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The Pennsylvania Human Relations Commission (PHRC) is the Commonwealth’s civil rights enforcement agency charged with preserving equality for Pennsylvanians covered under the Pennsylvania Human Relations Act and the Fair Educational Opportunities Act of the Commonwealth. The PHRC achieves its mission through investigation, identification and elimination of unlawful discrimination while promoting equal opportunity for persons within the covered classes.  The legal and administrative authority for the PHRC is set forth in Chapter 41 of The Pennsylvania Code,  issued under sections 7(a) and 9 of the Pennsylvania Human Relations Act (43 P. S. § §  957(a) and 959) (Appendix J); and the Pennsylvania Fair Educational Opportunities Act (24 P. S. § §  5001—5010) (Appendix K), among others.

The PHRC consists of a staff of approximately 101 professional staff located in four offices.  The central office, located in Harrisburg serves as the principal administrative center. Regional offices located Pittsburgh, Harrisburg and Philadelphia receive and investigate complaints brought by the public.   Each year, over 3,500 cases are investigated and closed by the Commission.

The current Case Management System (CMS), completed by Anteon Corporation in 2004, is at significant risk of catastrophic failure. Its underlying technology is no longer supported by its manufacturer (Microsoft). No tools are available to allow maintenance of the system, and the system itself is so poorly documented that troubleshooting must be performed using trial-and-error methods. This dire situation has been compounded by the exodus of trained IT staff from Commonwealth employment. Less experienced staff are now left to do their best under these formidable constraints.

With this backdrop, the PHRC must upgrade and modernize its Case Management System. This modernization effort also presents the PHRC with the unique opportunity to reengineer its case management processes.  PHRC is now working through a pilot process to improve its case handling procedures.  

Thus, the scope of the present work includes both the technical issues or moving the current system to a stable, supportable platform, and then creating a new system to support the reengineered case processing process. 

The Reengineering Effort

It has been determined that case flow through the PHRC can be greatly improved through a reduction in the number of handoffs that take place as a case moves toward closure. In order to accomplish this goal, it is necessary to examine each step in the case process to determine whether that step is necessary, whether the step might be combined with another step, and if the step is truly necessary, whether the step needs to be carried out by different individuals.

Clearly, this massive effort will be neither quick nor easy; however, the potential payoff is enormous for the agency, ant the public it serves.

[bookmark: _Toc358369918][bookmark: _Toc393179428]Purpose of this Document

This document provides a description of how PHRC's case management system will support the reengineered case management business process. In the pages that follow, we describe interaction with the new system using both textual and graphical representations. The quality and completeness of this work directly affects the new case management system that will be built to automate the process described herein.
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For clarity, conciseness, and ease of reference, we provide following terms, acronyms, and abbreviations are used throughout this document. A more extensive glossary is provided in Appendix A.


	Term
	Definition

	Case Audit
	A supervisor-triggered activity where the supervisor queries cases in an HRR's caseload, looking for particular items of interest. The resulting list is an item for discussion between the supervisor and the HRR.

	Case Chronology
	A list of events for a case including such items as the event date, event description, investigator name, and action.  

	Case
	A complaint is referred to as a case and may contain multiple counts. A count consists of one act of harm and one protected class. CMS complaints are distinguished by jurisdictional area: employment, education, housing, commercial property and education.

	Constructive Action
	Action taken by the complainant to ameliorate the harmful situation, such as resigning from employment or requesting a transfer.

	Decision Maker
	A principal in a case involving "similarly situated" persons where the decision maker is empowered to enforce rules. A decision maker is important in cases where rules are alleged to have been applied in a manner that results in illegal discrimination.

	Direct Evidence
	Documentary evidence of illegal discrimination, such as a letter terminating an employee because of his disability. Direct evidence of a particular act of harm obviates the need for proof guidance in that case.

	EEOC
	The federal Equal Employment Opportunity Commission

	HUD
	The federal Housing and Urban Development agency

	Lukus Case
	A case that is initially filed with EEOC; EEOC transmits these complaints to PHRC; PHRC records all relevant data for those cases and holds these cases in abeyance pending action by EEOC.

	MOC
	Abbreviation for Method of Contact.

	Notification
	A notification is an event that has been completed.  Notifications also include RFIs that have a responsible party.

	PHRC
	A general reference to the Pennsylvania Human Relations Commission

	Proof Guidance
	Describes 1) what must be achieved to establish a prima facie case of unlawful discrimination 2) whether the respondent can provide a non-discriminatory reason for the apparent discriminatory action or inaction and 3) that the reason given for the non-discriminatory action is merely a pretext for unlawful discrimination. The sole exception to this pattern is the Mixed-Motive Proof Guidance in Pennsylvania Fair Educational Opportunities Act (PFEOA) cases where the applicability of the PFEOA may be challenged by the respondent.

	Projected Activity
	Pertains to the next action to be taken as determined by a case audit.

	RFI
	Request for Information: Initial contact-- usually by telephone or walk-in--that is not directly related to an active PHRC case. 

	Similarly Situated
	One of the tenets of establishing that illegal discrimination has occurred is to show that similarly situated persons who are outside of the protected class were treated differently by the Respondent.

	Task
	A task is an event that has not been completed. 

	TEAPOTS
	“Title VIII Automated Paperless Office Tracking System":  an automated system used by HUD in the investigation and tracking of complaints and compliance reviews. The scope of this system also includes “minimal” tracking of cases filed under Title VI of the Civil Rights Act, Section 109 of Title I of the Housing and Community Development Act, Section 504 of the Rehabilitation Act, the Age Discrimination Act, and the Americans with Disabilities Act.

	Use Case
	A structured, step-by-step description of a business process.



[bookmark: _Toc358369920][bookmark: _Toc393179430]Goals and Objectives 

The main goal of the system is to replace PHRC's legacy CMS with a product that is sustainable and adaptable to PHRC's evolving business needs.

Measurable success factors for the replacement system are:

· Number of cases docketed per investigator per quarter. Determines the efficiency of the Intake process.
· Median Regional Office case age per quarter: Provides a gross indication of overall Investigation process efficiency.

· Resolutions per HRR per quarter: Indicates whether the new system is helping investigators be more efficient

· Quality of case resolutions: An average score per case per quarter.
          
Except for the "Quality of case resolutions" metric, the baseline period will be 7/1/13 through 6/30/15. The "Quality of case resolutions" period will be 10/1/14 through 9/30/15.

[bookmark: _Toc358369922][bookmark: _Toc393179431]Work Processes

The work processes critical to the resolution of a complaint are described in the text and below. We expand each of these work processes into a step-by-step interaction with the computer, called a use case.

All significant case actions are automatically logged in the case chronology. All current CMS case flow is controlled by "events" that may or may not change the status of a case.

Request for Information (RFI): A clerical staff member creates an RFI whenever individuals contact PHRC requesting non-case related information, CMS will track such a request as an RFI (Request for Information). An existing RFI can be associated with a case after the case is created. If the RFI pertains to a matter that might become a case, the Clerical staff member determines jurisdiction, and routes call to intake personnel who complete initial information gathering and mail cover letter and forms to complainant.

Under the replacement CMS, it is expected that the current RFI process will become part of the Intake process. A new "non-investigational" case type shall be defined for this purpose. A "non-investigational" case shall have the ability to become a regular investigational case in the normal course of case process flow. Hence, the RFI, as such, will no longer exist.

