RESOLUTION NO. _/// , SERIES 2017
A RESOLUTION APPROVING THE APPROPRIATION TO FUND AN
ANNUAL CONTRACT WITH HR ALLIANCE IN THE AMOUNT OF
$15,000.00.

SPONSORED BY: COUNCIL PRESIDENT YATES AND
COUNCIL MEMBERS LEET AND GREEN

WHEREAS, Ordinance No. 127, Series 2017, and Resolution No. 062, Series
2017, modified Metro's ethics tip line to establish a process for employees of Metro
Council to file a complaint of harassment;

WHEREAS, the Louisville Metro Council's amendments to the ethics tip line
requires the Louisville Metro Auditor to administer a contract with a Third Party
Investigator who will investigate all complaints from or regarding any Metro Council
members or employees of Metro Council; and

WHEREAS, in response to the Request for Proposal issued by Louisville Metro
Auditor, May Porter, for the Third Party Investigator, the HR Alliance submitted a
proposal (attached hereto) with the service and methodology it would use if selected as
the Third Party Investigator for complaints of harassment.

NOW, THEREFORE, BE IT RESOLVED BY THE LEGISLATIVE COUNCIL OF THE
LOUISVILLE/ JEFFERSON COUNTY METRO GOVERNMENT AS FOLLOWS:

SECTION I: The proposed annual contract with HR Alliance for Workplace
Investigation Services is hereby approved by the Legislative Council of the Louisville/
Jefferson County Metro Government as required in Louisville Metro Code of Ordinances

§ 39.140(F).



SECTION II: The $15,000.00 appropriation is hereby approved for a Service
Contract with HR Alliance for Workplace Investigation Services for one year from the
date of execution.

SECTION illI: This Resolution shall take effect upon its passage and approval.

H. Stephen Ott ;

David Yates
Metro Council Clerk President of the Council
/é} M wlzoln
/ Greg Flseher Approval Date
Mayor

APPROVED AS TO FORM AND LEGALITY:

. Conne LOUISVILLE METRO COUNCIL
\l}ltlal1":fr<;“:rl:cl)r‘1j 'Ccc))l?nty Atltlorney ADOPTED

BY: <§%[\ I Wt——__ | k. e pomr

R-139-17 Workplace Investigation Service Contract (9-19-17).docx
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Your Trusted HR Business Partner

Request for Proposal

Response to Louisville Metro Government

Submitted to:

May R. Porter, CIA
Internal Audit Director
Office of Internal Audit

Submitted By: Marcy Stevenson | President & CEO | 502.689.6009 | marcy@yourhralliance.com
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ALLIANCE
YOUB_T_RU_STED HR BUSINESS PARTNER

HR Alliance, LLC appreciates the opportunity to propose
Workplace Metro
Government. Our experience delivering client focused solutions

Investigation Services to Louisville

is extensive and reaches across multiple business sectors.

Cur partnership philosophy and our ability to tailor client specific
solutions enables our professional HR consultants to work
cohesively with our clients to deliver solutions that exceed their
expectations. By building strong relationships and focusing on
the needs of the clients first, we are able to understand and
deliver solutions, advance business results and minimize risk and

liability.
INTRODUCTION

HR Alliance is a full-service Human Resource solutions provider
based in Louisville, Kentucky at 1868 Campus Place, offering
human resources outsourcing and consulting services. The
company was founded with the vision of providing the highest
quality Human Resource services in the marketplace.

Our organization is comprised of industry professionals who
have provided years of outstanding HR leadership across a range
of industries. As a full-service provider, we at HR Alliance strive
to provide the most reliable and highest quality support to our
clients.
address the needs of the client first.

Our client-partners work with integrity and seek to

We work with small and medium sized organizations to provide
cost-effective, customized HR solutions that drive the required
results for the organization while providing an optimized
employee work experience.

HR Alliance Solutions for

Louisville Metro Government
N N O]

Our Vision:

To become the most trusted HR business
partner by providing businesses with all-in-one
HR solutions that powern business success so
they can free themselves from the

complexities of HR and focus on their business

Our Mission:

To offer innovative HR solutions by attracting
and retaining top talent, providing a best place
to work, delivering and measuring best
practices, and a commitment to providing

exceptional service with the utmast integrity.

