funds shall not be used to
provide monetary relief-also requires approval by the Attorney General’s
office);

Hire or reinstatement;

Promotion;

Benefits or other services denied; and

Any other remedial or affirmative relief such as outreach, recruitment and
training to ensure equal opportunity.

It is the responsibility of the investigating EO Officer to provide technical
assistance and evaluate respondent progress made toward completion of
corrective actions. The State WIOA EO Officer must be notified in writing of all
investigations resulting in determinations of discrimination. If respondent
compliance with the corrective actions or conciliation agreement is not secured
through voluntary means, the State WIOA EO office must be notified and shall
consult with the VCCS Administrator of Federal Workforce Development
Programs regarding appropriate sanctions to be imposed, which could include
but not be limited to termination of funding, termination of partial funding, and
disallowance of selected costs.

Recordkeeping:

Grant recipient EO Officers shall maintain an automated or manual log of
discrimination complaints to include name and address of the complainant; the
basis of the complaint (i.e., race, gender, age, etc.), a description of the
complaint; the date the complaint was filed; the disposition and date of
disposition of the complaint; and other pertinent information. Records pertaining
to discrimination complaints, investigations or any other such actions shall be
retained for a minimum of three (3) years from the date of the resolution.
Information pertaining to the identity of any person providing information related
to or assisting in an investigation or a compliance review shall be maintained in
a confidential manner to the extent possible. If it is necessary that a person’s
identity be disclosed, the person shall be protected from retaliation.

Intimidation and Retaliation are Prohibited:

Consistent with 29 CFR 37.11, intimidation and retaliation against individuals for
filing a complaint; opposing a prohibited practice; furnishing information;
assisting or participating in any manner in an investigation, review, hearing or
any other activity related to administration of, exercise or authority under, or
privilege secured by, the nondiscrimination and equal opportunity provision of
WIOA are prohibited. In accordance with 29 CFR 37.11, complaints may be filed
alleging intimidation and retaliation.

EO Monitoring

The SCWDB will conduct at least one local review of EO policies and procedures
each year that will coincide with local monitoring of WIOA participant files. The
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EO monitoring will include a review of EO policies for the SCWDB and for
participants in the WIOA programs. The review will ensure that EO policies are
being dispersed to all participants and contact information for all local, state
and federal EO resources are provided. The review will also ensure that the
local provider liaisons are up to date on EO policies and procedures of the WIOA
program and have made EO policies accessible to all participants and job
seekers. The Local Monitor will ensure that the local service providers have EO
policies and information posted in the Workforce Centers for job seekers and
that Resource Room staff are equipped to provide the appropriate information.
The EO Monitoring Checklist will be completed during the annual local
monitoring and will be attached to the local monitoring report for the program
year.

Violations:
Any SCWDB employee found in violation of this policy shall be subject to
appropriate disciplinary action.

Signature of Executive Director:

Date:
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EQUAL OPPORTUNITY (EO) RIGHTS NOTIFICATION
South Central Workforce Development Board

Equal Opportunity Is The Law
Know Your Rights!

It is against the law for this recipient of Federal financial assistance to
discriminate on the following bases:

e Against any individual in the United States on the basis of race, color,
religion, sex (including pregnancy, childbirth, and related medical
conditions, sex stereotyping, transgender status, and gender identity),
national origin (including limited English proficiency), age, disability,
political affiliation or belief; and

e Against any beneficiary of programs financially assisted under Title | of
the Workforce Innovation and Opportunity Act of 2014 (WIOA) on the basis
of the beneficiary’s citizenship/status as a lawfully admitted immigrant
authorized to work in the United States, or his or her participation in any
WIOA Title I-financially assisted program or activity;

e Deciding who will be admitted, or have access, to any WIOA Title |-
financially assisted program or activity;

e Providing opportunities in, or treating any person with regard to, such a
program or activity;

e Making employment decisions in the administration of, or in connection
with, such a program or activity.

What to Do if You Believe You Have Experienced Discrimination
If you believe that you have been subjected to discrimination under a WIOA Title
I-financially assisted program or activity, you may file a complaint within 180
days from the date of the alleged violation with either: the recipient’s Equal
Opportunity Officer (Terra NapierBebra-Crowder, Executive Director, SCWDB,
P. O. Box 580, Charlotte Court House, VA 23923); or Vicki M. Tanner, State EO
Officer, 300 Arboretum Place, Suite 200, Richmond VA 23236; or the Director,
Civil Rights Center (CRC), U. S. Department of Labor, 200 Constitution Avenue,
NW, Room N-4123, Washington, D.C. 20210.

If you file your complaint with the recipient, you must wait either until the
recipient issues a written Notice of Final Action, or until 90 days have passed
(whichever is sooner), before filing with the Civil Rights Center (see address
above). If the recipient does not give you a written Notice of Final Action within
90 days of the day on which you filed your complaint, you do not have to wait for
the recipient to issue that Notice before filing a complaint with CRC. However,
you must file your CRC complaint within 30 days of the 90-day deadline (in other
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words, within 120 days after the day on which you filed your complaint with the
recipient).

If the recipient does give you a written Notice of Final Action on your complaint,
but you are dissatisfied with the decision or resolution, you may file a complaint
with CRC. You must file your CRC complaint within 30 days of the date on which
you received the Notice of Final Action.

l, , as a representative of the South Central
Workforce Development Board, have explalned the information contained in the
Notification of Equal Opportunity Rights to the WIOA
participant/employee/service provider.

Signature of Representative: Date:

I, , the
applicant/participant/employeel/service provider, agree that this Notification of
Equal Opportunity Rights has been explained to me, and | have had the
opportunity to ask questions for clarification.

Signature of Applicant/Participant/Employee: Date:

Copy to be maintained in applicant/participant/employee/ service provider file
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Title: Corrective Actions/Sanctions for Policy #: 1.4
Discrimination and Equal Opportunity

Effective 71112015 Revision

Date: Date:

Purpose:

The purpose of this policy is to establish and communicate procedures for
obtaining prompt corrective action or as necessary, applying sanctions when
recipients are determined to be in violation of the nondiscrimination and equal
opportunity provisions of the Workforce Innovation and Opportunity Act (WIOA).

The South Central Workforce Development Board (SCWDB) will seek corrective
action for a WIOA recipient if a violation is identified as the result of EO
monitoring or a complaint investigation. Efforts will be made to secure voluntary
compliance.

Policy:

Technical Violations: Instances of noncompliance which are generally
insufficient to constitute illegal discrimination (for example failure to post
required material, failure to include an EO assurance in a contract, etc.)

Corrective Action: The EO Officer should notify the recipient (an entity or
partner in a One-Stop delivery system or training and service providers) in
writing of the violations along with recommendations for corrective action.

The EO Officer is responsible for providing technical assistance to correct the
violations. Corrective action may include policy development or educating
individuals responsible for implementing the required action. A follow-up visit or
contact should be made to evaluate progress made toward resolving the
violations.

Sanctions: Reporting the violation to the Executive Committee for action.

Discrimination Violations: Findings which are more serious such as disparate
treatment or failure to provide reasonable accommodation.

Corrective Action: Corrective action should be completed within 45 days from
the date of initial notification of the violation. Follow-up monitoring shall be
conducted to determine whether compliance has been attained. Recipients
shall provide access to information to include the provision of reports and other
information pertaining to determined violations, as requested. Efforts should be
made to achieve voluntary compliance by corrective action as described above
or a Conciliation Agreement to correct the discrimination. Conciliation
Agreements must include the following provisions:
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Be in writing.

Address each cited violation;

Specify the corrective action to be taken,

State the period of time needed to attain compliance.

Provide for periodic reporting as determined by the EO Officer regarding
status or corrective action.

Provide that the violation(s) do not recur.

Provide for enforcement if a breach of the agreement occurs.

Sanctions: May include termination of contract, or other action as deemed
appropriate by the Executive Committee.

Signature of Executive Director:

Date:
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Title: Crisis Plan-Continuity of Operations Policy#. [ 1.5
Effective 71112015 Revision
Date: Date:

Purpose: The South Central Workforce Development Board (SCWDB) has
developed its Continuity of Operations Plan (COOP). This plan will continue to be
reviewed and modified as needed each year.

The purpose of the COOP is to provide guidance to South Central Workforce
Development Board staff in case of emergencies, including severe weather
events and criminal activity. Recent disaster events have highlighted the need to
develop and maintain disaster Continuity of Operations Plans.

Policy: CONTRACTOR RESPONSIBILITIES

The South Central Workforce Development Board (SCWDB) role in relation to its
contractors is to inform, educate, train, provide technical assistance, and to
serve as a resource for developing their own internal COOP Plan. The
contractors are responsible for developing their own disruptive impact
preparedness. SCWDB will incorporate a statement in all contracts with the
agency contractors that acknowledge their responsibility to establish and
prepare their own COOP.

Following a natural or other disaster, SCWDB will remain in close contact with
the contractors. If further communication is received from the Department of
Emergency Services, the Governor, Secretary of Health and Human Resources,
Secretary of Commerce and Trade, Advisor to the Governor for Workforce
Development or the Virginia Community College System, the SCWDB will work
with those agencies to assess and accommodate the needs.

SCWDB will monitor potential Governor’s requests to the President to declare
Virginia (or a portion of the Commonwealth) a disaster area. SCWDB Executive
Director will maintain contact with any affected contractor and gather
information about their operational status and their need for assistance to serve
impacted citizens.

OFFICE CLOSINGS

Employees are contacted concerning office closing due to inclement weather by
the Executive Director to employee phone numbers as provided by the
employee.
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ONGOING PREPARATIONS for COOP

Time Period Activities Staff Assigned
Ongoing Ensure SCWDB employee safety and SCwWDB
facility security. Staff
Ongoing Carry the updated staff list and contact Executive
numbers home-Appendix B Director
Weekly Prepare a backup of SCWDB computers SCWDB Staff
Annually Review this plan and update as necessary Executive
including updating Appendix B-Staff and Director
Car Telephone List
Annually Provide refresher training on COOP and SCWDB Staff
the use of the forms included in the plan.

IMPENDING PREPARATION for COOP
If the potential for disruptive impact is known in advance, the Executive
Director, in conjunction with the Contractors, will assess and plan for the

following to the extent that advance planning permits.

Activity

Staff Assigned

Turn off/lunplug all computers and monitors
Turn off/lunplug the fax machine

Turn off/lunplug all printers

Turn off/lunplug both copiers

Turn off/lunplug small office machines (shredder,
postage meter)

SCWDB Staff
responsible for own
office

possible

Unplug small appliances in kitchen (except SCWDB Staff
refrigerators)

In the event of possible flooding or wind damage, SCWDB Staff
conduct an inspection of the premises to ensure

items are protected from possible water damage.

Cover all computers and equipment with plastic SCWDB Staff
Park all vehicles away from trees or power lines if SCWDB Staff

Check and maintain supplies in the first aid kit

WIOA Coordinator

Take home a copy of backup files for each computer

SCWDB Staff

Communicate with SCWDB Chairman

Executive Director

Take home a copy of the SCWDB members and
CLEO members and contact information

Executive Director

Take home a copy backup files for financial records

Fiscal Officer

Check all windows and doors for building security
before leaving

Executive Director

Take home contact numbers for Charlotte County
administration to check on damages to the office
building if needed

Executive Director
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POST RESPONSE for COOP

The SCWDB will open a Command Center in the event of a severe disruptive

event.
The Command Center will be located as follows:

South Central Workforce Development Board

P. O. Box 580

285-C George Washington Hwy.

Charlotte Court House, VA 23923

Command Center Telephone Number: 434-955-0491
Office Telephone Number: 434-542-5871

Office Fax Number: 434-542-5874

If the facility is unusable, an alternative Command Center may be established as
determined in the “Relocation of Command Center and Agency Staff”’ section. If

possible, prior to a disruptive event, the Executive Director will ensure the

Command Center is properly configured.