Intake: Upon return of completed questionnaire and forms, creates CMS case. Assessor or intake specialist confirms jurisdiction.

Create Draft Complaint:  Upon receipt of completed questionnaire, intake specialist contacts complainant and completes draft complaint for Complainant signature. Complainant signs and returns complaint, which is scanned and logged into CMS.  Respondent's name and address are verified and Intake analyst submits complaint for docketing.

Docketing: Intake supervisor dockets complaint and assigns to Human Relations Representative (HRR) Investigator. Clerk copies docketed complaint. An investigator can be assigned to multiple related cases at this time.
 
Service:  HRR prepares document and data (D&D) request, which is approved by team leader prior to mailing (as service packet) by clerk. 

Mediation Attempt: Investigator contacts Respondent to offer mediation. If mediation successful, case closed; otherwise, case proceeds.

Investigation: Investigator determines strategy, may request additional documents and may convene a fact-finding conference. 
Sub-process: A fact-finding-conference may be convened in support of the D&D activity.

Analysis: Investigator determines whether probable cause exists and prepares conclusions for supervisory review. If no probable cause, Complainant and Respondent notified. Case is closed.

Finding and Legal Review: Investigator completes Formal Findings of Probable Cause, which are submitted for Legal review and approval.

Conciliation Effort: A Conciliation / Settlement conference is convened. If settlement reached, case is closed. If not case scheduled for Public Hearing.

Public Hearing: A public hearing is convened to establish discrimination and order remedy for the situation. Regardless of outcome, review by court is a possible outcome. 
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Description: This use case describes the means by which a draft complaint is created from an intake questionnaire. The diagram for this process is in Figure 2. 

Input: Questionnaire completed by Complainant
Objective: Produce Draft Complaint
Participants: Clerical staff, Intake Supervisor, Intake HRR
Pre-Conditions: None
Post-Conditions: 
1. Case created in CMS.
2. Draft complaint ready for supervisor review.

Main Success Scenario

1. Clerical staff receives complaint questionnaire.
2. Clerical staff enters information identifying Complainant and Respondent.
3. Clerical triggers notification to Intake Supervisor of completed data entry.
		3.1 Clerical hand carries questionnaire to Intake Supervisor.

4. Intake supervisor assigns case to Intake HRR.
	4.1.	Supervisor inspects case log to determine appropriate Intake HRR.
	4.2. 	Supervisor updates case in CMS with Intake HRR assignment and date assigned.
5. The system notifies Intake HRR of case assignment.
6. Intake HRR enters Protected Class(es), Act(s) of Harm, Counts, Relief Requested, Characters, and other case-related contacts, and supporting information for count(s).
7. Intake HRR completes all required preliminary investigative work, updates CMS and creates draft complaint.
8. The system notifies Intake Supervisor that draft complaint has been completed.

Alternate Flows:
8.a. Untimely Draft Complaint
8.a.1.	System notifies supervisor 6 days (2 days for housing) after assignment that draft complaint has not been completed.
8.a.2.	Supervisor determines reason for untimely work. 
8.a.3. Resume at Step 5.

8.b. Complaint Non-Jurisdictional.
8.b.1.	HRR determines that complaint is non-jurisdictional.
8.b.2.	HRR submits case for suspension in CMS.
8.b.3.	The system notifies Intake Supervisor of complaint status.
8.b.4.	The Intake Supervisor suspends case.
6.b.5.	Process terminates.

8.c. Complainant Drops Complaint
8.c.1.	Complainant is non-responsive or informs Intake HRR that he/she no longer wishes to pursue the complaint.
8.c.2.	HRR makes appropriate entries in CMS.
8.c.3.	The system notifies Intake Supervisor of complaint status.
8.c.4.	The Intake Supervisor suspends case.
8.c.5.	Process terminates.

[bookmark: _Ref393100255]Figure 2: High-Level Intake Process Use Case

[bookmark: _Toc379809404]Figure 3: High-Level Intake Business Process (Business Process Modeling Notation - BPMN)
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The docketing process triggers the beginning of the Investigation process. It is essentially a matter of assigning an investigator to a case. The Investigation process comprises several sub-processes. We describe each of these in the form of a system use case. At a high level, the goals of this process are to:
· Gather all facts relevant to the case.
· Attempt conciliation or mediation.
· Complete analysis of facts of the case.
· Determine whether probable cause exists.
The process begins once case is docketed (last activity of Intake).
The outcome of this process is case closure.

Note: Litigation can occur at any point and interrupts the usual process flow. Also, mediation may be agreed upon by both parties or the Complainant may drop his or her complaint at any point, all of which stop the process as documented below.

Supporting system features:
· Investigator's dashboard
· Supervisor's dashboard
· Case Chronology
· Case Search
· Workflow support 
· Ticklers, reminders, and notifications

We describe each process through the industry-standard Use Case method. The use case method describes the interaction of an actor (user) with the system. Each step in the scenario is numbered, and alternate paths are provided for. The key idea is to describe the functions of the system in the context of the business processes that it supports.

Investigation Business Use Cases

The general Investigation process is provided below in four business use cases. Specific (testable) system use cases for Investigation functions will be provided once screens are finalized. The general Investigation process flow occurs in four phases: 
1. Complaint Initiation
2. Data gathering
3. Analysis and Continued Investigation
4. Final Analysis and Closure.

Clerical staff, investigators, supervisors, and legal staff participate in varying degrees throughout the process. A high-level business process diagram is given in Figure 4.
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[bookmark: _Ref393101294]Figure 5: High-Level Investigation Process (BPMN)
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Use Case 1: Complaint Initiation

Description: This use case describes the earliest events in Investigation process, from case folder delivery to the investigator to 

This process is shown graphically in Figure 3.

Note: Conciliation, settlement, or motions filed by the Respondent can occur at any point in this process. These alternate flows are not shown below because their processes are human-centered and highly variable.

Input: Notification of case docketing (assignment of investigator) Physical file delivered to Investigator. (Note: This occurs in groups of seven cases.)
Objective: Notify Complainant and Respondent of Complaint; schedule fact-finding conference, initiate request for data and documentation from Respondent.
Participants: HRR Supervisor (Investigation), Investigation HRR, Service Clerk
Pre-Conditions: 
1. Case has been docketed. 
2. Physical folder delivered to Investigator.
Post-Conditions: 
1. Service packet delivered to Respondent.
2. Fact-finding conference scheduled.
3. Case file returned to Investigator.

Main Success Scenario
9. Clerical staff delivers a group of seven cases Investigation HRR Supervisor.
10. HRR Supervisor conducts quality review of the cases.
a. HRR Supervisor may confer with Intake HRR or Legal as needed.
11. HRR Supervisor forwards cases to Investigator.
12. Investigator receives cases and creates a draft request for relevant data and documentation (D&D) from the Respondent.
13. Investigator schedules fact-finding conference.
14. Investigator returns the case file and D&D request to supervisor.
15. HRR Supervisor conducts quality review of the D&D request.
a. HRR Supervisor may request Investigator make changes to the request.
16. Investigator finalizes D&D request and submits the case to the service clerk for service.
17. Service clerk prepares service packet and scans non-CMS-generated documents.
18. Service clerk returns file folder to investigator.