Our Approach;

HR Alliance-engages with our partners to tailar
HR solutions that work for them, We cammit
to clear communication and collaboration. You

will have a true partner with HR Alliabce.
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Experience/Past Performance

Reference 1

Company:

Clark County, Indiana Government

Address:

Clark County Government Building
501 East Court Avenue

Jeffersonville, IN 47130

Reference Name:

Jack Coffman

Phone: 502-438-6992
Email: jeoffman@co.clarkin.us
Position/Title: Commissioner

Services Conducted:

Full-service HRO, Workplace Investigation (Sexual Harassment,
Hostile Work Environment)

Reference 2

Company:

City of New Albany & City of New Albany Police Department

Address:

311 Hauss Square, New Albany, IN 47150

Reference Name:

Mayor Jeff Gahan or Linda Moeller

Phone: 812-948-5333
Email: igahan@cityofnewalbany.com
Imoeller@cityofnewalbany.com
Position: Mayor
City Controller
Services Conducted: Full-service HRO, Workplace Investigation {Discrimination, Sexual

Harassment, Hostile Work Environment)
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Company:

Metropolitan Sewer District

Address:

700 W. Liberty Street, Louisville, KY 40203

Reference Name:

Lopez High

Phone: 502-587-0603
Email: high@msdlouky.org
Position: Chief Safety & Security Officer

Services Conducted:

Full-service HRO, Workplace Investigations (Discrimination,
Harassment, Hostile Work Environment)

Reference 4

Company:

Louisville Water Company

Address:

550 South Third Street, Louisville, KY 40202

Reference Name:

Michael Sturgeon

Phone: 502-583-6610
Email: msturgeon@lwcky.org
Position: HR Director

Services Conducted:

HR Management, Workplace Investigations (Sexual Harassment)
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MEET THE TEAM

HR Alliance is a full-service Human Resource solutions provider based in Louisville, Kentucky offering human resources
outsourcing and consulting services. The company was founded with the vision of providing the highest quality Human
Resource services in the marketplace. As we continue to grow, HR Alliance strives to be a one-stop Human Resource
solution. We are pleased to introduce you to the team who will be supporting this assignment:

Marcy is a local native who is passionate about serving others. World-class human
resources on a small business scale and budget....This is Marcy Stevenson’s passion,

Marcy Stevenson — Founder/President & CEO f —
and it is the mission that lies at the heart of the company she created — HR Alliance. A

Marcy is the Founder / President & CEO for HR Alliance and has over twenty A
combined years of consulting and senior level human resources experience, working -rLl*
with companies ranging from modest start-up organizations to large, multi-state and
multi-national companies understanding their unique Human Resource needs. Her experience spans from
private and public business sectors as well as specializing in government/municipalities entailing workplace
investigations, directing more mature, sophisticated HR organizations and the development of HR
departments from the ground up.

Marcy is a member of the Society for Human Resources Management (SHRM) and a member of the local
SHRM branch {(LSHRM). She is a Certified Professional with the Society of Human Resources Management
(SHRM-CP) and also holds a certification for Professional in Human Resources {PHR) by the Human Resources
Certification Institute. She is a frequent speaker to numerous seminars and organizations on strategic human
resources and management issues focusing on minimizing risk and liability.

Jennifer Wheatley — President/Owner & HR Consultant

Jennifer has expertise across all human resources disciplines, proving her to be a true, 1@; ""\h
seasoned generalist. With over 25 years of experience in human resource