Configuration of the Command Center includes:
1) A copy of this plan
2) A working telephone
3) Radio (battery operated)

4) A computer connected to email and the internet (laptop preferred

5) SCWDB employee telephone and address
6) Basic Office Supplies: paper and pens
7) Digital camera to document damages

All media inquiries are to be handled by the Executive Director.

documentation such as Worker’s Compensation Claim.

Activity Staff Assigned
Complete initial assessment to determine if there is Executive Director
employee injury. or Assigned Staff
In the event there is employee injury, ensure Executive Director
appropriate medical care and complete required or Assigned Staff

Perform a quick assessment of the nature and scope of
the disruptive event as to its impact on the physical
location of the agency and the ability of the SCWDB
staff to perform their duties

Executive Director
or Assigned Staff

Report any damage to the Charlotte County
Administrative Office

Executive Director

Inspect in detail the agency’s internal operations to
ensure all systems are functioning appropriately.
Complete the Post Response Checklist and report to
appropriate contacts. Document contacts.

Fiscal Officer
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Report final status of impact on employees, building, Executive Director
operations and if problems exist, the situation will be
triaged to assess the impact on the SCWDB. Problems
will be documented and communicated to appropriate
persons/agencies.

Relocation of Command Center and Agency Staff

If necessary, the Executive Director may need to find an alternative location for
the Command Center if the SCWDB Office is unusable. If another location is
used, the Executive Director may authorize all or part of the staff to relocate.
The alternative facility may be the Charlotte Workforce Center (upon receiving
permission) or a site at the Charlotte County Public Schools (upon receiving
permission). If an offsite location is authorized, designated staff will be asked to
report at a specified time. The Executive Director will notify the contractors of
the offsite location.

Maintain contact and information regarding location of Command Center or
relocation of office with:

George Taratsas

Virginia Community College System
gtaratsas@vccs.edu

804-819-1687

POST RESPONSE CHECKLIST

Function Responsible Party

Building Assessment

Does Charlotte County Administration need to be | Executive Director
contacted to inspect the building for structural

safety?
Inspect offices for hazards/leaks Executive Director
Inspect other areas of the building (kitchen, Executive Director

restrooms, conference area) for hazards/leaks
that could impact the agency

Inspect driveway, yard, propane tank and outside | WIOA Coordinator
space for hazards that could impact the agency

Does Dominion Va. Power need to be contacted WIOA Coordinator
concerning any power outages or downed power

lines?

Is building temperature being regulated Executive Director
correctly?

Does gas company need to be notified of any Executive Director

problems?
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Run water and make sure pressure is normal and
water clarity is normal

WIOA Coordinator

Does Charlotte County Administration need to be
contacted concerning water?

WIOA Coordinator

Check refrigerators in kitchen

WIOA Coordinator

Test phone system by checking for dial tone on
all lines
(including fax)

Fiscal officer

Does Verizon need to be notified concerning
phone service?

Fiscal officer

Test cell phone service

Fiscal officer

Does company need to be contacted concerning
service?

Fiscal officer

Check copiers-make a copy Office Support
Technician

Check to see if the internet can be accessed Fiscal officer

Access email and send a test email SCWDB Staff

Does Pure Net need to be contacted concerning
service?

Fiscal officer

Start/assess vehicles

WIOA Coordinator

PCs-Check system date and time

SCWDB Staff

Check/access financial management
informational system

Financial Officer

Check/access VWN

Fiscal Officer

Does VCCS need to be contacted concerning
access?

Fiscal Officer

Determine which One-Stop Centers are operating
and revised schedules/locations, if necessary

WIOA Coordinator

Determine which In-School Youth sites are WIOA
operating and revised schedules/locations, if

necessary

Determine which Out of School Youth sites are WIOA

operating and revised schedules/locations, if
necessary
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Back Entrance

Front Entrance

WORK FORCE INVESTMENT BOARD
OF
CHARLOTTE COURT HOUSE



SOUTH CENTRAL WORKFORCE DEVELOPMENT BOARD

SCWDB FACILITY LAYOUT
130 LeGrande Ave.
Charlotte Court House, VA

Electrical Room/Box/Panel
Located in the back hallway in front of men’s restroom.
Internet box located in furnace room of basement.

Employee Emergency Contact Information
Emergency contact information is located in the employee’s personnel file.

Entrance/Exit Locations
The SCWDB office has 2 exit doors. The main entrance is a wooden door. There
is an exit wooden door at the rear of the building.

Fire Extinguishers
There are 2 fire extinguishers in the building. One is to the right of the front door
and one is beside the rear door sitting on floor.

First Aid Kit

There are 2 first aid kits in the building. The first aid kit is located in the rear
restroom in the cabinet under the sink. The second kit is located in the cabinet
below the fax machine in the reception area near the front entrance.

Flashlights
One is located in the store room.

Generator Capabilities
The SCWDB office does not have built in generator capabilities.

Material Safety Data Sheets (MSDS)
The only potential hazardous material is toner. The Material Safety Data Sheets
are kept in the cabinet beneath each copier.

Smoke Detectors
Two smoke detectors are in the building—one in the hallway and one in the
conference area.

Sprinkler Locations
There are no sprinklers.

Toolbox
The toolbox is located on the shelves in the conference area.
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EVACUATION PLAN
This section provides instructions to be used during emergency evacuations for
the protection and safety of all employees and guests. It is subject to change,
either by written or oral directive of the Executive Director, when certain
emergency conditions arise.
Authorization

The following are authorized to order evacuation of the building:

Name Title Work Phone Home Phone Cell Phone
Debra Executive 434-542-5871 | 434-372-5483 | 434-955-0491
Crowder Director

IN THE EVENT OF AN IMMEDIATE THREAT OR EMERGENCY, THE BUILDING
MAY BE EVACUATED BY THE STAFF PERSON WHO DISCOVERS AND/OR
REPORTS THE THREAT.

Evacuation Assembly Point

In the event of an evacuation, all staff and guests will assemble across the street
on the sidewalk in front of the building in an area away from power lines and
trees, if possible. From this vantage point, staff can direct fire and safety rescue
vehicles and personnel, if needed.

Responsibilities for Evacuation

The Executive Director, designated as the Emergency Response Coordinator,
has as his/her primary responsibility, the safety and welfare of the staff and
guests. He/She will oversee the evacuation of the building when necessary.
Under no circumstances should the Executive Director endanger his/her own
life in the evacuation process. If there are questions about building safety,
helshe should evacuate the building until appropriate emergency personnel
arrive.

The Emergency Response Coordinator upon receipt of a report of fire or other
threat responds immediately to the area involved.

In the event of an emergency evacuation, the person located in the center office
(WIOA Coordinator presently) removes the first aid kit from the store room and
establishes a first aid station across the street on the sidewalk in front of the
building in an area away from trees and power lines where first aid may be
administered. The WIOA Coordinator is designated as the First Aid Coordinator.

The Fiscal Officer will take a cell phone to the Evacuation Assembly Point.
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Be familiar with all aspects of the building, such as special hazards, exit
locations and the work station locations of personnel with disabilities.

Keep personnel informed of any changes to the emergency procedures.

Upon notification of an emergency that requires evacuation, the Emergency
Response Coordinator oversees the evacuation of all offices, determining that
everyone leaves the building. Also, a check of all restrooms, storage rooms,
furnace room and kitchen will be made to be certain that every room is empty,
closing all doors and turning off all lights as he/she goes.
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SPECIFIC DISRUPTIVE EVENTS
l. Fire Alarm Evacuation

A. Procedures
1. Turn off all lights and close all windows and doors.
2. Evacuate to the nearest, safest exit.
3. In the event of an evacuation, all staff and guests will assemble on the
sidewalk across the street in front of the SCWDB office building in an area
away from trees and power lines. From this vantage point, staff can direct
fire and safety rescue vehicles and personnel.
4. The Emergency Response Coordinator will escort the fire department
to the location of the problem.
5. After evacuating the building, the Emergency Response Coordinator
will conduct a head count of all staff and guests.
6. Once the fire department verifies that the building is safe to re-enter,
the Emergency Response Coordinator will notify personnel to return to
work or, if there is serious damage to the building, to go home.

B. Exits

1. There are only 2 exits for evacuation. Staff should plan out the closest
exit route from their own work area. If staff plans to exit by the front door,
be aware of hazards that may exist in the lobby.

C. Evacuation of Persons with Disabilities
1. Visitors or staff members with disabilities should be assisted to the
nearest safe exit by the Emergency Response Coordinator.

D. Meetings in Conference Room

1. If there is a meeting in the conference room, the staff person hosting
the meeting will instruct the participants to go to the nearest safe exit and
told to assemble on the sidewalk across the street in front of the building
in an area away from trees and power lines.

E. Building Access/Security

1. After evacuating, the Emergency Response Coordinator will assign a
staff person to every entrance of the building to direct other building
evacuees safely to the Evacuation Assembly Point, ensure no visitors or
unauthorized access to the building and to assist in directing rescueffire
and safety personnel.

10
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Il. Bomb Threat

A. Procedures

1. Keep the caller on the telephone if possible and record information
noted in Appendix D-Bomb Threat Report Form.

2. Immediately call the Charlotte County Police Department at 911.

3. Evacuate building.

4. Notify Emergency Response Coordinator and First Aid Coordinator.

lll. Earthquakes

A serious earthquake will likely knock over wall shelves, storage units,

and equipment. Book shelves and ceiling tiles may crash to the floor. In addition,
structural supports may be twisted or broken. The most serious problem will be
structural damage to the building and water damage from broken pipes.

A. Procedures
Staff should take shelter in a doorway, under a sturdy desk or table, or in

another well protected area.

After the main shock has occurred, take the following actions:

1. Be prepared for aftershocks.

2. Turn off the water at main valves or meter boxes if accessible. Turn off
all appliances.

3. Check for broken water pipes and shorting electrical circuits.

4. Listen to a battery-powered radio for instructions.

5. Notify the fire department of any fires.

6. Assist those who have been trapped or injured by falling debris, glass,
etc. Do not move any seriously injured persons unless they are in obvious,
immediate danger from fire, building collapse, etc.

7. Open doors carefully and watch for falling objects.

8. Do not use the telephone or cell phone, except in an emergency. The
telephone lines and cell phones should be kept free for rescue operations.
9. Evacuate the building if it is safe to do so. Do not re-enter until the
building has been declared safe by the fire department and/or Charlotte
County Administration.

IV. Fire

A. Procedures
1. Call the Charlotte County Fire Department by dialing 911. Give the exact
location: 130 Le Grande Avenue, Charlotte Court House. The building is
the old Red Cross Building located between the library and the
Presbyterian Church.
2. Alert all staff and guests to evacuate the building. See EVACUATION
PLAN.
3. Contact the following:

a. Charlotte County Administration 434-542-5117

11
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b. Lisa Crews, SCWDB Chairman 434-517-3032

4. The Emergency Response Coordinator will direct firefighters to the
location of the fire.

V. Severe Storms: Blizzard/Tornado/Hurricane/Tropical Depression

Severe storms, including blizzards, tornados, hurricanes, and tropical
depressions, may bring heavy rains, high wind and hail, which can cause
flooding (local or widespread), roof leaks, broken windows, toppled trees/light
poles and assorted forms of water damage.

A. Procedures
When a severe storm warming is forecast, notify the Emergency
Response Coordinator or the First Aid Coordinator.

1.

ook o

N

The Emergency Response Coordinator will communicate with the
Charlotte County Administration to determine appropriate level of
response. If warranted, begin to implement hurricane preparedness.
See Appendix E-HURRICANES.

The Emergency Response Coordinator will brief staff on weather
condition plans and confirm responsibilities.

Ensure the following files and equipment is secure: financial records,
server and data backup.

Perform the necessary backups of software and data files.

Move vehicles to a safe area.

If warranted, disconnect electrical equipment and turn off utilities as
appropriate in coordination with Charlotte County Administration.

If necessary, evacuate staff and visitors to the conference area. No
one should remain in an office space that has exposed windows.
Office doors with an exterior window should be closed.

Remain in the conference room until radio announcement gives the all
clear or until the Emergency Response Coordinator declares it is safe
to leave. Evacuate building if it is safe to do so. If damage has occurred
to the building, do not re-enter until the building has been declared
safe by the fire department.