Alternate Flows:
None.
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Use Case 2: Data gathering

Description: This use case outlines the steps taken to gather all data and documents sufficient for an initial analysis of a complaint.

This process is shown graphically in Figure 4. 

Note: Conciliation, settlement or motions filed by the Respondent can occur at any point in this process. These alternate flows are not shown below because their processes are human-centered and highly variable.

Input: None. 
Objective: Provide the Investigator with sufficient data and documentation in order to verify Proof Guidance for each count and to create a preliminary analysis for the complaint.
Participants: Investigation HRR, Legal
Pre-Conditions: Completion of service packet.
Post-Conditions: 
1. All document and data requests complete.
2. Proof Guidance verified.

Main Success Scenario
1. Service clerk returns file folder to investigator.
2. Investigator Establishes ticklers for 10 and 30 days from date of service.
a. 10 working days for telephone follow ups to Respondent and Complainant
b. 30 calendar days for receipt of D&D from Respondent
3. Ten working days after service date, Investigator telephones both the Complainant and the Respondent using the respective 10-day call templates.
4. No later than 30 calendar days from date of service, Investigator verifies Proof Guidance.
5. Based on results of Proof Guidance, Investigator sends follow-up D&D request to Respondent.

Alternate Flows:
3.a. Non-Responsive Complainant
3.a.1.Complainant cannot be reached by telephone after 2 attempts. 
3.a.2. Follow up letter sent to Complainant.
3.a.3. Tickler set for 7 days.
3.a.4. If no response from Complainant, case submitted for administrative closure.

3.b. Respondent Non-Responsive.
3.b.1.Investigator generates Rule-to-Show Cause letter.
3.b.2. Legal pursues Rule-to-Show Cause.

4.a. D&D Extension Requested
4.a.1.	Respondent requests extension to 30-days given for D&D.
4.a.2.	Investigator grants extension and sets ticker for new date.
4.a.3. Process resumes at step 4.

[image: C:\Documents and Settings\Administrator\Desktop\Image2.EMF][bookmark: _Ref387326578][bookmark: _Toc392848612]Figure 7: Data Gathering

 

Use Case 3: Analysis and Continued Investigational Activities

Description: During the analysis and continued investigation process, outstanding evidence material to the complaint is gathered until it is sufficient to support a final analysis that leads to a finding either of probable cause or no probable cause. A fact-finding conference might have been completed.

This process is shown graphically in Figure 5. 

Note: Conciliation, settlement or motions filed by the Respondent can occur at any point in this process. These alternate flows are not shown below because their processes are human-centered and highly variable.

Input: None. 
Objective: Provide the Investigator with sufficient data and documentation in order that a finding of probable cause or no probable cause may be rendered.
Participants: HRR Supervisor (Investigation), Investigation HRR
Pre-Condition: Counts and proof guidance have been finalized and verified.
Post-Condition: Sufficient data and documentation have been gathered to provide the basis for a finding of probable cause or no probable cause.

Main Success Scenario

1. Based on information received from the Respondent, the Investigator sends a rebuttal request to the Complainant. (Note: The Complainant is not required to respond.)
2. Investigator prepares preliminary analysis.
3. Preliminary analysis conveyed to supervisor who approves it or recommends modifications.
4. Investigator may convene a fact-finding conference (in approx. 15% of cases).
5. Investigator pursues continuing investigational activities until such time as a final analysis can be prepared.

Alternate Flows:
4.a. Amended Complaint
4.a.1. Based on results of fact-finding conference and rebuttal information received from the Complainant, the Investigator may amend the complaint.
4.a.2. The amended complaint is forwarded to the service clerk for service.
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[bookmark: _Ref387390777][bookmark: _Toc392848613]Figure 8: Analysis and Continued Investigational Activities

Use Case 4: Final Analysis and Case Closure

Description: The Investigator completes the analysis work for the case, with a determination of probable cause or no probable cause. For cases of probable cause, a conciliation conference is convened; otherwise, the case is closed.

This process is shown graphically in Figure 6.

Note: Conciliation, settlement or motions filed by the Respondent can occur at any point in this process. These alternate flows are not shown below because their processes are human-centered and highly variable.

Input: None. (Triggered by completion of service packet)
Objective: Provide the Investigator with sufficient data and documentation in order that a finding of probable cause or no probable cause may be rendered.
Participants: HRR Supervisor (Investigation), Investigation HRR
Pre-Conditions: Case has been docketed.
Post-Conditions: 
1. Service packet delivered to Respondent.
2. Fact-finding conference scheduled.
3. All document and data requests complete.
4. Proof guidance verified.
5. Conciliation / settlement process is initiated or case is closed.

Main Success Scenario

1. Clerical staff delivers a group of seven cases to the Investigation HRR Supervisor.
2. HRR Supervisor conducts quality review of the cases.
a. HRR Supervisor may confer with Intake HRR or Legal as needed.
3. HRR Supervisor forwards cases to Investigator.
4. Investigator receives cases and creates a draft request for relevant data and documentation (D&D) from the Respondent.
5. Investigator schedules fact-finding conference and prepares D&D request.
6. Investigator returns the case file and D&D request to supervisor.
7. HRR Supervisor conducts quality review of the D&D request.
a. HRR Supervisor may request Investigator make changes to the request.
8. Investigator finalizes D&D request and submits the case to the service clerk for service.
9. Service clerk prepares service packet and scans non-CMS-generated documents.
10. Service clerk returns file folder to investigator.
11. Investigator Establishes ticklers for 10 and 30 days from date of service.
a. 10-days for telephone follow ups to Respondent and Complainant
b. 30 days for receipt of D&D from Respondent
12. Investigator verifies Proof Guidance.
13. Investigator sends request for additional D&D to Respondent.
14. Upon receipt of additional D&D Investigator prepares preliminary analysis.
15. Preliminary analysis conveyed to supervisor who approves it or recommends modifications.
16. Investigator may convene a fact-finding conference (in approx. 15% of cases).
17. Investigator pursues continuing investigational activities until such time as a final analysis can be prepared.
18. Investigator documents finding of probable cause and sends to Legal.
19. Legal concurs with PC finding.
20. Case proceeds with conciliation attempts or further legal action until closure. (Activities outside CMS)

Alternate Flows:
11.a. Non-Responsive Complainant
11.a.1.Complainant is non-responsive and does not sign complaint. 
11.a.2. Case forwarded for administrative closure.

11.b. Respondent Non-Responsive.
11.b.1.Investigator generates Rule-to-Show Cause letter.
11.b.2. Legal pursues Rule-to-Show Cause.

18.a. Complainant Drops Complaint
18.a.1.	Complainant is non-responsive or informs Intake HRR that he/she no longer wishes to pursue the complaint.
18.a.2.	HRR makes appropriate entries in CMS.
18.a.3.	The system notifies Intake Supervisor of complaint status.
18.a 4.	The Intake Supervisor suspends case.
18.a 5.	Process terminates.

18.b. No Probable Cause
18.b.1. Investigator determines no probable cause for complaint.
18.b.2. Investigator requests closure.
18.b.3. Closure request routed by way of supervisor to RD to Central office.