management, she has consistently demonstrated an ability to succeed above and
beyond expectations. Jennifer has experience in multiple industries including
manufacturing/distribution, banking, and retail. Prior to starting her own practice,
Jennifer was a Senior HR Consultant with an HR consulting firm, where she supported
multiple clients, providing strategic and day-to-day HR consulting. In addition, Jennifer was previously
employed with JPMorgan Chase as a Vice President, Employee Relations Manager, where she championed
leadership coaching and development programs, partnering with leaders to help achieve business results. In
this role, Jennifer gained extensive experience conducting internal employee investigations relating to
harassment, code of conduct vielations and fraud allegations. With a strong edge towards employee
relations, training and development and HR compliance, Jennifer is a results-oriented, HR leader. Jennifer
has a simple formula for success which is to engage with her clients to understand their needs, to build
relationships and to deliver results in a flexible and fun manner.
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Jennifer is a SHRM Senior Certified Professional (SHRM-SCP) as well as a certified Senior Professional in HR
(SPHR). Jennifer is a member of the National Society for Human Resources Management, the Kentucky
Society for Human Resources Management where she serves on the State Council and the Louisville Society
for Human Resources Management (LSHRM), where she serves on the Board as the Director of Certification
and Member Development. Jennifer also is an adjunct professor at the University of Louisville.

Diane Asay — HR Consultant

Diane Asay is an experienced Human Resource Consultant and possesses over 10
years of human resource and organizational development experience and is well
versed in Kentucky and Federal wage and hour laws as having most recently worked
for the Kentucky Labor Cabinet. Diane’s expertise inciudes talent management
including full-cycle recruitment, workplace investigations, organizational
development, training, succession planning, leadership and management coaching.

Diane is passionate about helping businesses make the most of their resources and
talent. [
She had extensive experience in launching aggressive staffing levels and onboarding procedures in various
environments. She has in-depth experience and knowledge in all aspects of Human Resource such as, payroll,
recruiting, KPI tracking and reporting, and benefits administration.

Diane has worked with all levels of Management such as CEQ, CFO, Director of Operations, Plant Manager
and Supervisors as all levels in the organization.

ScoPE OF WORK

Workplace Investigations

As outlined in the below scope of work taken from the RFP, please find our proposal to your request as follows:

e Receive reports of alleged harassment from three sources:

1} Directly from complainant
2} The Ethics Tipline
3} From the complainant’s supervisor

s Review complaint to determine if complaint is vexatious or sufficient within 5 business days. Extensions maybe
granted.

e |nvestigate good faith complaints within 30 days. Extensions maybe granted.
* Prepare and present a written report of the results of the investigation.

+ Provide monthly status report, if there are any pending investigations.

+ Retention of workplace investigation services for at least one year.

+ Additional responsibilities as detailed in the attached Ordinance No. 127, Series 2017 and Resolution No. 062, Series
2017 .

Request for Proposal | Workplace Investigation
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BENEFITS

The benefits you will gain from partnering with HR Alliance for the above listed services include the following:

s Industry expertise — Expertise with workplace investigations within local government and municipalities
understanding the unique differences of the agency.

s Experience — Conduct workplace investigations to ensure the organization and its employee's best interests
remain protected. Reduce risk by establishing best practices to comply with federal and state laws, avoiding costly
lawsuits and minimizing liability or possible litigation.

¢ Cost savings — As a third-party provider, many businesses find it more cost-effective to outsource HR functions
including workplace investigations and report saving $25,000-3100,000 in reduced risks and legal fees by
implementing recommendations and working with HR Alliance.

¢ (Certified HR Team - Experienced, focused, and certified human resource professionals whao can provide hoth
strategic and tactical day-to-day expertise with workplace and human resource issues.

+ Efficiencies -Maintain an efficient and productive workplace by partnering with a strategic alliance to investigate
your workplace and creating greater efficiency within human resources systems helping your agency spend less
time worrying about compliance issues and more time dedicated to improving the efficiency and effectiveness of
the workforce.

TERMS & FEES

Our fee schedule is designed to provide the most accurate use of time and resources by allowing our clients to only pay
for exactly what they need when they need it all while working within their budget. We are pleased to offer the following
pricing to meet your changing needs:

Based on your RFP outline and assessed need for workplace investigation services, we recommend an hourly rate fee
schedule. Our hourly rate for these services is $125.00.

Ongoing, we recommend 10 hours per month for a 12 month annual renewable agreement. Our monthly fee for these
services would be $1,250. (local travel included)

Rollover hours: We will allow monthly rollover hours on a month by month basis. We will review the account regularly,
in coordination with you, and if hours are consistently going over or under the suggested monthly hours we will adjust the
monthly hours and fees accordingly.