After the storm, WIOA Coordinator will contact the Workforce Centers
and Youth Case Managers to determine their operational status. See
APPENDIX C-CONTRACTOR PHONE LIST.

VI. Suspicious/Disruptive Visitor

In the event an individual enters that agency that arouses concern, the
person receiving the visitor will ask them to talk with the Executive Director. If
the person continues to be disruptive, he/she will be asked to leave the building.
If the individual continues to be disruption or refuses to leave the building, a
staff person will be asked to “bring me a cup of coffee.” The staff person should
go to the kitchen and dial 911 there. If the Executive Director is not present, the

12
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person receiving the visitor should ask another staff person to assist them to
provide escort services and within reason provide safety to other staff. 911
should be called for assistance if needed.

VIl. Utilities/Systems Malfunctions

In the event of an emergency related to utilities (electricity, phones, etc.) or
systems (HVAC, etc.) contact the following:

Charlotte County Administration 434-542-5117 (water, heating, plumbing, etc.)
Dominion Virginia Power 888-667-3000 (electricity)

Verizon 1-888-599-0193

ViIl. Water/Flooding

If easily done, attempt to determine the cause or source of the water. Attempt to
cut off the water, if feasible, or contact the following:

Town of Charlotte Court House 434-542-5781

1. Make sure staff have turned off all electrical circuits in the affected
area. No one should walk through the water until the Emergency
Response Coordinator has declared the area safe. Electrical circuits are
located in the furnace room.

2. If critical information system, financial, and/or WIOA records are
threatened by water, make reasonable efforts to protect these records.
Notify the appropriate persons at the state level for each program if
records are damaged.

WIOA Vicki Tanner 804-819-1682 or 804-396-0610 (c)

3. If possible, protect computer equipment, copier, and files while
awaiting assistance:
a. If water is coming from above, obtain plastic sheeting located
under the kitchen cabinet and use it to cover affected equipment,
cabinets, etc.
b. If water is coming in on the floor, obtain the hand truck located in
the storage room and remove materials from the affected area,
beginning with those in lower drawers/shelves and move to a safe
location.

13
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IX. White Powder Risk Assessment

An unknown substance that just “appears” in your normal workplace is unlikely
to be dangerous. Assess the situation before concluding there is danger.
However, always take reasonable precautions with exposed white powders
while assessing the risk:
e [f practical, cover the substance with a clear plastic sheet to limit
spread of powder.
¢ Notify the Executive Director at once.
e Keep other staff away until the Executive Director does the initial
risk assessment.
e Wash your hands with soap and water.

1. Assessing envelopes and packages: Was the substance delivered or
found in an envelope or package? If it was, then call 911 and evacuate the
building.

2. Physical assessment of a hazardous material emergency: Here are
some physical indicators that an unknown substance in your workplace is
a serious, immediate hazard. A substance that is NOT causing effects like
these is one you can afford to assess further. If it IS causing the effects
below, call 911.

e The substance is producing physical effects. As examples, it might
produce sound, sparks, fumes, clouds, or smoke. It might melt or
alter the surface it touches.

e |tis causing any kind of symptoms, illness, or distress to anyone
present.

e |tis spreading beyond your ability to manage with your routine
plans.

3. Threat Assessment: Evidence of a deliberately harmful substance: Is it
likely that the substance is a deliberate attempt to harm people? Your
assessment should include a criminal threat assessment. The following
are indicators of possible criminal threat:
= The substance was found where someone seeking to do harm
reasonable could have placed it. Strangers were seen in the
area.
= The substance appears to have been placed to cause harm. It
could not be easily seen and avoided. It was onorina
package, envelope, briefcase, or the like, which is of
unknown origin.
= The substance is accompanied by a specific written or
spoken warning or threat or the apparent target person, unit
or program has been receiving threats.

= The person, unit or program recently did something that
would have angered someone or it receives many threats of
harm or retaliation because of the nature of its work.

14
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= The person, unit or program is frequently or was recently in
the news in a controversial matter or is a high-profile symbol
of government.
= The person, unit or program knows of an unstable individual
who might do harm.
4. White powder indicators of no emergency or no credible threat: You
don’t want to call emergency responders for powdered sugar, powdered
creamer, flakes of dried paint, glue or white-out correction fluid or paper
dust from a copier, printer, shredder or old files. Ask yourself what could
the substance be? How might it have gotten to where it was found? Is
there a mess in the nearest waste container that shows donut wrappers,
more paper dust or other evidence that your problem is just a messy co-
worker?
5. Risk Assessment Conclusions:
Level | (low or no risk)
Letter and parcel handling guides indicate low risk or no risk.
Clear evidence indicates the substance is harmless (food or office
residue, etc.)
No significant criminal threat indicators are present

Level Il (warrants emergency action)
The letter or parcel guide indicates the substance is a probably risk.
The physical assessment indicates an immediate emergency.
The threat assessment indicates a probable risk.

If the Executive Director determines that the substance presents a Level Il
risk, call 911 immediately. If the local authorities advise that a risk does
not appear to exist then:

Communicate the local authority’s response to all staff.
Clean up the substance as provided in this guide.
Document the incident, action and outcome and properly report it to
the WDB Chairman.
6. Clean Up Procedures
No Risk Clean Up: If you decide you know what the substance | and that it
is harmless, like powdered creamer on a coffee tray, clean it up as you
would normally do.

Risks with emergency calls: If the suspect substance prompted you to
make an emergency call, the local fire department or hazardous materials
responder will advise you on whether the cleanup should be performed by
a skilled hazardous material response team or firm. Or, they may advise
you that the material is low risk or no risk. Follow their advice.
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Low Risk Clean Ups: If your assessment (or that of emergency
responders) is that the substance is not high risk, but you are not really
sure what the substance is, this is a recommended cleaning method:
Assume that the substance poses a low risk, such as a cleaning powder
that may cause irritation. Clean up using clear plastic, closable bags, non-
latex disposable gloves, disposable, disinfectant wipes and wear a dust or
particulate mask using the following steps:

Put on gloves and mask.

Use disinfectant wipe to gently push material into a
clear plastic back along with any other contaminated
materials (papers, etc.)

Wipe down the surrounding surfaces. Remove gloves
and mask and place in the clear plastic bags along with
the wipes. Put the bags in a second, clean bag.

Tag these with the date and a copy of your incident
report. Keep them in a secure area for 60 days, then
dispose of them in the regular trash.

If papers, mail, checks or money is essential for your
business, monitor for 60 days. If no illness or credible
contamination is reported, you may remove and
process as usual.

Wash your hands with soap and water.

Do not use the absorbent powder contained in many
kits. Use that only for liquid spills such as body fluids.
Do not use the red biohazard bag. It is only for known
or likely biohazards or body fluids.

Replenish your clean up kit immediately.
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APPENDIX A - EMERGENCY TELEPHONE NUMBERS

Police/Fire/Ambulance

911

Highway Emergencies to State Police-Cell Phone

#77

Virginia State Police

800-552-9965

Poison Control

800-222-1222

Utilities

Building Maintenance/Sewage

434-542-5117

Town Utilities-Water

434-542-5781

Electricity: Dominion Virginia Power

888-667-3000

Verizon Business Telephone Repair

888-599-0193

Pure Internet

434-476-8800
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APPENDIX B - STAFF AND CAR TELEPHONE LIST

Name Title Work Phone Home Phone | Cell Phone

Crowder, Debra Executive 434-542-5871 434-372- 434-955-
Director 5483 0491

Hankley, Compliance 434-542-5871 434-676- 434-547-
Stephanie Officer 3895 4008

434-917-
4164

Jackson, WIOA 434-542-5871 434-391- 434-394-
Christin Coordinator 4876 8904

Jefferson, Pat | Fiscal Officer | 434-542-5871 - 434-480-

6395
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APPENDIX C - SCWDB CONTRACTOR PHONE LIST

Contractor Contact Name Phone Number | Cell Number
WIOA
Charlotte County DSS Sari Goff 434-542-5164 | 434-736-8686
X121
Charlotte County Terra Napier 434-542-5605 | 434-470-1227

Workforce Center

Farmville Workforce LaToya Brooks 434-391-1246
Center
Southside Virginia Keith Harkins 434-736-2000 | 434-851-5128
Community College
South Boston Kris Tuck 434-572-4472

Workforce Center

South Hill Workforce

Matthew Williams

434-955-2252

Center-
WIOA Coordinator- Terra Napier 434-572-5871 434-391-4876
Adult and Youth
South Boston Landon “Rock” 434-572-4467 | 434-579-4139
Workforce Center Mason
Manager
ISY/OSY Case Brittney Sydnor South Boston: | 434-222-0213

Manager-South Boston

434-575-5107

ISY/OSY Case
Manager-South Hill

Monica McMillan

434-955-2252

434-532-2644

ISY/OSY Case
Manager-Cumberland

Josh Williams

804-492-9275

434-390-9196

ISY/OSY Field
Supervisor

Kelly Powell

434-315-3886

ISY/OSY
Administrative
Assistant

Suzanne Shook

434-736-2093

Financial Literacy
Coach

Jeff French

434-575-5855

434-222-0375
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APPENDIX D - BOMB THREAT REPORT FORM

Date:_ /| |/ Time: a.m./p.m.

Person receiving the call:

Exact Words of Caller:

Ask the caller the following information:
1. Where is the exact location of the bomb?

2. When is it going to explode?

3. What does it look like? (shape? color?)

4. Other information to aid in the investigation and search:

a. Voice characteristics of the caller:

Male High Pitch Young Soft
Female Deep Voice Old Raspy
Intoxicated Middle Age

b. Speech characteristics of the caller:
Fast Stutter Distorted Slurred
Slow Nasal Distinct

c. Background noise:

d. Other information:
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IMMEDIATELY CALL 911! EVACUATE BUILDING!!
APPENDIX E - HURRICANES

Most hurricanes become tropical depressions by the time they enter Area 8.
Please refer to the Severe Storm section for more immediate action.

Hurricanes are accompanied by heavy rains and high winds that may cause
major structural damage (especially loss of or damage to roofs, windows,
treesl/light poles, etc.), flooding, widespread power outages, and major
disruption of customary services.

AT THE BEGINNING OF HURRICANE SEASON (JUNE):
1. The Emergency Response Coordinator will conduct a walk-through of
the building to look for changes since the Emergency Response Plan was
developed and determine what revisions are needed.
2. Update the Plan as necessary, with copies distributed to all staff
members. If no update is required, the Emergency Response Coordinator
will send a memo to all staff reminding them that hurricane season is
beginning and asking them to review their Emergency Response Plan.
3. The Emergency Response Coordinator will inventory the first aid kit to
make sure all items are present and in good order.

WHEN A HURRICANE IS IN THE AREA:
1. The Emergency Response Coordinator will notify all SCWDB staff that a
potential hurricane disaster could occur.
2. Begin an hourly round-the-clock monitoring of the storm. Review
reports from the Department of Emergency Services and follow their
directions.
3. The Emergency Response Coordinator will determine when various
staff should report to work after the storm depending upon the extent of
storm damage, road closures, power outages, etc.

WHEN A HURRICANE WATCH IS ANNOUNCED:
1. The Emergency Response Coordinator will notify all SCWDB staff that a
hurricane watch has been announced and that the SCWDB is entering an
advanced stage of preparedness. As far in advance as possible, staff will
be freed from routine duties so they can concentrate on preparedness
responsibilities. This may require closing the office.
2. If the hurricane watch is announced outside of normal business hours,
the Emergency Response Coordinator will notify key employees by phone
and have them begin preparations at once.
3. The Emergency Response Coordinator will begin preparations in the
SCWDB office building. Have all staff clear their desks and put papers,
files, collections and other materials under cover.
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4. The Emergency Response Coordinator will make sure all vehicles are
filled with gas. Vehicles will be moved away from trees, light poles and
other objects that could be blown over.
WHEN A HURRICAN WARNING IS ANNOUNCED:
1. The Emergency Response Coordinator will oversee efforts to secure
the building as directed by Charlotte County Administration. Activities
may include closing doors and limiting building access.
2. The Emergency Response Coordination has a small purchase charge
card for use in acquiring post-hurricane emergency supplies.
3. The Emergency Response Coordinator will oversee the movement and
securing of critical files that remain in the building:
a. Move files away from windows.
b. Cover files with plastic sheeting and secure the sheeting with
duct tape.
c. Cover desks, computers, copiers, and other equipment with
plastic sheeting and secure the sheeting with duct tape.
4. Staff members will be informed when and where to meet after the
hurricane. The Emergency Response Coordinator will pick a time and
location based upon the extent of damage to the SCWDB Office Building
and the instructions from local police, the Department of Emergency
Services and/or Charlotte County Administration.
5. Upon direction of the Emergency Response Coordinator, the building
will be closed:
a. Secure doors as staff leaves.