[bookmark: _Ref387397650][bookmark: _Toc392848614]Figure 9: Final Analysis and Case Closure

[bookmark: _Toc393179435]System Use Cases for Investigation
They following are keystroke-by-keystroke descriptions of the Investigator's interactions with CMS. It is anticipated that the key features of this interaction will also be available in the new CMS product.

[bookmark: _Ref352666870][bookmark: _Toc358369936][bookmark: _Toc393179436]Docket Complaint (in CMS)
Description: An Investigation HRR is assigned to a complaint to establish whether the complaint has legal merit. "Docketing" is the process that effects the assignment of an investigator to a complaint and sets the clock for timeliness of service (must be served within 30 days).

Preconditions:
1. A case has been retrieved.
2. The retrieved case comprises at least one count.
3. The screen shown in Figure 30 is displayed. 

Post condition:  
1. Complain has been filed.
2. HUD or EEOC number assigned
3. Case assigned to investigator.

Actors: HRR supervisor (or delegate)

1. HRR supervisor clicks on [Events]  "Add Event" in the left navigation of the Case Summary screen.
2. The system displays the screen shown in Figure 39. 
3. HRR supervisor selects "Complaint Filed" within both the Event and Event Type dropdowns.
· HRR may also adjust the filing date, enter comments and indicate Extenuating Circumstances.
4. HRR supervisor clicks the [Save] button.
5. The system displays Figure 40 with the [Add] button enabled.
6. HRR supervisor clicks [Assign Invst Across Case] button in the left navigation to initiate case assignment.
7. The system displays Figure 41 with [Save] and [Cancel] buttons enabled.
8. HRR supervisor selects investigator from the dropdown labeled "Responsible Party" and enters comments as appropriate.
· The initiating party defaults to the current user. If the case assignment is being carried out on behalf of the supervisor the appropriate supervisor can be selected from the "Initiating Party" dropdown.
· HRR supervisor may indicate Extenuating circumstances, flag whether related cases exist.
9. HRR supervisor clicks the [Save] button.
10. The system validates the data elements of the complaint.
11. The system pops up an acknowledgement that the data for the case have been verified correctly.
12. The system assigns an EEOC# and where applicable, a HUD# gets entered.
13. The system displays with the addition of "Complaint Docketed" and "Assign Investigator" events with completion dates of the current date and "Complaint Service" with a due date 30 calendar days in the future.
14. Use case terminates.

Alternate Flows

11.a. Validation Error
11.a.1. The system detects an error (incomplete information).
11.a.2. The system directs HRR to the item(s) causing the validation error.
11.a.3. HRR takes appropriate corrective action.
11.a.4. Use case resumes at Step 9.

[bookmark: _Ref351714839]
[bookmark: _Toc358369938][bookmark: _Toc393179437]Recording Facts with Proof Guidance Questions
Description: An HRR uses CMS to determine probable cause through recording the facts of the Counts of a Complaint. Facts are most often supported by documentary evidence that is scanned into the system. Guidance for establishing facts, through questions, is provided by the system. The general approach is to establish a prima facie case, provide a standard defense and a standard pretext. Each of these categories is populated by answering a series of Proof Guidance questions the flow of which is controlled by the answers to the questions.

Preconditions: 
1.	A CMS case has been created and docketed.
2.	The Case Count summary screen is displayed as in Figure 31.

Postconditions:  No probable cause found or depending on complaint type the following are established and documented by the facts of the Complaint:
1. Prima facie (All cases but Constructive Action and Mixed Motive).
2. Standard or Special Defense (All but Harassment and Constructive Action)
3. Standard Pretext or Special Pretext (all but Direct Evidence, Adverse Impact, Harassment, and Constructive Action)

See Appendix F for specifics.

Actors: HRR – Human Relations Representative (Investigation)

Main Success Scenario

1. HRR clicks a Count displayed on the screen shown in Figure 31.
2. With the Count displayed, HRR clicks on the [Categories] link in the left navigation.
3. Based upon the act of harm in the Count (See Appendix F), the system populates the Proof Guidance Categories as shown in Figure 45.
4. HRR clicks on a Proof Guidance category.
5. The system enables the [Answer Questions] button at the bottom of the screen.
6. The system populates the proof guidance questions based on the proof guidance category and displays the questions as hyperlinks as shown in Figure 46. Note that the Category of the questions is displayed above the question list.
7. HRR clicks one of the hyperlinks.
8. The system turns the question bold and presents fields appropriate for recording the fact(s) supporting the question.
9. HRR enters freeform text to provide a factual answer to the question and clicks the [Save] button at the bottom of the screen.
10. The system writes the entered fact to the case records and places a hyperlink to the fact on the right hand side of the screen. 
11. HRR clicks the "New Fact" hyperlink.
12. The system presents empty fields appropriate for recording the fact(s) supporting the question as in Step 7.
13. HRR enters freeform text to provide a factual answer to the question and clicks the [Save] button at the bottom of the screen.
14. The system writes the entered fact to the case records and places a hyperlink to the fact on the right hand side of the screen. 
15. HRR changes the order of the facts by pressing the up or down arrows displayed under the fact list.
16. The system refreshes the fact list appropriate to the arrow clicked by the HRR.
17. HRR clicks the [Add Verification] hyperlink.
18. The system prompts for entry of a document number.
19. HRR enters the document number. 
20. The system updates the case records with the verification document number and places the document number in the Verification list at the bottom of the screen.
21. HRR enters a valid document number and clicks [Save].
22. Use case terminates.

Alternate Flows

None.

[bookmark: _Toc358369939][bookmark: _Toc393179438]Updating and Copying Facts
Description: An HRR uses CMS to determine probable cause through recording the facts of the Counts of a Complaint. Facts are most often supported by documentary evidence that is scanned into the system. Guidance for establishing facts, through proof guidance questions, is provided by the system. Oftentimes the facts and fact verifications are the same across multiple counts of the complaint. The HRR can save a great deal of entry time by copying facts and verifications from one count to another.

Preconditions: 
1.	A CMS case has been created and docketed.
2.	The Case Count summary screen is displayed as in Figure 31.

Postconditions:  No probable cause found or depending on complaint type the following are established and documented by the facts of the Complaint:
1. Prima facie (All cases but Constructive Action and Mixed Motive).
2. Standard or Special Defense (All but Harassment and Constructive Action)
3. Standard Pretext or Special Pretext (all but Direct Evidence, Adverse Impact, Harassment, and Constructive Action)

See Appendix F for specifics.

Actors: HRR – Human Relations Representative (Investigation)

Main Success Scenario

1. HRR clicks a Count displayed on the screen shown in Figure 31.
2. With the Count displayed, HRR clicks on the [Categories] link in the left navigation.
3. Based upon the act of harm in the Count (See Appendix F), the system populates the Proof Guidance Categories as shown in Figure 45.
4. HRR clicks on a Proof Guidance category.
5. The system enables the [Answer Questions] button at the bottom of the screen.
6. The system populates the proof formula questions based on the proof formula category and displays the questions as hyperlinks as shown in Figure 46. Note that the Category of the questions is displayed above the question list.
7. HRR clicks one of the hyperlinks.
8. The system populates the fact list pertaining to the question.
9. HRR changes the order of the facts by pressing the up or down arrows displayed under the fact list.
10. The system refreshes the fact list appropriate to the arrow clicked by the HRR.
11. HRR selects a fact from the fact list and clicks the "Delete Fact" hyperlink.
12. The system deletes the selected fact and removes it from the fact list.
13. HRR clicks the [Paste Answers] hyperlink.
14. HRR selects the Count to copy from and clicks the [Copy] button.
15. The system populates the destination Count with the facts and verifications from the source Count.
16. HRR selects a fact from the fact list and clicks the "Delete Verification" hyperlink.
17. The system deletes the selected document number from the case record and removes it from the fact list.
18. Use case terminates.