Upon receipt of this signed HRO agreement, we can begin working with you as quickly as the following week or sooner if
required. We will record time in quarter hour increments and invoice monthly accordingly.

Either HR Alliance or Client may terminate this Agreement by giving thirty {30) days prior written notice of termination,

with or without reason after the initial 30 day period. Additionally, this Agreement shall be deemed immediately
terminated and HR Alliance is relieved of all responsibilities under the events as follows:

1) If Client declares insolvency, bankruptcy, or
2) If Client plans to close its operations, or

Request for Proposal | Workplace Investigation
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3) If Client decides to go out of business, or
4) If Client fails to meet their financial obligations to HR Alliance

Termination of this Agreement shall not affect the continuation of certain of the obligations of either party incurred during
the term of this Agreement.

Billing. Invoices are payable within 10 days of receipt.

Meeting Cancellation. Cancellation of a confirmed meeting requires a 24-hour notice to avoid invoicing at our hourly rate
of $125 per hour.

ADDITIONAL SERVICES & TERMS

SERVICES PROVIDED: HR Alliance will provide human resource services as agreed by the parties and listed on this
agreement. HR Alliance associates are not attorneys and cannot provide legal advice. We will generally discuss
employment laws and regulations, but will not give advice on application of the law to any particular circumstance. The
general information we provide is not a substitute for legal advice, and some situations may require the services of an
attorney.

RELATIONSHIP OF PARTIES: HR Alliance is an independent consultant to Client. The providing of human resource services
does not create an employer/employee relationship between HR Alliance, LLC and the employees of Client nor does it
create dual employer relationship between HR Alliance, LLC and Client. Client acknowledges that it is the employer of its
own employees for all purposes. HR Alliance will not exercise any control or authority over Client employees, and shall
not be considered an employer of Client employees for any purpose. Client employees are not beneficiaries of HR Alliance
and Client waives any right it may have to claim that HR Alliance is an employer of Client employees for any purpose and
agrees to indemnify and hold harmless HR Alliznce from any and all claims brought or asserted against it by Client’s
employees.

DEFAULT: An event of default shall include, but is not limited to: a) Failure of Client to pay a fee when due; b} Violation by
Client of any provision of this Agreement, which violation is not cured within 10 days of written notice from HR Alliance
to Client specifying the violation; c) Viclation by HR Alliance of any provision of this agreement which violation is not cured
within 10 days of written notice from Client to HR Alliance specifying the violation. Upon an event of default and expiration
of the applicable cure period, the non-defaulting party shall have the option, in its sole and absolute discretion, of
immediately terminating this Agreement. In the event such option is exercised, this Agreement shall terminate on the
date written notice of same is delivered to the defaulting party.

TERMINATION: Upon termination of this agreement, Client shall be entitled to retain all documents and reports prepared
for and previously delivered to the Client by HR Alliance. Client agrees to use such documents and reports only in
connection with the operation of its business.

CLIENT INFORMATION: During the term of this Agreement, HR Alliance will receive confidential information concerning
the employees, business and operations of Client ("Client Confidential Information"). HR Alliance shall maintain Client
Confidential Information in a confidential manner, and agrees not to disclose such information to any third party for any
reason, except as otherwise required by law.

If the HR Alliance receives from the Metro Government any “personal information” as that term is defined in Kentucky
Revised Statutes Section 61.931(6), the Contractor shall implement, maintain, and update security and breach
investigation procedures that are appropriate to the nature of the information disclosed, that are at least as stringent as
the security and breach investigation procedures and practices located at
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https://kydlgweb.ky.gov/Documents/Legal/InformationSecurityPoliciesProcedures.pdf, and that are reasonably designed
to protect the personal information from unauthorized access, use, modification, disclosure, manipulation, or destruction.

HR ALLIANCE INFORMATION: During the term of this Agreement, Client will receive proprietary forms and learn the
confidential business methods and techniques used by HR Alliance ("HR Alliance Confidential Information"). Client shall
maintain all HR Alliance confidential information in a confidential manner, and agrees not to disclose such information to
any third party for any reason, except as otherwise required by law.