THE FIRST DAY AFTER THE HURRICANE:
1. The Emergency Response Coordinator and Charlotte County
Administration will assess the building’s condition as soon as possible.
2. Ensure that the building is safe to enter. If there is any doubt, the
Charlotte County Administration or Charlotte County Fire Department will
conduct an inspection
3. Begin taking photographs of damage to the SCWDB Office (obtain
agency digital camera before the storm hits).
4. The Emergency Response Coordinator will begin assigning staff
responsibilities depending on those who are able to reach the site, and
initiate a personnel management system to contact employees and
provide them with instructions on when to return to work.
5. After the storm, program or assigned staff will contact each contractor
to determine their operational status and their potential need for disaster
assistance. See Appendix C- SCWDB Contractor Phone List.
6. Make sure that the Charlotte County Administration takes steps to make
the building weather-tight by covering broken windows and damaged
roofs.
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ATTACHMENT F

INCIDENT REPORT

Date of Incident:

Person Making Report:

Type of Incident:

Specific Location:

Description of Incident:

Witnesses:

Action Taken:

Executive Director Response:

Signature: Date:

Signature of Executive Director:



Date:

SOUTH CENTRAL WORKFORCE DEVELOPMENT BOARD
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Title: Fiscal Requirements Policy#. [ 1.6
Effective 7/112015 Revision
Date: Date:

Purpose:

The South Central Workforce Development Board (SCWDB) and all contractors
receiving Federal funds must abide by the requirements of the applicable Office
of Management and Budget (OMB) circulars and Department of Labor (DOL)
administrative requirements including the Workforce Innovation and
Opportunity Act (WIOA) and the Virginia Community College System (VCCS).

Policy:

Case Management:

Grantees can either be paid in advance or by reimbursement. The SCWDB
requests funds in advance from the VCCS using the Cash Payment Schedule.
The funding streams are administrative, adult, dislocated worker, in-school
youth, out-of-school youth, and rapid response. Funds are directly deposited
into the checking account of the fiscal agent (Charlotte County, effective 7-1-04).
The Director of Finance for Charlotte County notifies the SCWDB when funds
have been deposited. The SCWDB Fiscal Officer records the deposit into the
accounting system (Quick Books) by funding source as appropriate.

Disbursements:

The SCWDB Fiscal Officer sorts and distributes the mail. The Executive Director
opens all invoices for approval of payment and gives them to the Fiscal Officer
who inputs the invoices into the Financial Management Information System in
the appropriate line item and class. A class is used to identify each contractor.
A voucher is printed and signed by the Fiscal Officer, Executive Director, and
SCWDB Treasurer and the bill or invoice is attached. A Check Register is printed
and signed by the Executive Director and forwarded to the Charlotte County
Director of Finance for check printing with checks signed by the County
Administrator and County Treasurer. Charlotte County then returns the printed
checks and the check register to the SCWDB Fiscal Officer for mailing.
Documentation of payment is secured in a locked file cabinet.

Payroll:

Each full-time SCWDB staff prepares timesheet at the end of each month and
submits to Executive Director for approval. Executive Director prepares his/her
timesheet at the end of each month and submits to SCWDB Chairman for
approval. A time distribution report is prepared by the Executive Director based
on time allocated to each funding stream for all staff.

Fiscal Officer enters salary amount as expenditure into accounting system
based on time distribution.
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Each part-time SCWDB staff prepares timesheet at the end of each month and
submits to Executive Director for approval. Approved timesheets are submitted
to Fiscal Agent Finance Director for payment. Printout from County Finance
Director is received in SCWDB Office and amounts are used to allocate
expenditures to appropriate funding stream.

Cost Allocation Plan:

Funds are received by Notice of Obligation (NOO) in the funding streams
allocated for adults, dislocated workers and youth. The SCWDB receives 10% of
the local allocation for administrative use. The cost allocation for the SCWDB is
based on time sheets. Each staff person prepares his/her time sheet based on
the hours spent on program. Time sheets are signed and submitted monthly to
the Executive Director to prepare a Time Distribution Sheet indicating the
percent of time for each category. Charges to categories must be of benefit to
that program and costs should be necessary, reasonable, allowable, and
allocable. A signed Time Sheet Distribution Sheet is given to the Fiscal Officer
to use for indirect costs. The cost allocation is calculated from the 10" of the
current month to the 10" of the next month.

Access to Records:

Fiscal records must be maintained and accessible as necessary to assure that
all funds are being expended in accordance with the purposes and provisions of
applicable legislation.

Right to Examine:

The grantee shall give the DOL, State of Virginia and VCCS/WIOA, through any
authorized representative, the access and right to examine all records, books,
papers, or documents related to its SCWDB contracts, including the records
that relate to SCWDB contracts of its sub-grantees and contractors.

Cooperation with Reviews:

The grantee shall cooperate with monitoring, auditing and evaluation activities
regarding its VCCS/WIOA funded programs, including unannounced monitoring
review conducted by SCWDB or the DOL.

Public Records:

The grantee shall retain and make available to the public all records pertaining
to grants and contracts. The grantee is subject to the Virginia Open Records
statute and the federal Freedom of Information Act to the same degree as
VCCS/WIOA.

Applicable Statutes:
Federal Freedom of Information Act (5 USC s. 552)
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Exceptions:

The grantee is not required to disclose the home address or home telephone
number of program participants. The grantee may not release any individual’s
social security number.

Retention of Records:

This requirement applies to all records pertinent to grants and agreements
funded by SCWDB including financial, statistical, property and participant
records and supporting documentation.

Retention Period:

The grantee must retain the following records for three years (plus additional
time beyond three years until any applicable litigation, audit findings or claims
have been resolved):

e Allrecords pertinent to each participant’s enroliment in programs funded
under the agreement, including dates of entry and termination in each
activity. The retention period begins on the last day of the participant’s
enrollment in the program.

e Allrecords pertinent to participants that have been provided eligibility
and are determined eligible, but not served for the applicable eligibility
limit. After the applicable eligibility determination has expired, records of
applicants determined eligible but not served will then meet the retention
period requirement.

e Allrecords pertinent to each agreement. The retention period will begin
on the date of submission of the settlement of closeout reports.

e All records pertinent to complaints/grievances, appeals, and resolutions.
The retention period will begin on the day the complaint/grievance is
closed following final settlement of the case.

Equipment:

The grantee must retain records of equipment acquired with SCWDB funds until
three years after its disposition (plus additional time beyond three years until
applicable litigation, audit findings or other claims have been resolved).

Applicants Determined Ineligible/ Refused Certification/ Otherwise Not Served:
The grantee shall retain all pertinent records of each applicant who is
determined ineligible. The grantee shall maintain a file with records of each
affected applicant for three years from the date of determining
ineligibility/refusal. The records shall indicate the reason for eligibility/refusal.
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Custody of Records:

Each grantee shall designate a records manager whose duties shall include
safeguarding records while allowing appropriate access and ensuring timely,
authorized disposal. The following are additional requirements for the custody
of records:

e Transfer- SCWDB may request transfer of certain records to its custody
from recipient organizations if the organization is no longer able to
maintain custody of those records.

¢ Discontinuance- The grantee must provide SCWDB with 30 days advance
notice if it intends to discontinue maintenance of its records before the
end of the mandatory retention periods indicated above.

Record Storage:

Records shall be retained and stored in a manner that will preserve their
integrity and admissibility as evidence in any audit or other proceedings. The
burden of production and authentication of the records shall be on the custodian
of the records.

Audit and Audit Resolution:
The grantee shall comply with the provisions for audit and audit resolution
described as follows:
¢ Audit- The following requirements apply to audits of grantees:
o Scope-At a minimum, SCWDB grantees shall be subject to
preliminary fiscal reviews and financial and compliance audits.
SCWDB reserves the right to conduct other audits and
investigations in accordance with applicable federal and state laws
or regulations.
o Grantees that are units of government or nonprofit organizations
shall have an audit that:

= |s on an annual basis, coinciding with the grantee’s normal
fiscal year. (SCWDB may authorize a biannual audit
period);

» |s completed within nine months after the end of the period
covered by the audit and submitted to SCWDB upon
completion.

= SCWDB may authorize an extension of the submittal date;

= |s an agency-wide audit that includes financial and
compliance coverage of the SCWDB program within its
scope;

= Complies with 2 CFR PART 200—UNIFORM
ADMINISTRATIVE REQUIREMENTS, COST PRINCIPLES,
AND AUDIT REQUIREMENTS FOR FEDERAL AWARDS
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o Grantees that are commercial organizations shall have an audit
that:

= |s usually performed annually, but not less frequently than
every two years;

= |s completed within nine months after the end of the period
covered by the audit and submitted to SCWDB upon
completion; SCWDB may authorize and extension of the
submittal date;

= |s either a grant-specific audit or an agency-wide audit.
This audit must include coverage of the SCWDB program
within its scope. The audit must be conducted and
prepared in accordance with generally accepted
government auditing standards.

Compliance with the audit requirements listed in this paragraph do not limit the
ability of authorized state or federal agencies to make or contract for additional
audits, evaluations or reviews, including regular monitoring of program
activities.

Monthly Income/Expenditure Reports (Adopted 1/29/2012)

All requests for reimbursements are due to the SCWDB Office by the 15" of the
month for the previous month’s expenses. The requests are approved by the
Workforce Center case managers and forwarded to his/her supervisor for
signature approval before being forwarded to the SCWDB Office.

The expenditures are approved by the SCWDB Executive Director and
forwarded to the SCWDB Fiscal Officer for a desk audit and proper payment
based on the funding stream indicated by the case manager.

The Fiscal Officer prints a check register for all payments to be processed and
the Executive Director approves by signature before forwarding to the Finance
Director of Charlotte County. The data is entered into the county fiscal system
and checks are printed by County and then delivered for signature to County
Treasurer and co-signed by the County Administrator. Checks along with county
printed check registers are returned to the SCWDB Office and mailed along with
copy of invoice. Checks are usually written at least twice a month. Payroll is only
once a month.

The SCWDB Fiscal Officer compiles an expenditure summary report for each
funding stream from QuickBooks by the 20™ of each month for the prior month’s
expenditures. The SCWDB Executive Director uses the reports to complete the
MEDR on an accrual basis.

Accruals are reported on the last day of each month in QuickBooks and included
in the monthly report to the SCWDB Executive Director as expenditures but so
noted as accruals on the MEDR. Unobligated funds are tracked using
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spreadsheets that the Fiscal Officer compiles that show the line items such as
rent, salaries, etc. that are not obligated and are reported as such.

Staff payroll is handled by Charlotte County Finance Director. The Executive
Director of the SCWDB notifies the Finance Director of salary amounts and
changes, if applicable. The SCWDB Chairman notifies the Finance Director of
the Executive Director’s salary amounts and changes, if applicable.

Staff leave is maintained by the Executive Director of the SCWDB.

Executive Director leave is maintained by SCWDB Chairman.

Signature of Executive Director:

Date:
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Title: Grievance Procedure Policy #. | 1.7

Effective 71112015 Revision | 4/20/2017

Date: Date: 4/21/2022
Purpose:

This policy is established by the South Central Workforce Development Board
(SCWDB) in accordance with Public Law 105-220 and in accordance with the
Code of Virginia and the United States Department of Labor for programs under
the Workforce Innovation and Opportunity Act (WIOA) Section 181 to outline the
grievance procedure for Workforce Area 8.