Alternate Flows
11.a. Update Fact.
11.a.1.	HRR clicks the hyperlink corresponding to an existing fact.
11.a.2.	The system populates fields appropriate for the fact as in Step 7.
11.a.3.	HRR enters freeform text to update the fact and clicks the [Save] button at the bottom of the screen.
11.a.4.	The system updates the entered fact to the case records and refreshes the hyperlink to the fact on the right hand side of the screen. 

16.a. Update Verification.
16.a.1.	HRR clicks the hyperlink corresponding to an existing document number.
16.a.2.	The system displays the document number in an editable field.
16.a.3.	HRR enters updates the document number and clicks the [Save] button at the bottom of the screen.
16.a.4.	The system updates the case record with the changed document number and refreshes the hyperlink to the document number at the bottom of the screen. 

[bookmark: _Toc358369940][bookmark: _Toc393179439]View Question Summary Information
Description: This use case describes the means by which an HRR performs a final review of the initial Investigation prior to the Analysis phase. 

Preconditions: 
1.	A case exists and some Facts have been recorded for each count using a Proof Formula.
2.	The Case Count summary screen is displayed as in Figure 31.

Postconditions:  HRR has identified missing facts and viewed all questions.

Actors: HRR – Human Relations Representative (Analysis or Investigation)

Main Success Scenario

1. HRR clicks a Count displayed on the screen shown in Figure 31.
2. HRR clicks on the [Summary] button under "Proof Guidance" in the left navigation.
3. The system displays the screen shown in Figure 47 with information populated for the Proof Categories, Questions (as hyperlinks) answer, and Facts (as hyperlinks) and the [View Missing Facts] button is enabled.
4. HRR clicks the [Missing Facts] button.
5. The system filters items in Figure 47, displaying only unanswered questions. 
6. The system enables the [Create Draft Analysis], [Create Final Analysis], [View All Questions], and [Categories] buttons.
HRR supplies responses for questions as appropriate. (Use Case 12: Recording Facts with Proof Guidance Questions executed.)
7. The use case terminates.

Alternate Flows
None.



[bookmark: _Toc358369941][bookmark: _Toc393179440]Process Use Cases (Analysis)
In the analysis phase, the HRR determines the actual monetary harm, or other compensable harm that has been done to a complainant where a prima facie case can be made. The HRR determines the impact of the illegal discrimination and establishes probable cause to the respondent for the act of harm. Figure 5 illustrates these use cases.

[bookmark: _Toc358369942][bookmark: _Toc393179441]Add Impact
Description:
The ways in which the collective effects of the acts of harm are to be addressed are contained in the Impacts for a case. Impacts may involve monetary penalties or some other action on the part of the Respondent or both.

Precondition: The relevant case has been retrieved (Figure 30 displayed.)

Postcondition:  The Impacts for a case have been accurately recorded and made part of the case file.
 
Actors: HRR – Human Relations Representative 

Main Success Scenario

1. HRR clicks [Impacts]  Add Impact in the left navigation.
2. The system displays the Add Impact as shown in Figure 48.
3. From dropdown lists, HRR selects the subject area (e.g., "employment"), Category (e.g., "Actual Fees and Costs"), and Type (e.g., "Attorney fees"). 
These dropdowns are populated from dbo.ImpactCategories, dbo.ImpactSubjectAreas, and dbo.ImpactTypes respectively. Each is context-sensitive: i.e., Categories display according to the Subject Area; Type is populated according to Category.
4. HRR enters projected and actual compensations, and selects a proof type (e.g., "Invoice") from a dropdown list.
5. HRR enters relevant comments as appropriate and clicks the [Save] button.
6. HRR repeats Steps 3 – 5 for each Impact (up to 6).
7. HRR clicks the [Save] button.
8. The system updates the case records and acknowledges the update.
9. The use case terminates.

Alternate Flows

7.a.	Transaction canceled
7.a.1.	HRR clicks the [Cancel] button instead of the [Save] button.
7.a.2.	Use case terminates

[bookmark: _Toc358369943][bookmark: _Toc393179442]Record Conclusions
Description: Analysis involves the determination of probable cause or no probable cause for each count of a Complaint. Each of these findings (conclusions) must be substantiated through a reason. This use case describes the process for entering a reason and optional comments for the reason. 

Preconditions: 
1.	The proof guidance tree has been executed for each count and all facts and verifications have been entered where necessary.
2.	The Case Count summary screen is displayed as in Figure 31.

Postconditions:  HRR has identified missing facts and viewed all questions.

Actors: HRR – Human Relations Representative (Analysis)

Main Success Scenario

1. HRR clicks a Count displayed on the screen shown in Figure 31.
2. HRR clicks on the [Conclusions] button under "Proof Guidance" in the left navigation.
3. The system displays the screen shown in Figure 49 with the [Save], [Cancel], and [Summary] buttons enabled.
4. HRR selects the radio button for probable cause or no probable cause.
5. The system removes the reasons that are inappropriate to the finding and refreshes the screen.
5.1. If probable cause, options are limited to:
· A prima facie case was established and the respondent did not articulate a legitimate, non-discriminatory reason(s) for its action(s).
· A prima facie case was established and the respondent’s defense is a pretext for unlawful discrimination.
5.2. If no probable cause options are limited to:
· Even though a prima facie case was established, the respondent articulated a legitimate, non-discriminatory reason(s) for its action(s) and the investigation did not show the respondent’s defense is a pretext for unlawful discrimination.
· The investigation did not establish a prima facie case.
· The investigation did not establish the legal requirements for disability under the Pennsylvania Human Relations Act (PHRA) or the Pennsylvania Fair Educational Opportunities Act (PFEOA)
6. HRR selects the reason for the finding, and then enters comments as appropriate.
 These comments will appear after the conclusion for the count in the Analysis document.
7. HRR clicks [Save].
8. The system updates the case records.
9. HRR repeats Steps 1 – 8 for each count of the complaint.
10. HRR clicks the [Summary] button.
11. The system displays Figure 47.
12. HRR clicks the [Create Draft Analysis] button.
13. The system prepopulates a Summary document with the particulars of the case and invokes Microsoft Word to enable editing of the document.
All proof formula questions that do not have a blank fact will be included as negative or positive statements in the document.  The draft version includes verifications and question number references at the end of each statement 
14. HRR reviews the case summary, looking for errors and omissions. HRR also improves the document's readability as appropriate, and clicks the [Save] button to make the Summary part of the permanent case file.

15. The use case terminates.

Alternate Flows
9.a. Create Final Analysis
9.a.1.	HRR clicks the [Create Final Analysis] button.
9.a.2.	The system prepopulates a Summary document with the particulars of the case and invokes Microsoft Word to enable editing of the document.
All proof formula questions that do not have a blank fact will be included as negative or positive statements in the document.  This final version-- sent to the outside parties-- does not include verifications and question number references.
9.a.3.	Use case resumes at Step 11.