JOINT COMMUNICATION: During the term of this agreement, Client and HR Alliance may agree to issue mutually agreed
upon media announcements regarding the commencement of this relationship and other mutually agreed upon media
announcements.

INDEMNIFICATION OF HR ALLIANCE: The Louisville and Jefferson County Metro Government agrees to indemnify, hold
harmless, and defend HR Alliance, to the extent Metro Government is liable under Kentucky law for injuries, damages, losses
or expenses, including attorneys' fees, arising out of or resulting, directly or indirectly, from Metro Government’s negligence
or willful misconduct, or breach of contract, provided that such claim, damage, loss, or expense is: (1) attributable to
personal injury, bodily injury, sickness, death, or to injury to or destruction of property, including the loss of use resulting
therefrom or breach of contract, or negligent acts, errors or omissions and (2) is not caused by the negligent act or omission
or willful misconduct of the HR Alliance. This Hold Harmless and Indemnification Clause shall in no way be limited by any
financial responsibility or insurance requirements and shall survive the termination of this Contract.

INDEMNIFICATION OF EMPLOYER. HR Alliance shall indemnify, hold harmless, and defend the Louisville and Jefferson
County Metro Government from all claims, damages, losses and expenses including attorneys' fees, arising out of or
resulting, directly or indirectly, from HR Alliance’s negligence or willful misconduct, or breach of contract, provided that such
claim, damage, loss, or expense is: (1} attributable to personal injury, bodily injury, sickness, death, or to injury to or
destruction of property, including the loss of use resulting therefrom or breach of contract, or negligent acts, errors or
omissions and (2} is not caused by the negligent act or omission or willful misconduct of the Louisville and Jefferson County
Metro Government or its elected and appointed officials and employees acting within the scope of their employment. This
Hold Harmless and Indemnification Clause shall in no way be limited by any financial responsibility or insurance
requirements and shall survive the termination of this Contract.

OTHER PROVISIONS:

A. This Agreement is the entire agreement and supersedes any previous agreement or representation with respect to the
subject matter between Client and HR Alliance,

B. This Agreement may not be altered or amended except by written agreement duly executed by Client and HR Alliance.

C. This Agreement may be executed in several counterparts, each of which shall be deemed an original. Such counterparts
shall together constitute but one and the same agreement.

D. The provisions of this Agreement shall be binding upon and shall inure to the benefit of the parties and their respective
heirs, executors, administrators, legal representatives, successors and assigns.

E. The headings of the paragraphs of this Agreement are inserted solely for the convenience of reference. They shall in no
way define, limit, extend or aid in the construction of the scope, extent or intent of this Agreement.
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In the event that any provision contained in this Agreement is held unenforceable by a court of competent jurisdiction,
the remaining provisions shall continue and nevertheless be carried into effect.

The failure of a party to enforce the provisions of this Agreement shall not be construed as a waiver of any provision or
the right of such party thereafter to enforce each and every provision of this Agreement.

Client shall not transfer or assign this Agreement without the advance written consent of HR Alliance, which consent
shall not be unreasonably withheld. It is expressly understood and agreed that this Agreement may be assigned by HR
Alliance at its sole discretion.

If legal actions or other proceedings, including arbitration proceedings, are brought for the enforcement of this
Agreement or because of an alleged breach, default or misrepresentation in connection with the provisions hereof, the
prevailing party shall be entitled to recover its reasonable attorney's fees and other costs incurred in such action or
proceeding from the unsuccessful party, in addition to any other relief to which they may be entitled.

Client and HR Alliance mutually agree that while this Agreement is in effect and for a period of one (1) year thereafter,
that neither Client nor HR Alliance will engage, hire or employ, directly or indirectly, by agreement or contract, any
employees of the other, unless express written consent is provided by both.

Any notice, request, demand or other communication required or permitted hereunder shall be deemed to be properly
given when placed in writing and sent certified mail return receipt requested, postage prepaid and addressed as set
forth below.