Policy:

Any individual or organization may file a grievance alleging a violation of the
Workforce Innovation and Opportunity Act, rules, regulation, grants, or other
agreements made under the Act by the Commonwealth of Virginia, its Workforce
Areas, sub-recipients, or contractors. Grievances, which do not involve a
violation of the Act, are not subject to this procedure.

This policy must be provided to participants and other interested parties
affected by the local workforce development system, including one-stop
partners and service providers. In addition, the SCWDB must make reasonable
efforts to ensure that affected participants, including persons who have limited
English proficiency, can understand the policy, such as oral interpretation and
written translation of both hard-copy and electronic materials in non-English
languages.

Procedures:

The SCWDB shall include in orientation to employees and participants a
discussion of their rights to file a grievance or complaint with the WIOA Title |
Service Provider, SCWDB, State or US DOL. Communication of the policy shall
be documented on a notification instrument for employees and program
participants, and such notification instruments shall be retained in the
individual’s file.

The SCWDB shall provide participants with the name, address and telephone
number of the local official to whom grievances and complaints shall be
directed:

Terra Napier, Executive Director
P. O. Box 580
Charlotte Court House, VA 23923
434-542-5871




SOUTH CENTRAL WORKFORCE DEVELOPMENT BOARD

Examples of who may file a grievance or complaint include the following:

Applicants or registrants for aid, benefits, services or training;
Eligible applicants/registrants;

Participants;

Employers;

Applicants for employment under WIOA;

Service providers; or

Eligible training providers.

Each grievance or complaint must be filed in writing within thirty (30) calendar
days of the alleged violation and must contain the following information:

The name, address and phone number of the person filing the grievance
or complaint;

The date of the alleged violation and the date the grievance or complaint
was filed;

The identity of the respondent;

A description of the allegations, which must include enough detail to allow
the reviewer to decide whether the allegations, if true, would violate any
of the provisions of WIOA; and

The signature of the person filing the grievance or complaint.

Methods of Resolution/Disposition of Complaint

Informal Resolution:
An informal meeting shall be called with all involved parties, either separately or
as a group, to discuss the incidents in question.

Solutions and/or decisions achieved as a result of the informal meeting(s) shall
be documented.

If a resolution and plan of action satisfactory to all parties involved cannot be
reached within 20 days from the date of original notification of grievance to sub-
recipient agency, the grievance must be forwarded with all related
documentation to:

Terra Napier, Executive Director
South Central Workforce Development Board
P. O. Box 580
Charlotte Court House, VA 23923

The SCWDB Executive Committee will review the grievance file and notify in
writing, all involved parties, of the time and place of a grievance hearing. The
grievance hearing will be held within 30 days of receipt of grievance file. In the
event of a conflict of interest, the complaint will be forwarded to the state EO
Officer for resolution.

Within five days of the grievance hearing, the SCWDB Executive Committee will
provide a written decision to the complainant and all applicable parties. The
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recommendation/decision shall be based on preponderance of the evidence and
shall include a determination of the issue to support the recommendation as well
as an explanation of the reasons for the recommendation. The recommendation
shall be based only on information which the parties have had the opportunity to
challenge through the hearing process. The final decision must be signed by the
SCWDB Executive Director, the SCWDB Chair and all members of the hearing
committee.

A decision of the SCWDB Executive Committee may be appealed to the Chief
Locally Elected Officials (CLEO) Board. Notice to appeal must be received by the
SCWDB Executive Director within 10 days of the notification of decision from the
SCWDB Executive Committee. The CLEO Board will then follow steps as outlined
above.

If the Grievant decides to appeal the SCWDB/CLEO decision, he/she must notify
the SCWDB Executive Director in writing of their intent within 5 days. The
SCWDB Executive Director will send documentation to the Workforce Innovation
and Opportunity Act Department under the VCCS. The grievance will then be
handled according to the rules and regulations of the VCCS. The Grievant will be
sent notification of this action and given a contact name and address in the WIOA
Department under the VCCS.

In the event that an acceptable resolution to the grievance is negotiated, a
memorandum of agreement shall be prepared by the SCWDB Executive Director
and shall list the provisions of the negotiated resolution and deadlines by which
the provisions must be accomplished. A copy of such agreement, once signed
by appropriate parties, shall be distributed as follows: the original to the
grievant, a copy to the respondent, a copy maintained in the SCWDB
Administrative Office.

Formal Resolution

Upon receipt of the grievance or complaint, the reviewer will provide written
notice to the grievant or complainant. The correspondence will be sent within
five (5) business days and must include the following:

e A summary of the allegations documented,;

e The date, time and place of the meeting or hearing with the reviewer;

¢ Notice that the grievant or complainant may be represented by an
attorney; and

¢ Notice that the grievant or complainant may present withesses and
documentary evidence.
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Individuals in grievance investigations are protected from retaliation and are
permitted to have translators, interpreters, readers and/or a representative of
their choice during the grievance process.

The SCWDB has a maximum of sixty (60) calendar days to conduct an
investigation of the allegations and offer a resolution to the complainant. If by
the end of the sixty (60) days from the date on which the complaint was filed the
SCWDB fails to issue a Notice of Final Action, the complainant or grievant may
file a complaint directly with the State WIOA administration entity (WIOA Title |
Administrator).

Notice of Final Action

Once the investigation is complete and a decision has been reached, a Notice of
Final Action must be sent to the grievant or complainant. If an informal
resolution was provided, the Notice of Final Action must summarize the agreed
upon resolution. If no informal resolution was provided, the Notice of Final
Action must contain the following:

e The reviewer’s decision and the reasons supporting the decision;

e A brief description of the investigation process employed to reach the
decision;

¢ Notice that, if dissatisfied with the decision, the grievant or complainant
may appeal to the Commonwealth of Virginia within 30 business days of
receipt of the Notice of Final Action; and

¢ Notice that the grievant or complainant may seek a remedy authorized
under another Federal, state or local law.

Processing of Complaints filed directly with the State, prior to South Central

In the case that a complainant files a grievance directly with the WIOA Title |
Administrator prior to South Central or before exhausting the process in the
preceding section with South Central, the grievant will be informed that they
must go through the local grievance process first.

Processing Appeals of South Central Grievance and Complaint Decisions at the
State Level

These grievances and complaints may be submitted by participants and other
interested parties affects by South Central, including one-stop partners and
service providers to WIOA Title | Administrator.

Filing an Appeal
The WIOA Title | Administrator will review:

e Appeals of decisions made by South Central during the grievance and
complaint process;



SOUTH CENTRAL WORKFORCE DEVELOPMENT BOARD

e Grievances or complaints alleging a violation of the requirements of the
WIOA filed by interested parties who have no recourse to the grievance
and complaint procedure of South Central, but who are affected by the
Virginia Workforce Programs; and

e Grievance or complaints from providers of training services who are
denied eligibility as a provider of on-the-job training or customized
training by a one-stop operator or whose eligibility is terminated, or
otherwise adversely affected, by South Central;

e Each direct grievance or complaint must be filed in writing within thirty
calendar days of the alleged violation. Each appeal must be filed, in
writing, within (30) calendar days from the date on which the Notice of
Final Action is received. All grievances, complaints, and appeals must
contain the following information:

o The name, address, and phone number of the person filing the
appeal;

o The identity of the respondent;

o A description of the allegation. This description must include
enough detail to allow the reviewer to decide whether the
allegations, if true, would violate any provisions of the WIOA;

o Pertinent dates, including the date on which the grievance or
complaint was filed at with South Central, the date of the alleged
occurrence for which the grievance of complaint was filed and the
date a written decision was issued (or should have been issued);

o If applicable, citations to the provisions of WIOA, the regulations,
etc. which are believed to have been violated;

o A statement disclosing other stops pursued at any level regarding
the grievance or complaint in question;

o A copy of the local Notice of Final Action, if such was rendered; and

o The signature of the person filing the appeal.

Methods of Resolution/Disposition of Complaints

Upon receipt of the written grievance, complaint, or request for appeal and all of
the pertinent information outlined above, the reviewer for the WIOA Title |
Administrator will provide the grievant or complainant, and respondent with a
written acknowledgement. This correspondence shall be sent within (5)
business days and include both a summary of the allegations submitted and an
offer to resolve the issues informally before rendering a decision based on the
written records. Finally, the acknowledgement will include a notice that the
reviewer will make their decision based on a review of the documentary
evidence presented.

If the parties to the grievance or complainant decline the opportunity to resolve
the issue informally, the reviewer will accept, reject, or modify the decision from
South Central based on a review of the evidence. The reviewer may also remand
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the grievance or complaint to South Central for further investigation. In any
case, the reviewer has a maximum of (60) calendar days to review the
allegations and offer a resolution.

Individuals in grievance investigations are protected from retaliation and are
permitted to have translators, interpreters, readers, and/or a representative of
their choice during the grievance process.

Notice of Final Action

Once the investigation is complete and a decision has been reached, a Notice of
Final Action must be sent to the grievant or complainant. If an informal
resolution was provided, the Notice of Final Action must summarize the
resolution agreed upon. If no informal resolution was provided, the Notice of
Final Action must contain the following information:

e The reviewer’s decision and the reasons supporting the decision;

e A brief description of the investigation process used to reach the
decision;

¢ Notice that, if dissatisfied with the decision, the grievant or complainant
may appeal to the Secretary of the United States Department of Labor
within (30) business days of receipt of the Notice of Final Action, and;

¢ Notice that the grievant or complainant may seek a remedy authorized
under another Federal, State, or local law.

Remedies That May Be Imposed

According to WIOA Section 181 (c)(3) remedies that may be imposed under this
section for a violation of any requirements of this title shall be limited to:

e Suspension or termination of payments under this title;

e The prohibition of placement of a participant with an employer that has
violated any requirements under this title;

e Where applicable, reinstatement of a participant of an employee, payment
of lost wages and benefits, and re-establishment of other relevant terms,
conditions and privileges of employment; and

e Where appropriate, to other equitable relief.

Record Keeping Requirements

Records regarding grievances and complaints must be maintained by all
recipients for at least three (3) years from the date of resolution of the grievance
or complaint. All records must include the following:

The name and address of the grievant or complainants;
A description of the grievance or complainant;

The date the grievance or complaint was filed;

The disposition (final action);
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e The date of the disposition of the grievance or complaint; and
e Any other pertinent information.

To the maximum extent possible, the identity of any person who has furnished
information relating to or assisting in an investigation of a possible violation of
the WIOA shall be kept confidential. The information may only be used for
purposes of:

e Record-keeping or reporting;
e Determining the extent to which an entity is operating its WIOA-funded
programs or activities in a non-discriminatory manner; or

e Other use authorized by the nondiscrimination and equal opportunity
provisions of WIOA.

Signature of Executive Director:

Date:
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South Central Workforce Development Board Area 8 (LWDA 8)
Grievance and Complaint Procedures

The grievance and complaint procedures for the South Central Workforce
Development Board (SCWDB) apply to alleged violations of the requirements of
the Workforce Innovation and Opportunity Act (WIOA). These grievances or
complaints may be submitted by participants and other interested parties
affected by the SCWDB system, including one-stop partners and service
providers.