[bookmark: _Toc358369944][bookmark: _Toc393179443]Cross-Process Case Management Functions

The following use cases may be executed at any point within the natural case processing workflow. Case attributes that are maintained at any time include the addition, update, and removal of characters and documents as well as providing for the movement of the case through resolution. Figure 6 provides an overview of these processes. Note: The actors have been omitted from the diagram because any PHRC staff member can carry out these functions.

[bookmark: _Toc358369945][bookmark: _Toc393179444]Search for Case (Advanced)
Description:
This process can be carried out by any PHRC employee in order to retrieve a case. Any of the principal case fields may be used as keys for the search. The list of retrieved cases can be sorted by any of the displayed columns.

Preconditions:
None.

Postcondition:  A case has been located or it is determined that no case exists matching the search criteria.

Actors: Any PHRC Staff member

Main Success Scenario

1.	PHRC Staff member invokes the Advanced Case Search form. (Figure 51)
2.	PHRC Staff member enters search criteria in any text field. Partial text may be entered.
3. 	PHRC Staff member selects Office and Status from dropdown list.
4.	PHRC Staff member selects Sort Order from dropdown list and clicks [Search].
5.	The system retrieves and displays all cases that match the search criteria. (Figure 52)
6.	PHRC Staff member clicks a column heading to change the sort order or the retrieved cases.
7.	PHRC Staff member clicks on one row of the retrieved cases to select a case to view.
8.	The system displays the Case Summary Screen for the selected case.
9.	Use case terminates.

Alternate Flows
7.a. PHRC Staff member clicks the [Search] button to return to the Advanced Search screen.

[bookmark: _Toc358369946][bookmark: _Toc393179445]Update Case Details and Location 
Preconditions:
An existing case has been retrieved and is displayed as in Figure 30.

Postcondition:  Case details or file location have been updated.

Actors: HRR (Intake or Investigation)

Main Success Scenario

1.	HRR clicks [Case Details] button on left navigation panel of Figure 30.
2.	The system displays Figure 53.
4.	HRR enters new value for any input-enabled field (The Old Docket Number cannot be changed.):
· Category
· Priority
· EEOC Number
· HUD Number
· Court Docket Number
· BPOA Number
5.	HRR clicks [Save General Details] button.
6.	The system updates the case record.
7.	HRR clicks the [Add File Location] button.
8.	The system displays Figure 54.
9.	HRR selects location from the dropdown list, enters the file number (if any), and comments indicating who sent the file, who received the file, and the date that the file was sent. 
10.	HRR clicks the [Save] button.
11.	The system updates the case file location.
12.	Use case terminates.

Alternate Flows
10.a. 	HRR may cancel the update by clicking the [Cancel] button.



[bookmark: _Toc358369947][bookmark: _Toc393179446]Maintain Related Case
Description:
This use case describes the process for associating cases. 

Preconditions:
The Case Details screen is displayed as in Figure 53.

Postcondition:  
Related case information has been updated.

Actors: HRR (Intake or Investigation)

Main Success Scenario

1.	HRR clicks the Related Cases tab.
2.	The system displays the screen shown in Figure 55.
3.	HRR clicks the [Add] button.
4.	The system displays the screen shown in Figure 56.
5. 	HRR selects the relationship from the dropdown, and enters appropriate comments.
Relationship Types are: Associated, Companion, or Other
6.	HRR clicks the [Save] button.
7.	The system saves the related case information.
8.	Use case terminates.

Alternate Flows
6.a. 	HRR may cancel the update by clicking the [Cancel] button.

[bookmark: _Toc358369948][bookmark: _Toc393179447]Special Circumstances 
Description:
This use case describes the process for recording special circumstances that can have an effect on the handling of the case. Although a dropdown selection of a small set of special circumstances is provided, it is not necessary to select any value. This feature is frequently used to document any unusual case feature. Examples include documenting a data entry error on case receipt date, or noting the transfer of a case to a different regional office.

Preconditions:
The Case Details screen is displayed as in Figure 53.

Postcondition:  
Related case information and special circumstances have been updated.

Actors: HRR (Intake or Investigation)



Main Success Scenario

1.	HRR clicks the Special Circumstances tab.
2.	The system displays the screen shown in Figure 57.
3.	HRR clicks the [Add] button.
4.	The system populates the Special Circumstances dropdown (from the Circumstances table) and displays the screen shown in Figure 58.
5. 	HRR selects the special circumstance from the dropdown, and enters appropriate comments.
Special circumstances are: Special Service, Special Interest, Overtime, HIV, Complainant Deceased, Respondent Out-of-Business, Expedite, Injunction, and blank.
6.	HRR clicks the [Save] button.
7.	The system saves the special circumstance information.
8.	Use case terminates.

Alternate Flows
6.a. 	HRR may cancel the update by clicking the [Cancel] button.


[bookmark: _Toc358369949][bookmark: _Toc393179448]Maintain Notes
Description:

PHRC staff members annotate Complaints as processing proceeds.  These annotations can be changed, viewed or deleted at any time.

Preconditions:
The screen shown in Figure 30  is displayed.

Postcondition:  
Case note information has been viewed and updated.

Actors: Any PHRC staff member or manager. 

Main Success Scenario

1. PHRC staff member clicks the [Notes] button in the left navigation panel.
2. The [Notes] button expands to expose the [Note List] and [Add Note] buttons.
3. PHRC staff member clicks the [Add Note] button.
4. The system displays Figure 62 populating the Type dropdown from the NoteType table, and prepopulating the date field with the current date.
5. PHRC staff member selects a Type from the dropdown and enters the, Subject, and Description (freeform comments) for the note.
6. HRR clicks the [Save] button.
7. The system writes the note to the database and displays Figure 61.
8. PHRC staff member clicks an item in the notes list.
9. The system enables the [Delete] and [Update] buttons.
10. HRR clicks [Update].
11. The system displays Figure 62 once again as in Step 4.
12. PHRC staff member updates the Type, Date, Subject, or Comments of the note and clicks the [Save] button.
13. The system writes the note to the database and displays Figure 61 once again.
14. PHRC staff member clicks a row of the retrieved notes.
15. The system enables the [Delete] and [Update] buttons.
16. PHRC staff member clicks the [Delete] button.
17. The system solicits confirmation of the deletion.
18. PHRC staff member confirms the deletion request.
19. The system deletes the selected note from the database.
		Note: The system does not solicit confirmation of the deletion.
20. The use case terminates.

Alternate Flows

Updates canceled
6.a., 12.a. 	PHRC staff member cancels the update by clicking the [Cancel] button.


[bookmark: _Toc358369950][bookmark: _Toc393179449]Add Character
Description:

Updates need to be made to the principals in a complaint throughout its lifespan. This use case describes the way in which characters (to include witnesses) are added to the system.

If the contact change is an attorney, follow the procedures from Central Office Compliance for changing attorney information. A history of these changes must be retained in CMS and appropriate procedures must be followed.


Preconditions:
The Case Summary screen is displayed as in Figure 30.

Postcondition:  
Contact information has been added, changed, or deleted.