This Agreement shall in all respects be interpreted, enforced and governed under the laws of the Commonwealth of
Kentucky and the language of this Agreement shall in all cases be interpreted as a whole, according to its fair meaning,
and not strictly for or against either of the parties, regardless of which is the drafter of this Agreement.

{a} 1. Records Audit. HR Alliance shall maintain during the course of the work, and retain not less than five years
from the date of final payment on the contract, complete and accurate records of all of HR Alliance’s costs which are
chargeable to Customer under this Agreement; and Customer shall have the right, at any reasonable time, to inspect
and audit those records by authorized representatives of its own or of any public accounting firm selected by it. The
records to be thus maintained and retained by HR Alliance shall include {without limitation): {(a) payroll records
accounting for total time distribution of HR Alliance’s employees working full or part time on the work (to permit
tracing to payrolls and related tax returns), as well as canceled payroll checks, or signed receipts for payroll payments
in cash; (b) invoices for purchases receiving and issuing documents, and all the other unit inventory records for HR
Alliance’s stores stock or capital items; and {c} paid invoices and canceled checks for materials purchased and for
subcontractors’ and any other third parties’ charges.

(b} 2. Pursuant to KRS 45A.455:
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(1) It shall be a breach of ethical standards for any employee with procurement authority to participate directly in any
proceeding or application; request for ruling or other determinaticn; claim or controversy; or other particular matter
pertaining to any contract, or subcontract, and any solicitation or proposal therefor, in which to his knowledge:

{a) He, or any member of his inmediate family has a financial interest therein; or

{b) A business or organization in which he or any member of his immediate family has a financial interest as an officer,
director, trustee, partner, or employee, is a party; or

{c) Any other person, business, or organization with whom he or any member of his immediate family is negotiating
or has an arrangement concerning prospective employment is a party. Direct or indirect participation shall include but
not be limited to involvement through decision, approval, disapproval, recommendation, preparation of any part of a
purchase request, influencing the content of any specification or purchase standard, rendering of advice,
investigation, auditing, or in any other advisory capacity.

{2) It shall be a breach of ethical standards for any person to offer, give, or agree to give any employee or former
employee, or for any employee or former employee to solicit, demand, accept, or agree to accept from another
person, a gratuity or an offer of employment, in connection with any decision, approval, disapproval,
recommendation, preparation of any part of a purchase request, influencing the content of any specification or
purchase standard, rendering of advice, investigation, auditing, or in any other advisory capacity in any proceeding or
application, request for ruling or other determination, claim or controversy, or other particular matter, pertaining to
any contract or subcontract and any solicitation or propesal therefore.

(3) It is a breach of ethical standards for any payment, gratuity, or offer of employment to be made by or on behalf of
a subcontractor under a contract to the prime contractor or higher tier subcontractor or any person associated
therewith, as an inducement for the award of a subcontract or order.

4} The prohibition against conflicts of interest and gratuities and kickbacks shall be conspicuously set forth in every
local public agency written contract and solicitation therefore.

{5) It shall be a breach of ethical standards for any public employee or former employee knowingly to use confidential
information for his actual or anticipated personal gain, or the actual or anticipated personal gain of any other person.

(c) 3. HR Alliance shall reveal any final determination of a violation by HR Alliance or its subcontractor within
the previous five (5) year period pursuant to KRS Chapters 136, 139, 141, 337, 338, 341 and 342 that apply to HR
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Alliance or its subcontractor. HR Alliance shall be in continuous compliance with the provisions of KRS Chapters 136,
139, 141, 337, 338, 341 and 342 that apply to HR Alliance or its subcontractor for the duration of this Agreement.

Insurance Requirements:

A. Prior to commencing work, HR Alliance shall obtain at its own cost and expense the following types of insurance
through insurance companies licensed in the State of Kentucky. Insurance written by non-admitted carriers will also
be considered acceptable, in accordance with Kentucky Insurance Law (KRS 304.10-040). Workers' Compensation
written through qualified group self-insurance programs in accordance with Kentucky Revised Statutes (KRS 342.350)
will also be acceptable. HR Alliance shall not commence work under this Contract until all insurance required under
The Agreement has been obtained and until copies of policies or certificates thereof are submitted to Metro
Government and approved by the Metro Government’s Risk Management Division. HR Alliance shall not allow any
sub-contractor to commence work until the insurance required of such sub-contractor has been obtained and copies
of Certificates of Insurance retained by HR Alliance evidencing proof of coverages.