Filing a Grievance or Complaint
All grievances or complaints must be submitted in writing to the SCWDB
Executive Director at the following address:

SCWDB Executive Director Terra Napier

Cl/o South Central Workforce Development Board
P.O. Box 580

Charlotte Court House, VA 23923

OR

Grievances or complaints may be submitted directly with the U.S. Equal
Employment Opportunity Commission at the following address:

Director, Civil Rights Center

U.S. Department of Labor

200 Constitution Avenue, N.W. Room N-4123
Washington, D.C. 20210

(202) 219-8927

Examples of who may file a grievance or complaint include the following:
Applicants and/or registrants for aid, benefits, services or training
Eligible applicants/registrants

Participants

Employers

Applicants for employment under WIOA

Service providers

Eligible service providers

NoakwonN=

Each grievance or complaint must be filed, in writing, within thirty (30) calendar
days of the alleged situation and must contain the following information:
1. The name, address, email and telephone number of the person filing
the grievance or complaint;
2. The date of the alleged situation and the date the grievance or
complaint was filed,;



SOUTH CENTRAL WORKFORCE DEVELOPMENT BOARD

3. The identity of the respondent (i.e. the individual or entity against
whom the grievance or complaint is alleged);

4. A description of the allegation(s). This description must include
enough detail to allow the reviewer to decide whether the allegation(s),
if true, would violate any of the provisions of WIOA; and

5. The signature of the person filing the grievance or complaint.

Methods of Resolution/Disposition of Complaints

The reviewer will provide, within ten (10) business days of receipt, written notice
to the grievant or complainant that the grievance or complaint has been
received. Such notice will include:

1. A summary of the allegation(s) submitted,;

2. A notice that the Executive Director may arrange for an informal
resolution to the complaint prior to the an official meeting or hearing;

3. A proposed date, time and place of the meeting or hearing with the
reviewer.

4. A notice that the grievant or complainant may be represented by an
attorney; and

5. A notice that the grievant or complainant may present witnesses and
documentary evidence.

The Commonwealth of Virginia’s discrimination complaint process includes sixty
(60) days for the SCWDB Executive Director to investigate and thirty (30) days
for a review at the State level, if warranted. If the complainant files with both the
SCWDB Executive Director and the DOL Civil Rights Center (CRC), the
complainant shall be informed that the SCWDB Executive Director has 90 days
to process the complaint and that CRC shall not investigate until the 90 day
period has expired.

Notice of Final Action

Once the investigation is complete and a decision has been reached, a Notice of
Final Action must be sent to the grievant or complainant. If an informal
resolution was provided, the Notice of Final Action must summarize the
resolution agreed upon. If no informal resolution was provided, the Notice of
Final Action must contain the following information:

1. The reviewer’s decision and the reasons supporting the decision;

2. A brief description of the investigation process implored to reach the
decision;

3. A notice that, if no decision is reached within sixty (60) days or if
dissatisfied with the decision, the grievant or complainant may appeal
to the Commonwealth of Virginia within ten (10) business days of
receipt of the Notice of Final Action; and

4. A notice that the grievant or complainant may seek a remedy
authorized under another Federal, State or local law.
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A complaint may be filed with the CRC within thirty (30) days of receiving the
Notice of Final Action.

Record Keeping Requirements

Records regarding grievances and complaints must be maintained for at least
three (3) years from the date of resolution of the grievance or complaint. All
records must include the following:

The name and address of the grievant or complainant;

A description of the grievance or complaint;

The date the grievance or complaint was filed;

The disposition (final action);

The date of disposition of the grievance or complaint; and
Any other pertinent information.

onhwnN~

To the maximum extent possible, the identity of any person who has furnished
information relating to, or assisting in, an investigation of a possible violation of
the WIOA shall be kept confidential. The information may only be used for
purposes of:

1. Record keeping and reporting;

2. Determining the extent to which an entity is operating its WIOA funded
programs or activities in a nondiscriminatory manner; or

3. Other use authorized by the nondiscrimination and equal opportunity
provisions of WIOA.

|, THE APPLICANT/PARTICIPANT, AGREE THAT | HAVE READ THE ABOVE
STATEMENT AND UNDERSTAND IT.

Signature of Applicant/Participant Date
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Title: Personnel Policy Policy#. | 1.8
Effective 71112015 Revision | 7/23/2020
Date: Date: 4/22/2021

6/10/2022
Purpose:

The purpose of the personnel policy is to provide guidance to staff regarding
employment practices, benefits, leave, termination, discipline and grievance.

Policy:

The Executive Director is employed by the Chief Local Elected Officials (CLEO)
and is the only staff member directly responsible to the CLEO. The staff,
through the Executive Director, is accountable to the CLEO. The Executive
Director shall be responsible for managing the SCWDB’s personnel and shall
have the direct responsibility for hiring as well as terminating an employee.
Employees hired by the Executive Director are “employees of record” of
Charlotte County, the current fiscal agent. Benefits are aligned with the County.

1.8.1 Proof of Citizenship/Immigration Law Compliance

The Immigration Reform and Control Act (IRCA) of 1986 requires the
SCWDB/County to determine an applicant's identity and employability at the time
of employment. Each employee must complete the Employment Eligibility and
Verification Form (Form 1-9) verifying his or her status of citizenship and furnish
documents to establish identity and employability on his or her first day of
employment with the County.

It is unlawful for the County/SCWDB to knowingly hire "unauthorized aliens." In
the United States, employment is limited to U.S. citizens, resident aliens ("green
card" holders) and individuals with special "work authorized" visas. Therefore,
all non-U.S. citizens and citizens will be required to show proof, after hiring, but
before starting work, of his or her right to work in the U.S.

1.8.2 Selection and Hiring

All position vacancies will be advertised in local newspapers, on the website
www.vcwsouthcentral.com, and listed with the Virginia Workforce Connection
except when a vacancy is filled from within existing staff. All SCWDB employees
will be hired solely on the basis of education/experience without regard to age,
color, race, sex (Including pregnancy, childbirth and related conditions, sex
stereotyping, transgender status, and gender identity), religion, national origin
(including Limited English Proficient), disability or political affiliation or belief
which will not interfere with performance of duties. So far as practical,
vacancies shall be filled by promotion from within when qualified employees are
available. When an employee is promoted, the salary shall be increased to the
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minimum rate for the higher class, but not less than the pay received for the
position held at the time of the promotion.

1.8.3 Probationary Period

Each new employee must serve a probationary period of ninety days. At any
time during this ninety-day period, the Executive Director may release the
employee or request him/her to resign without stating a reason should he/she
feel the employee is not meeting the required standards. During this ninety-day
period, the employee may resign without notice or statement of reason. Any
significant absence during the first 90 days will extend the probationary period
accordingly. The introductory period is used to evaluate employee capabilities,
work habits and overall performance.

1.8.4 Types of Employment

Permanent Full Time: All employees hired as full time with benefits.

Part Time/Temporary: Hours will be based on complexity of job and/or design of
grant funding position. Part-time and temporary staff will not receive benefits.

All employees are classified as either exempt or non-exempt under the
provisions of the Federal Wage-Hour Law. Exempt employees are not eligible for
overtime compensation. Non-exempt employees are eligible for overtime pay if
the work has been authorized by the supervisor. To be classified as an exempt
employee, the salary, nature of work, and duties must meet the specifications
for one of the following categories and other qualifications as defined by the
Department of Labor, Fair Labor Standards Act (FLSA): Executive (managerial),
Administrative (technical), Outside Sales or Marketing, Professional or Highly
Skilled Computer-related Occupation. Employees are informed of employment
classification and status as an exempt or non-exempt employee. Change in
classification and/or status due to position change will be made in writing by the
Executive Director.

1.8.5 Personnel Qualities and Quality of Work

The SCWDB provides public services and must earn and continuously maintain a
high position of respect to achieve success. Therefore, the following qualities
are considered essential for SCWDB staff: accuracy, cooperation, courtesy,
integrity, personal appearance, and punctuality. An employee's work must
consistently demonstrate high quality, accuracy and thoroughness in
accordance with standards set forth by management. Failure to maintain good
work quality or an appropriate level of work quantity may result in disciplinary
action up to and including immediate termination. In addition to performance
that can be measured in terms of quantity and quality of work or output, the
SCWDB is interested in other overall aspects of work habits such as
dependability in completing work assignments, presence and punctuality at
work, attitude toward other employees, supervisors, and customers, and
cooperation in the team effort of completing a job. Should an employee's
performance, work habits, overall attitude, conduct or demeanor become
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unsatisfactory, the employee will be subject to disciplinary action, up to and
including immediate termination.

1.8.6 Work Week

The work week will be based on 37.5 hours. Itis anticipated that all work can be
accomplished within that time period. Should the occasion arise where staff
need to work more than 37.5 hours in a week, they will be given compensatory
time. The Executive Director must approve all compensatory time prior to
usage. The Executive Director is authorized to establish the office hours based
on what best provides for smooth operations. Changes in work schedules will be
announced as far in advance as possible. Flexibility in the standard hours may
be needed to meet customer and/or work process requirements. Employees
may be required to work beyond their normal working hours based on the
SCWDB operations. Employees will be given as much notice as possible.
Overtime will be paid to non-exempt employees but must be pre-approved by the
supervisor.

1.8.7 Individual Work Schedules

Individual work schedules will be determined by specific job function and will be
scheduled accordingly by the Executive Director. Typically, the SCWDB does
not offer flexible work schedules; however, under certain emergency conditions,
a temporary flexible schedule may be established and modified by the SCWDB
within the limits prescribed by law, based on operating conditions and
requirements of the SCWDB so long as such schedule does not diminish
operational effectiveness or create an overtime liability that would not otherwise
occur. Each employee should consistently observe the schedule agreed upon.

1.8.8 Attendance and Punctuality

To maintain a productive work environment, the SCWDB expects employees to
be reliable and punctual in reporting for scheduled work. Consistent
attendance is expected and employees are to be at work and on time according
to their assigned scheduled workday.

Absenteeism and tardiness place a burden on other team members and on the
SCWDB. Ininstances where employees cannot avoid being late to work, or are
unable to work as scheduled, they should notify their supervisor as soon as
possible in advance of the anticipated tardiness or absence.

If an unscheduled absence is unavoidable because of iliness, accident or other
cause, the employee is required to phone and speak directly (or text directly)
with his or her supervisor regarding the absence, or to leave a phone number
where the supervisor can return the call at least one (l) hour prior to his or her
shift. This notification is required by the start of the normal work time and is
required for each day of unscheduled absence, unless the anticipated absence
period has been pre- approved.
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1.8.9 Leave Time

Recognized absences from work are listed below. Other requests may be
granted at the discretion of the Executive Director. In all instances, employees
should give as much notice as possible so the workload may be covered as
appropriate. The Executive Director approves or denies requests for leave of
staff and maintains the record of leave time for all staff. The Workforce
Development Board Chairman approves or denies requests of leave for the
Executive Director and the record of leave time.

Annual/Vacation (Revised January 24, 2008)

Each employee shall receive the following annual leave with pay per month
based on years’ experience with an accumulation from year to year not to
exceed 24 working days (192 hours). Leave is taken at the convenience of the
employee subject to the approval of the Executive Director. The Executive
Director’s leave is subject to approval by the SCWDB Chair. No leave may be
taken until accrued. In the event of resignation or dismissal the employee is paid
for accumulated annual/vacation leave. Leave is to be taken in no less than one-
half hour increments. Salaries will not be paid in lieu of vacation.

Less than 5 years=8 hours leave
5 but <10 years=10 hours leave

10 but<15 years=12 hours leave
15 but<20 years=14 hours leave
20 but<25 years=16 hours leave

The Executive Director maintains the leave record for the staff and the SCWDB
Chair maintains the leave record for the Executive Director.

Sick Leave (for non-hybrid employees-those hired prior to January 1, 2014)
Each regular full-time employee shall receive (9.38) hours sick leave with pay
per month with an accumulation from year to year. New employees will begin to
accrue sick leave for each full month of service on the first of the month
following their date of hire. While new employees begin to accrue sick leave
immediately, typically no paid sick leave can be taken for the first 90 days from
the date the new employee becomes eligible to accrue sick leave benefits.
Employees with ten or more years of continuous salaried service may be eligible
to receive payment for 25% of their unused sick leave balances up to a maximum
payment amount of $5,000.

Eligible employees may use sick leave benefits for an absence due to their own
iliness or injury, or the iliness or injury of an immediate family member. Sick
leave for an immediate family member is limited to spouse, child/step-child of the
employee, or parents of the employee. Use of sick leave for an immediate family
member is usually limited to 15 days per calendar year. Sick leave for an
immediate family member of more than five (5) consecutive days due to a
serious illness or injury requires approval under FMLA guidelines.
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Hybrid Employees

Employees hired after January 1, 2014 are considered hybrid Virginia
Retirement System (VRS) employees and will be subject to sick leave accruals
and carryover based on the offset of the short-term disability program and
related terms of the program. Employees considered hybrid employees are not
eligible for other sick leave benefits extended to non-hybrid employees of the
SCWDB.