Actors: Any PHRC staff member or manager

Main Success Scenario

1. HRR clicks the [Contacts]  Add Character selection in the left navigation panel.
2. The system populates the Character Role dropdown from the CharacterRoles table and displays the screen shown in Figure 63.
3. HRR selects a Character role from the list.
4. HRR completes the information in Figure 63 and clicks the [Save] button.
5. The system pops up a confirmation window as shown in Figure 64, presenting options to [Continue Saving] or [Cancel Saving]
6. HRR clicks [Continue Saving].
7. The system updates the files and displays the screen shown in Figure 65.
8. Use case terminates.

Alternate Flows
5.a. 	HRR may cancel the update by clicking the [Cancel Saving] button.
[bookmark: _Ref342384772]

[bookmark: _Toc358369951][bookmark: _Toc393179450]Maintain Contacts 
Description:

Updates need to be made to the principals in a complaint throughout its lifespan. This use case describes how contacts are maintained in CMS.

Preconditions:
The Case Summary screen is displayed as in Figure 30.

Postcondition:  
Contact information has been added, changed, or deleted.

Actors: Any PHRC staff member or manager

Main Success Scenario

1. HRR clicks the [Contacts]  Contacts List selection in the left navigation panel.
2. The system displays the screen shown in Figure 65.
3. HRR highlights a row in the Characters list.
4. The system enables the [Details], [Add], [Delete], [History], and [Primary Role History] buttons.
5. HRR clicks the [Details] button.
6. The system displays the screen shown in Figure 66, with the name of the contact displayed as a hyperlink.
	Note: This hyperlink is not apparent (i.e., not displayed with an underline).
7. HRR clicks hyperlinked contact name.
8. The system displays the screen, shown in Figure 67
9. HRR types updated contact information and clicks the [Save] button.
	Note: This update did not work when tested: Fields were not allowing input.
10. The system updates the contact information and makes an entry in the history log.
11. The system displays the screen shown in Figure 66 once again.
12. HRR clicks the [Address] tab.
13. The system displays address information in Figure 68.
14. HRR clicks [Add New] to add a secondary address.
15. The system displays Figure 69.
16. HRR enters new address data and indicates whether the address is the contact's current address and/or primary mailing address.
17. HRR clicks the [Save] button.
18. The system updates the contact address and makes an entry in the history log.
19. The system displays the screen shown in Figure 66 once again.
20. HRR clicks the [Means of Communication] tab.
21. The system displays Figure 70.
22. HRR clicks [Add New].
23. The system displays Figure 71.
24. HRR enters Place of Communication, Type of Communication, Phone number, and an indicator of whether the contact information is Current and/or Primary.
25. HRR clicks the [Save] button.
26. The system updates the communication type and makes an entry in the history log.
27. The system displays the screen shown in Figure 66 once again.
28. Use case terminates.

Alternate Flows
3.a.	HRR may update Organizational (instead of Character data).
	3.a.1.	Use Case 25: Maintain Organization executed.
	3.a.2. Resume at Step 10.
4.a.	HRR may delete a contact.
	4.a.1.	The system confirms the deletion request.
	4.a.2. use case resumes at step 3.
8.a., 16.a, 24.a, HRR may cancel the update by clicking the [Cancel] button.

[bookmark: _Toc358369952][bookmark: _Toc393179451]Maintain Accommodation 
Description:

Complainants and respondents with disabilities must be accommodated as per law. The special needs of these individuals are recorded through the procedure described in this use case.

Preconditions:
The Case Summary screen is displayed as in Figure 30.

Postcondition:  
Contact information has been added, changed, or deleted.

Actors: HRR 

Main Success Scenario
1. HRR clicks the [Contacts]  Contacts List selection in the left navigation panel.
2. The system displays the screen shown in Figure 65.
3. HRR highlights a row in the Characters list.
4. The system enables the [Details], [Add], [Delete], [History], and [Primary Role History] buttons.
5. HRR clicks the [Details] button.
6. The system displays the screen shown in Figure 66.
7. HRR clicks the [Accommodation] tab.
8. The system displays Figure 72.
9. HRR clicks [Add].
10. The system populates the Accommodation dropdown from the Accommodation table and displays Figure 73.
11. HRR enters Accommodation Type and makes any related comments.
12. HRR clicks the [Save] button.
13. Use case terminates.

Alternate Flows
12.a. 	HRR may cancel the update by clicking the [Cancel] button.


[bookmark: _Ref342485251][bookmark: _Toc358369953][bookmark: _Toc393179452]Maintain Organization
Description:
Updates need to be made to the principals in a Complaint throughout its lifespan. This use case describes how contacts for an organization are maintained in CMS.

Note: In the existing CMS, information is presented on the screen, and it appears that the fields are open for edit; however, no changes can be made. Information can only be added.

Preconditions:
The screen shown in Figure 65 is displayed.

Postcondition:  Contact information for an organization has been added, changed, or deleted.

Actors: Any PHRC Staff member 

Main Success Scenario

1. PHRC Staff member clicks the [Contacts] selection in the left navigation panel.
2. PHRC Staff member highlights a row in the Organizations list.
3. PHRC Staff member clicks the [Details] button.
4. The system displays the screen shown in Figure 84, with the name of the organization displayed as a hyperlink.
	Note: As with character maintenance, this hyperlink is not obvious on the screen.
5. HRR clicks hyperlinked name.
6. The system displays the screen, shown in Figure 85, which provides the organization name and other identifying data:
Name, Legal Name, FEIN, SIC, NAIC, Leader, Employee Count, Respondent Type, BPOA Status, Institution Type, Job Code and whether a Federal Employer.
7. HRR types updated information and clicks the [Save] button.
	Note: This update did not work when tested: Fields were not allowing input.
8. The system updates the organization identifying data and makes an entry in the history log.
9. The system displays Figure 65.
10. HRR clicks on organization name.
11. The system enables the [History] button.
12. HRR clicks on [History].
13. HRR clicks [Back to Contacts].
14. The system displays Figure 86.
15. Use case "
16. 
17. Use Case 23: Maintain Contacts" resumes.

Alternate Flows
3.a.	Deleting Organization
	3.a.1.	HRR Clicks the [Delete] button when the organization name is highlighted.
	3.a.2.	If the organization is not the Respondent of record on the complaint, the system deletes the selected organization and writes an entry in the history log; otherwise, the system generates an error message.
	3.a.3.	Use case resumes at Step 9.

7.a. 	HRR may cancel the update by clicking the [Cancel] button.

[bookmark: _Toc358369954][bookmark: _Toc393179453]Maintain Decision Makers
Description:
New principals may emerge at any time during the Complaint process. These Characters include Witnesses and Decision Makers. The process for adding Decision Makers to a case is described below.

Question: Why isn't the protected class populated from the count data?

Preconditions:
1. 	A Decision Maker character has been created. (The "Add Character" use case has been executed and the character role "Decision Maker" was selected.)
2. 	The Character in Item 1 has not previously been added to the case.
3.	The relevant case has been retrieved and displayed on the screen shown in Figure 30.

Postcondition:  The Decision Maker for a Count has been added, removed, or updated.