Without limiting HR Alliance's indemnification requirements, it is agreed that HR Alliance shall maintain in force at all
times during the performance of this agreement the following policy or policies of insurance covering its operations,
and require sub-contractors, if subcontracting is authorized, to procure and maintain these same policies until final
acceptance of the work by the Metro Government. Metro Government may require HR Alliance to supply proof of
sub-contractor’s insurance via Certificates of Insurance, or at Metro Government’s option, actual copies of policies.

B. The following clause shall be added to HR Alliance's {and approved sub-contractors) Commercial General Liability
Policies:

1. "The Louisville/lefferson County Metro Government, its elected and appointed officials, employees, agents and
successors are added as an "Additional Insured" as respects operations of the Named Insured performed relative to
the contract.”

C. The insurance to be procured and maintained and minimum Limits of Liability shall be as follows, unless different
limits are specified by addendum to the contract {(and such minimum limits shall not limit access to the full amount of
insurance available (whether through primary, excess or umbrella policies) on the HR Alliances or sub-contractor’s
policy(ies), if that/those policy(ies) provide for Limits above the minimumj):
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1. COMMERCIAL GENERAL LIABILITY: via the Occurrence Form, primary and non-contributory, with a $1,000,000
Combined Single Limit for any one Occurrence and $2,000,000 aggregate for Bodily Injury, Personal Injury and

Property Damage and Products/Completed Operations, including:

a. Premises - Operations Coverage
b. Products and Completed Operations
c Contractual Liability
d. Broad Form Property Damage
e Independent HR Alliances Protective Liability
f. Personal Injury
2. PROFESSIONAL LIABILITY (Errors and Omissions Liability): insurance policy, which includes a minimum

limit of liability of $1,000,000 for each Wrongful Act, and 52,000,000 aggregate limit. In the event that the Consultant's
policy is written on a "Claims Made" Form, the Consultant shall, after work has been completed, furnish evidence that
the liability coverage has been maintained for at least one year after completion of work, either by submitting renewal
policies with a Retroactive Date of not later than the date work commenced under this contract, or by evidence that
the Consultant has purchased an Extended Reporting Period Endorsement that will apply to any and all claims arising
from work performed under this contract.

D. ACCEPTABILITY OF INSURERS

Insurance is to be placed with Insurance Companies with an A, M. Best Rating of no less than "A- VI", unless proper
financial information relating to the Company is submitted to and approved by Metro Government's Risk Management
Division.

E. MISCELLANEOUS

1. The HR Alliance shall procure and maintain insurance policies and shall fumish Certificates of Insurance upon the
execution of the Contract. The Certificates shall include the name and address of the person executing the Certificate
of Insurance as well as the person's signature. If policies expire before the completion of the Contract, renewal
Certificates of Insurance shall be furnished to Metro Government at least fifteen (15) days prior to the expiration of

any policy(s}.

2. Upon execution of the contract, Certificates of Insurance as required above shall be furnished to:
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Louisville/Jefferson County Metro Government
Office of Internal Audit
609 W. Jefferson St

Louisville, KY 40202
3. Upon Renewal of insurance coverage (s), Certificates of Insurance evidencing renewal shall be furnished to:

Louisville/Jefferson County Metro Government
Office of Management and Budget

Risk Management Division

611 West Jefferson Street

Louisville, Kentucky 40202

4. CANCELLATION OR MATERIAL CHANGE OF COVERAGE: HR Alliance shall notify Metro Government’s Risk
Management Division of any policy cancellation within two business days of its receipt of same. Upon any material
change (changes that reduce/restrict limit or terms and conditions to your insurance coverage) in coverage as required
above, HR Alliance shall notify Metro Government’s Risk Management Division within two business days. If HR Alliance
fails to notify Metro Government as required by this Agreement, HR Alliance agrees that such failure shall be a breach
of this Agreement. Metro Government reserves the right to require the insurance policy(s) required above to be
specifically endorsed to provide notice of cancellation and/or material change of coverage in accordance with policy
provisions. When requested by the Metro Government, a copy of the policy endorsement shall be provided to Metro
Government’s Risk Management Division.