Hybrid Sick Leave Credit - Sick leave will be credited on the following basis:

* Eligible full-time hybrid employees employed between January | and
June 30 are credited the entire sick leave credit on the first day of
their first full payroll period.

* Eligible Full-time employees participating in the hybrid VRS plan and
hired betweenJuly 1 and December 31 are credited 50% of the sick
leave credit on the first day of their first full pay period.

* Insubsequent years, the sick leave credit will be credited to eligible

hybrid employees on the first day of the first full payroll period in
January.

Eligible full-time hybrid employees hired from January 1 to June 30 in year one
of employment:
* Eligible hybrid employees working a 37.5- hour workweek-up to 8 days,
(60 hours).
Eligible full-time employees hired from July | to December 31 in year one of
employment:
* Eligible hybrid employees working a 37.5- hour workweek- up to 4 days,
(30 hours).

In subsequent years, eligible participating employees will receive sick leave
credits on January | for the calendar year on the following basis:

* Hybrid employees working a 37.5- hour workweek:

Years 0-4 8 days (60 hours)

Years 5-9 9 days (67.5 hours)

Years 10+ 10 days (75 hours)
If an employee is on leave without pay on the day that the family and personal
leave is granted, the family and personal leave credit is not granted until the
employee is on paid status. The sick leave credit does not accrue. No
carryover of the sick leave credit from year to year is allowed. Sick leave
credit balances are not paid out upon separation.

Participating hybrid employees can use the sick leave credit for:

*  When medically necessary and the employee is unable to perform the
essential functions of the position.

* Pregnancy and childbirth related medical conditions.
* Medically documented chronic conditions.
* Medical appointments that cannot be scheduled outside of work hours.
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During a calendar year, participating hybrid employees can use up to 33% of

their sick leave credit to care for immediate family members (defined for this
policy as parents, stepparents, spouse, children, stepchildren, siblings,
grandparents, grandchildren and any relative by blood or marriage or through
legal custody or guardianship who resides in the employee's home) in the
following circumstances:

e When a family member has a medical condition that requires the
employee to assist in the family member's care or in transporting the
family member.

* The death of a family member.

* Leave under the Family and Medical Leave Act (FMLA) (refer to FML

policy).

Hybrid Family and Personal Leave Credit-leave will be credited on the following
basis:

* Eligible full-time hybrid employees employed between January 1 and
June 30 are credited the entire family and personal leave credit on the
first day of their first full payroll period.

* Eligible full-time employees participating in the hybrid VRS plan and
hired between July 1 and December 31 are credited 50% of the family
and personal leave credit on the first day of their first full pay period.

* In subsequent years, the family and personal leave credit will be
credited to eligible employees on the first day of the first full payroll
period in January.

Eligible full-time hybrid employees hired from January 1 to June 30 in year one
of employment:
* Eligible hybrid employees working a 37.5-hour workweek- 4 days, (30
hours).

Eligible full-time employees hired from July 1 to December 31 in year one of
employment:

* Eligible employees working a 37.5- hour workweek- 2 days, (15 hours).

In subsequent years, eligible participating hybrid employees will receive
family and personal leave credits on January 1 for the year. Hybrid employees
working a 37.5- hour workweek receive 30 hours.

Eligible full-time hybrid employees are credited with additional time after
completing 10 or more years of service:
* Eligible hybrid employees working a 37.5 hours workweek with 10 or
more years of service receive 5 days (37.5 hours).
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If an employee is on leave without pay on the day that the family and personal
leave is granted, the family and personal leave credit is not granted until the
employee is on paid status. The family and personal leave credit does not
accrue. No carryover of the family and personal leave credit from year to year
is allowed, and credit balances are not paid out upon separation.

Non-hybrid employees are not eligible for the family and personal leave credits.

Maternity Leave

Maternity leave shall be authorized to begin when advised by a certificate from
the employee’s doctor. Accumulated sick leave and vacation leave may be used
(as well as FMLA) until exhausted and the employee may then be placed on leave
without pay until allowed by her physician to return to work. No employee may
be dismissed due to maternity leave.

Family and Medical Leave Act (FMLA)

The SCWDB will make every effort to provide guaranteed leave under the FMLA
policy at the sole discretion of the SCWDB. The SCWDB will normally extend up
to 12 weeks of unpaid leave to a regular full-time employee who has been with
the SCWDB for at least one (1) year and completed 1,250 hours prior to the date
on which the FML is to commence for the following reasons:

1. The birth or adoption of a child, or the placement of a child with the employee
in foster care.

2. To care for a spouse, child or parent with a serious health condition.

3. A serious health condition, which makes the employee unable to perform job
functions.

4. For any qualifying exigency arising out of the fact that a spouse, son,
daughter, or parent is a military member on covered active duty or call to
covered active-duty status.

Eligible employees are normally granted leave up to a maximum of 12 weeks
within any rolling 12-month period. Any combination of medical leave and family
leave may not exceed this maximum limit. The SCWDB requires that an
employee exhaust available earned personal/sick leave and vacation (annual)
leave, which does count toward the maximum of 12 weeks. The remaining leave
will be unpaid.

In general, a serious medical condition is one that prevents an employee from
working or performing other normal life activities. Also, an injury or illness that
results in the inability to work for more than five (6) consecutive days, or a
condition that requires ongoing medical treatment may be considered a serious
health condition; and as such, the SCWDB will document under FML.
Employees are required to notify the SCWDB Executive Director of any absence
resulting from an iliness of five (5) consecutive days or more. The SCWDB may
require that an employee obtain and show proof of medical certification to
substantiate the need for leave due to a serious health condition or one afflicting
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a covered family member and may require subsequent re-certification during
the leave.

FML may only be taken on an intermittent basis in the event of a certified medical
necessity for the employee or an eligible family member. In the event of the birth
of a baby or the placement of a child for adoption or foster placement, FML may
only be taken on a continuous basis. If both parents work for the SCWDB, only
one parent can be on FML at a time up to a total of 12 weeks combined for both
employees.

Elected medical and dental benefits will remain in force on behalf of the
employee during the leave. The employee will be required to pay his or her
portion of the insurance premium each month during the leave. Failure to adhere
to a payment schedule may result in loss of the insurance. Sick leave and
vacation (annual) leave will not continue to accrue while the employee is on
leave.

When FML ends, the SCWDB will make every effort to return the employee to his
or her same position in such a position is available or to an equal position for
which the employee is qualified. In an employee fails to report to work promptly
at the end of the leave and the SCWDB has received no notification for three (3)
days following the report to work date, the SCWDB will assume that the
employee has voluntarily terminated employment.

To request a leave of absence, the employee should contact the SCWDB
Executive Director. Employees will be provided the comprehensive policy and
appropriate forms to be completed by both the employee, and in some cases,
the employee’s (or employee’s family member’s) treating physician.

The SCWDB supports Armed Forces Service members, and as such, adds the
following provisions to the FML policy: Approval for leave is at the sole
discretion of the SCWDB. FML allows an eligible employee to take up to 12
weeks of leave in any rolling 12-month period for “any qualifying exigency” as
the U. S. Department of Labor (DOL) shall, by regulation, determine arising out
of the fact that the spouse, child or parent of the employee is on active duty or of
has been called to active duty in the Armed Forces to support a contingency
operation. (This qualification for FML is included as part of the combined total of
12 weeks as set forth in the foregoing policy in any one rolling 12-month period,
and will not extend the weeks of FML regardless of the qualifying event.)
Certification will be required as set forth by the DOL.

Service Member Family Leave

At the sole discretion of the SCWDB, the SCWDB will allow an eligible employee
who is the spouse, child, parent or “next of kin” (defined as the nearest blood
relative of that individual) of a “covered service member” to take up to 26 weeks
of unpaid leave in a single rolling 12-month period to care for the service
member. (Covered service member is defined as a member of the Armed
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Forces, including a member of the National Guard Reserves, who is undergoing
medical treatment, recuperation or therapy, is otherwise in outpatient status or
is otherwise on temporary disability retired list, for a serious injury or iliness.
Serious injury or illness is limited to an injury or iliness incurred by the member
in the line of duty on active duty in the Armed Forces that may render the
member medically unfit to perform the duties of the member’s office, grand,
rank or rating.) Certification will be required as set forth by DOL.

Service Member Family Leave is combined with all other FML, limiting FML for
the five qualifying events (12 weeks) plus Service Member Family Leave to a
combined total of 26 weeks of leave during any one rolling 12-month period.

The SCWDB will make every effort to return the employee to his or her same
position if such a position is available or to an equal position. If an employee fails
to report to work promptly at the end of the leave and the SCWDB has received
no notification for three (3) days following the report to work date, the SCWDB
will assume that the employee has voluntarily terminated employment. Benefits
may be affected under this leave as well. More information can be obtained by
contacting the SCWDB Executive Director.

Jury Duty Leave
Regular full-time employees are authorized to use jury duty leave or attendance
in court as a witness under subpoena as follows:
1. The SCWDB will make up the difference between the jury
compensation and their pay. Employee will need documentation of time
served and pay, or
2. The employee may receive regular leave pay and turn over the
compensation from the court to the SCWDB.
Should an employee be dismissed early, the employee is expected to report to
work that same day. Mileage pay or other expense items received is not
considered part of jury duty and is not deducted from the rate of pay.

Should jury duty extend beyond 30 days, the SCWDB will continue to provide
insurance benefits for the full term of the jury duty absence provided the
employee pays his or her portion of the premium. Failure to do so may result in
cancellation of the policy. Vacation, sick leave and holiday benefits will not
continue to accrue during an unpaid jury duty period.

The SCWDB encourages employees to vote in every national, state or local
election and employees are encouraged to plan their workday to vote before or
after the regular workday or during their lunch break.

Military Leave

An employee of the SCWDB inducted into the U.S. Armed Services is authorized
military leave of absence without pay. An employee on extended military leave
without pay will retain earned vacation and sick leave credits but shall not
accrue leave credits during the absence. Regular (not temporary) employees



SOUTH CENTRAL WORKFORCE DEVELOPMENT BOARD

shall be eligible for reemployment after completing military service provided
they receive an honorable discharge, length of service was not in excess of four
years and application for reinstatement is received within 60 days after release
from active duty for more than three months or 30 days after initial release from
active duty for training not less than three months. The SCWDB authorizes
military reserve training leave as leave without pay.

Administrative Leave

Administrative leave is authorized by the Executive Director to cover absences
necessitated by inclement weather, other unauthorized holidays and other
instances when employees are not required to be at work. An employee may be
placed on administrative leave with or without pay as determined by
circumstances for any valid reason when it is deemed in the best interests of the
SCWDB. When administrative leave is extended, employees who are in any other
prior approved leave (i.e., sick, military, etc.) will remain in that status.

Bereavement Leave

If an employee wishes to take time off due to the death of an immediate
family member, the employee should notify his or her supervisor immediately
for approval. Up to three days of paid bereavement leave will be provided to
eligible employees in regular fulltime positions. Bereavement pay is
calculated based on the base pay rate at the time of absence and will not
include any special forms of compensation, such as incentives or bonuses.
Any employee may, with the supervisor's approval, use any available paid
leave for additional time off as necessary. The SCWDB defines "immediate
family" as the employee's spouse, parent, grandparent, grandchild, child,
sibling (including half); the employee's spouse’'s parent, grandparent,
grandchild, child (including half), or sibling, specifically for this bereavement
policy. "Immediate family" would also include those members in a blended
family for the bereavement policy and family residing in the employee's
household wherein the employee is the legal guardian.