5. Approval of the insurance by Metro Government shall not in any way relieve or decrease the liability of the HR
Alliance hereunder. It is expressly understood that Metro Government does not in any way represent that the
specified Limits of Liability or coverage or policy forms are sufficient or adequate to protect the interest or liabilities
of the HR Alliance.
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| appreciate this opportunity to provide human resource consulting services to you. As you are ready to proceed with the

above processes, please indicate your acceptance of this proposal by signing below and returning a scanned/email copy
to marcy@yourhralliance.com.

Sincerely,

Marcy Stevenson, PHR
President & CEQ
HR Alliance, LLC

Acceptance: Louisville Metro Government
For: Workplace Investigation Services

By: !/
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Internal Workplace Investigation Process
Step 1: Define the Problem

We always begin every internal workplace investigation process by defining the problem or allegation
to better understand how to tackle the investigation. We will need to determine if the investigation is
going to pertain to a complaint, an accusation, employee misconduct or a rumor.

Step 2: Research Company Policy

We will research and review company policy and/or procedure, addressing rules of acceptable
behavior and practices through a policy and procedure manual or handbook and assess if the
information has been successfully communicated to all employees.

Step 3: Create the Framework for the Investigation

We will develop a roadmap for the investigation by identifying all parties involved, starting with the
person who made the complaint. Then we will move on to the accused and any witnesses. Witnesses
will have observed the issue or action that gave rise to the complaint or have firsthand knowledge
about the issue or complaint. This list will likely become more comprehensive after we have
interviewed the complainant and/or the accused.

Once we understand the complaint, we will determine the type of information we are seeking in the
investigation and develop interview questions accordingly. We may ask additional questions on the
spot based upon what is learned from the interview.

Step 4: Interview the Complainant, the Accused and the Witnesses

We will begin by explaining to the interviewee why they're involved in the investigation and the
importance of confidentiality. Since most employees are generally nervous about being involved in an
investigation, to ease the situation, we will ask the employee to describe the events as they
remember them. We will record only facts. As we follow the interview framework and the interview
progresses, we will continue to ask questions until we feel confident that we understand all accounts
and we've gathered all of the facts. If an interviewee references documents or other evidence, such
as e-mails, recordings, text messages or other materials, we will request copies as appropriate. We
will read back pertinent sections of our notes to ensure the responses are in agreement.
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Step 5: Determine if Any Corporate Policies Were Violated

Once we've concluded the interviews, we will review our findings against the policies referenced in
step 2 and make a determination if there was a policy violation.

Step 6: Consider Any Violations of State or Federal Laws

We will consider violations of state and/or federal laws. This may include, but is not limited to,
violations of HIPAA, OSHA, wage and hour provisions, EEOC, ADEA, NLRA, and other state and
federal laws and regulations. If there is a potential risk, we will notify you immediately to take
appropriate action for safeguarding employees and to mitigate employer risk and liability.

Steps 7 & 8: Draw Conclusions and Make Recommendations

After organizing our notes and reviewing the evidence, we will draw a conclusion and make a
recommendation. To keep it simple, it can take the form of:

« The complaint is founded, with a brief explanation.
« The complaint is unfounded, with a brief explanation.
« The investigation is inconclusive, with a brief explanation.

Our conclusion and subsequent recommendation will rely on the facts, taking into consideration any
applicable laws and fair and reasonability from both perspectives.

Step 9: Determine if Any Corrective Action is Necessary.

If the complaint is founded, action should be taken to prevent the behavior or situation from
recurring in the future. The punishment should be fitting to the crime, but more importantly, when
appropriate, the outcome will be directed toward making the behavior stop.

Step 10: Prepare a Formal Investigative Brief

We will close with a report of our findings. The investigative brief will be detailed and include all
evidence, statements and actions we followed in steps 1-9.