Authorized Holidays

New Year’s Day January 1

Martin Luther King Day Third Monday in January
George Washington Day Third Monday in February
Memorial Day Last Monday in May
Juneteenth June 19

Independence Day July 4

Labor Day First Monday in September
Indigenous People’s Day & Yorktown Victory Day Second Monday in October
Election Day First Tuesday in November
Veteran’s Day Second Monday in November
Thanksgiving Day Fourth Thursday in November
Day after Thanksgiving

Christmas Day December 25

10
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Employees will be notified of any other holiday proclaimed by the State of
Virginia. If a holiday falls on Saturday, the preceding Friday will be observed; if
it falls on Sunday, the following Monday will be observed. Holidays falling within
an employee’s vacation or approved sick leave will not be charged to vacation
or sick leave.

1.8.10 Emergency/Severe Weather Closings

In the event of severe weather conditions or circumstances requiring
emergency closings, the SCWDB will follow the decision of Charlotte County
Administration. The Executive Director will notify the staff of late openings or
closures. If the SCWDB offices are open, but the employee feels the conditions
are too hazardous to travel, the employee may take vacation.

1.8.11 Raises/Bonuses

The Executive Committee shall meet annually, prior to the adoption of the new
year budget, to approve cost of living raises. The Executive Director will
evaluate staff performance using an approved evaluation form; the Executive
Committee will evaluate the Executive Director. The Executive Committee may
recommend merit raises over and above the cost-of-living raises based on
evaluation (merit raises are not necessarily across the board) and the
availability of funds.

1.8.12 Travel

Employees of the SCWDB are authorized to drive any vehicles owned by the
SCWDB. Should an employee need to drive a personal vehicle for business, the
employee shall be reimbursed at a rate equivalent to what is paid by the Fiscal
Agent (County of Charlotte). Every effort should be made by the employee to
use SCWDB vehicles for business travel when available. If an employee elects
to drive his/her personal vehicle in lieu of a SCWDB vehicle, reimbursement shall
be at the rate of $0.20 per mile. When using a personal vehicle for business
travel, the mileage incurred by the employees for their commute to and/or from
work shall be deducted from the mileage amount subject to reimbursement.
Allowable expenses, if reported correctly on an expense voucher with original
itemized receipts, will be fees for conferences, taxis, expense of transportation,
tolls, parking, lodging, subsistence and other related costs. Alcohol is not an
allowable expense. Gratuities/tips are limited to no more than 20% for
reimbursement. A travel advance may be used if approved by the Executive
Director with appropriate documentation and the provided form. Travel shall be
by the method most beneficial to the SCWDB. Approved lodging rates for
overnight travel will be reimbursed according to the policy of the Fiscal Agent
(Charlotte County).

11
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1.8.13 Benefits

All full-time employees will receive benefits allowed by the County of Charlotte
which include, at a minimum, Worker’s Compensation, health insurance, life
insurance and the Virginia Retirement System.

1.8.14 Personal Appearance

Employees shall dress in a business manner appropriate to their job description.
Dress, grooming, and personal cleanliness contribute to the morale of all
employees and affect the business image that the SCWDB projects. During
business hours and while representing the SCWDB, employees are expected to
present a clean, neat and tasteful appearance. They should dress and groom
themselves according to the requirements of their positions and SCWDB
guidelines. This is particularly true when an employee's job involves dealing
directly with customers specifically or the public in general. Proper grooming
includes:

Personal Hygiene - Employees will maintain the highest
standards of personal cleanliness and hygiene at all times.

Hair, Beards and Mustaches - should be conservative, clean,

combed and neatly trimmed or arranged. Shaggy, unkempt hair is

not permissible regardless of length.

No clothing should be worn (displaying writing, pictures, or messages)
that may be considered inappropriate or offensive in any way.

While on the job and in situations where one may be representing the SCWDB,
it is expected that employees will exercise good judgment and
professionalism in appearance and action.

The Executive Director is responsible for enforcing this policy consistently
including counseling employees whose appearance is considered
inappropriate. Employees who continue to disregard this policy may be
asked to go home for a change of clothing and may not be paid for the time
away from work.

1.8.15 Resignation

Resignation is a voluntary act initiated by the employee to terminate
employment with the SCWDB. Although advance notice is not required and
employment is at-will, the SCWDB requests at least two weeks written notice in
advance of the last working date. The SCWDB Chair shall receive two weeks at
least four weeks written notice in advance of the last working date from the
Executive Director in the event of resignation. Resignations should state
reason(s) for leaving. An employee shall not set a date for
resignation/retirement to take effect and then begin a period of vacation
extending up to that date.
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1.8.16 Disciplinary Action and Separation from Service

The Executive Director has sole authority for disciplinary action or dismissal of
an employee for inefficiency, misconduct or other just cause. The employee
shall be given two weeks written notice of his/her dismissal and the reasons
thereof; a copy will be placed in the personnel file. The Executive Director will
report the circumstances concerning all dismissals and disciplinary actions to
the Chairman of the SCWDB.

The following is a list of violations that may result in disciplinary action or

dismissal:
[ ]
[ ]

Violations of safety rules and unsafe work practices.

Unlawful harassment.

Involvement with rumors, gossip, or inappropriate information
which inhibits the smooth functioning of the SCWDB or creates a
poor image of the SCWDB.

Absence from work without approval or failure to give proper notice
of absence.

Excessive absence or lateness.

Sleeping on the job during working hours.

Deliberate threats of violence or injury to another person.

Theft or removal of SCWDB property or that of other employees or
customers.

Repeated bad workmanship.

Conduct that disrupts business activities.

Excessive personal use of the phone or computer.

Participation in any form of gambling on SCWDB property or during
work hours.

Falsifying any SCWDB record or report such as an application for
employment, expense report, financial reports, time records, or
shipping/receiving records.

Insubordination or breach of established policies.

Speaking adversely about the SCWDB or its management may be
insubordination which may lead to immediate termination.
Conviction of a felony on or off the job which may be discreditable to
the SCWDB.

Incompetence or unwillingness to render satisfactory service.
Continued or gross neglect of duty or established safety
procedures.

Offensive conduct or language in public, or toward the public,
Executive Director or fellow employees, either on or off duty.

Use of intoxicants (drugs or alcohol) while on duty.

Carelessness or negligence with the monies or other property of the
SCWDB or taking any property of the SCWDB for his or her own
personal use or for sale or gift to others.
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e Has used or threatened to use, or attempted to use a personal or
political influence in securing promotion, leave of absence, transfer,
change of pay rate, or in any manner related to his/her work.

e Taking for his/her personal use from any person any fee, gift or
other valuable thing in the course of his/her work or in connection
with it, when such gift or other valuable thing is given in the hope or
expectation of receiving a favor or better treatment than that
accorded other persons. Nor shall he/she accept any bribe, gift,
token, monies or other things of value intended as an inducement to
perform or refrain from performing any official act. Nor shall he
engage in any action of extortion through his/her position with the
SCWDB.

e Divulging or discussing any SCWDB business not having previously
been made public or discloses confidential information to any
person unless directed to do so by the Executive Director and shall
not give out interviews or make public speeches concerning
information not previously made public.

e Bypassing the chain of command and the grievance procedure shall
be terminated without notice.

1.8.17 Drugs and Alcohol Use

The welfare and success of the SCWDB depends on the physical and
psychological health of all its employees. The abuse of drugs and alcohol poses
a serious threat to both the SCWDB and its employees. The SCWDB is
committed to providing a drug-free, healthy, safe and efficient workplace for its
employees. For that purpose, the SCWDB has adopted these policies:

* The unlawful manufacture, sale, purchase, transfer, dispensation,
distribution, possession and use/consumption of any controlled
substance (including alcohol) while on SCWDB premises or on the
premises of any of its customers while engaged in any work or while
representing the SCWDB is prohibited and may constitute grounds for
termination.

* Reporting to work under the influence of any illegal substance or
alcohol will be subject to discipline, up to and including termination.

» Each employee is responsible for promptly reporting any use of
prescribed medication that may affect the employee's judgment,
performance, or behavior to the supervisor.

Employees are directed to notify the Executive Director immediately of any
criminal charge for a drug-related (including alcohol) activity occurring in the
workplace, while on SCWDB business, or at any other time whether at work
or during personal time. Failure to inform the SCWDB of any criminal charge
(including criminal charges other than drug-related or alcohol- related
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charges) may lead to disciplinary action, up to and including termination of
employment.

Employees who drive assighed SCWDB vehicles and those whose job
responsibilities include operating a vehicle, are required to notify the
Executive Director in the event they receive a traffic violation conviction. The
report must be made the next working day after receiving such conviction.
Employees may be required to provide and maintain a satisfactory DMV
driving record in order to qualify to drive a SCWDB vehicle.

1.8.18 Drugs and Alcohol Testing
Employees are required to submit to a drug screen and alcohol test in the
following circumstances:

* Pre-Employment or Re-Employment Examinations: Candidates for hire
will be subject to testing for drugs and alcohol. Any candidate whose test
results, as confirmed by the test, are positive, or who refuses to submit
to testing, will not be hired.

* Reasonable Cause: An employee who appears to be unfit to perform his
or her normal duties may be required to submit to a drug or alcohol test.
Reasonable cause will be based on observation sufficient to lead a
prudent supervisor and a second member of SCWDB management to
suspect that the employee is not fit for work duty. By way of example, but
without limitation, any of the following conditions may comprise
reasonable cause:

Unexplained inability to perform normal job functions.
Slurred speech.
Smell of alcohol on breath.
Any unusual lack of physical coordination or loss of equilibrium.
Questionable behavior.
Any supervisor believing that there is reasonable cause to require an
employee to submit to a drug or alcohol test shall immediately notify the
Executive Director and will request a second member of management to
observe the employee's behavior. If it is determined that reasonable
cause exists, the following procedures shall be promptly followed:
The supervisor will advise the employee of the determination to
request a drug test and will arrange to have the employee transported
to the SCWDB'’s designated facility to conduct the necessary testing.
If the employee refuses to be tested, the supervisor will remind the
employee that he or she is required to submit to testing under SCWDB
policy, and that refusal to do so constitutes insubordination. If the
employee still refuses, he or she will not be forced to have a test
administered but will immediately be suspended from duty and will
either be asked to leave the premises or be transported home (based
on circumstances) pending review and possible termination.
The supervisor will document in writing the facts constituting
reasonable cause that the employee is under the influence of alcohol
or drugs. This documentation will be signed by the supervisor and a
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second observer.
Post-Accident Testing: Normally employees involved in a work-related
injury that is OSHA recordable, or involves a serious Workers'
Compensation claim, may be required to submit to a drug or alcohol test.
Any employee involved in a serious work-related accident (such as
damage done by the operation of any motor vehicle) may be required to
submit to a drug or alcohol test. The testing procedure will be handled as
outlined above. In the event of serious injury, prudent judgment must be
used by the supervisor as to when the drug or alcohol test is administered.

1.8.19 Problem Solving Process (Including Harassment)

Employees are encouraged to discuss work-related problems promptly with
their immediate supervisor. Clear communication is imperative to an efficient
working environment and a smooth business operation. Discussing personal,
work-related difficulties with other employees is strongly discouraged.

Generally, the following steps are provided to all employees for the settlement
of a problem regarding discrimination, harassment, or any other aspect of
employee-related policies, procedures or practices:

* Notify thesupervisor.

* Notify the Executive Director or his/her authorized designee if a
problem is not resolved with the supervisor in atimely manner or if the
problem involves the supervisor.

The SCWDB encourages all problems to be handled at the supervisory level,
however, the following exceptions are recognized as instances where the
employee should file a written statement with the Executive Director or
SCWDB Executive Committee:

*  When an employee suspects or has proof that an applicable law is being
violated.

* Involvement of the supervisor or a higher level of management and the
employee reasonably believes that the supervisor or higher level of
management may not be able to deal objectively with the situation.

Due to the sensitivity of complaints regarding violations of SCWDB policies
such as harassment and discrimination, all complaints will be handled as
confidentially as possible. An investigation will be conducted promptly.

In determining whether the alleged conduct constitutes prohibited
harassment in violation of SCWDB policy, the nature of the harassment, the
totality of the circumstances and the context in which the alleged incident
occurred will be investigated.
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No employee will be subject to retaliation for making a good faith complaint
under this policy or for assisting in a complaint investigation