Actors: HRR – Human Relations Representative 

Main Success Scenario

1. HRR selects the Counts button in the left navigation of the screen shown in Figure 30.
2. The system displays the Counts screen as shown in Figure 31.
3. HRR clicks on one of the Counts to select it.
4. HRR clicks on the [Add Decision Maker] button in the left navigation of the Counts window.
5. The system displays unassociated Decision maker characters in the screen shown in Figure 76.
6. HRR clicks on a row in the table in Figure 76.
7. The system enables the [Save] button.
8. HRR clicks the [Add] button to associate the Character as a Decision Maker with the Count.
9. The system displays Figure 77 with the [Add] button enabled.
10. HRR clicks on a row in the table in Figure 77.
11. The system enables the [View/Update] and [Remove] buttons.
12. HRR clicks [View/Update].
13. The system displays the screen shown in Figure 78 with the Protected Class populated from the ProtectedClassTypes table.
14. HRR selects a protected class from the dropdown.
15. The system populates the second dropdown from the ProtectedClassSpecificTypes table.
16. HRR selects a specific type of protected classes and completes the remaining fields in Figure 78 as appropriate to the Complaint and clicks the [Save] button.
17. The system updates the Case records and acknowledges the update.
18. The system displays Figure 77 with the [Add] button enabled.
19. HRR navigates away from the page.
20. The use case terminates.

Alternate Flows

12.a.	Removal of Decision Maker
12.a.1.	HRR clicks the [Remove] button instead of the [View/Update] button.
12.a.2.	The system removes the association between the Character and the count.
12.a.3.	The system displays the pop-up window shown in Figure 79 to warn of the consequences of the deletion.
12.a.4.	HRR acknowledges the Decision Maker deletion.
12.a.5.	HRR navigates away from the page.
12.a.6.	The use case terminates.

7.a., 16.a.	Transaction cancelled
7.a.1, 16.a.1.	HRR clicks the [Cancel] button instead of the [Save] button.
7.a.2., 16.a.2.	Use case terminates



[bookmark: _Toc358369955][bookmark: _Toc393179454]Maintain Similarly Situated
Description:
One of the tenets of establishing that illegal discrimination has occurred is to show that similarly situated persons outside of the protected class were treated differently.  This use case describes how the definition for Similarly Situated is entered for a Complaint.

Preconditions: 
1. The relevant case has been retrieved and counts have been entered for the case.
2. The case counts are displayed (Figure 31).

Postcondition:  The definition of persons Similarly Situated to a Complainant has been added, updated, or deleted as appropriate.
 
Actors: HRR – Human Relations Representative 

Main Success Scenario

1. HRR clicks on one of the Counts to select it.
2. HRR clicks the [Add Similarly Situated] button in the left navigation.
3. The system displays the Add Similarly Situated Details screen as shown in Figure 80.
4. HRR enters text for describing the Similarly Situated persons associated with the Count. 
5. HRR clicks the [Save] button.
6. The system updates the case records and displays the screen shown in Figure 81.
7. To add another Similarly Situated, HRR clicks the [Add] button and repeats Steps 2 – 5 until all Similarly Situated individuals have been entered.
8. To update a Similarly Situated entry, HRR clicks on a Similarly Situated entry on the screen shown in Error! Reference source not found..
9. The system enables the [View/Update] and [Delete] buttons.
10. HRR clicks [View/Update].
11. The system displays the screen shown in Figure 80 with the exiting definition of Similarly Situated shown in the Details.
12. HRR fills in Figure 80 as appropriate to the Complaint and clicks the [Save] button.
13. The system updates the Case records and acknowledges the update.
14. The system updates the case records and displays the screen shown in Figure 81.
15. HRR navigates away from the page.
16. The use case terminates.

Alternate Flows

9.a.	Removal of Similarly Situated definition
9.a.1.	HRR clicks [the [Remove] button instead of the [View/Update] button.
9.a.2.	The system deleted the selected Similarly Situated definition.
9.a.3.	The system acknowledges the Similarly Situated deletion.
9.a.4.	The use case terminates.

4.a.,	11a.	Transaction canceled
4.a.1.,	11.a.1.	HRR clicks the [Cancel] button instead of the [Save] button.
4.a.2.,	11.a.2.	Use case terminates


[bookmark: _Toc358369956][bookmark: _Toc393179455]Maintain Reasons
Description:
Each complaint must include the reason(s) that the Respondent (or Decision Maker) provided to the Complainant as to why he or she took the action cited in a Count or failed to take action that the Complainant states resulted in illegal discrimination. This use case describes the process for adding, changing, and deleting these reasons.

Preconditions: 
1. The relevant case has been retrieved and counts have been entered for the case.
2. The case counts are displayed (Figure 31).

Postcondition:  A Reason has been added, updated, or removed from a Count.

Actors: HRR – Human Relations Representative 

Main Success Scenario
1. HRR clicks the [Add Reason] button in the left navigation.
2. The system displays the Add Reason screen as shown in Figure 82.
3. HRR selects the principal (Respondent or Decision Maker) for whom the reason applies.
4. HRR enters text for the Reason associated with the Count. 
5. HRR clicks the [Save] button.
6. The system updates the case records and displays the screen shown in Figure 83.
7. To add another reason, HRR clicks the [Add] button and repeats Steps 2 – 4 until all Reasons have been entered.
8. To update a Reasons entry, HRR clicks on a Reasons entry on the screen shown in Figure 83.
9. The system enables the [View/Update] and [Delete] buttons.
10. HRR clicks [View/Update].
11. The system displays the screen shown in Figure 82 with the exiting Reason prepopulated in the text box.
12. HRR updates Figure 83 as appropriate to the Complaint and clicks the [Save] button.
13. The system displays the screen shown in Figure 82 showing the new Reason.
14. HRR navigates away from the page.
15. The use case terminates.


Alternate Flows

9.a.	Removal of Reasons
9.a.1.	HRR clicks the [Delete] button instead of the [View/Update] button.
9.a.2.	The system solicits confirmation of deletion through pop-up shown in ..
9.a.3.	HRR acknowledges the Reason deletion.
9.a.4. The selected reason is removed from the count.
9.a.5. The system displays the screen shown in Figure 82.
9.a.6. HRR navigates away from page.
9.a.7.	The use case terminates.

5.a.,	12a.	9.a.3.a. Transaction canceled
5.a.1.,	12.a.1., 9.a.3.a.1	HRR clicks the [Cancel] button instead of the [Save] button.
5.a.2.,	12.a.2., 9.a.3.a.2	Use case terminates

[bookmark: _Toc358369957][bookmark: _Toc393179456]View Case Documents
Description:

All Complaint-related documents are electronically associated with the case. In some instances, these are system generated correspondence, in other instances the documents are scanned and manually associated with the case. These documents are part of the case record and must be viewable at any point. This use case describes the way in which these documents are retrieved and viewed.

Preconditions:
The screen shown in Figure 30 is displayed.

Postcondition:  
Case documents have been viewed.

Actors: Any PHRC staff member or manager. 

Main Success Scenario

1. PHRC staff member clicks the [View Documents] button in the left navigation panel.
2. The system retrieves a list of documents related to the Complaint and displays a summary of each document giving: Document ID, Document Name (type of document), Category (Act 34, investigation, etc.), Packet Number, and case Tab to which the document pertains.
3. PHRC staff member clicks any label in the heading of the list: Document ID, Document Name, Category, Packet Number, or Tab.
4. The system sorts and displays the document list in ascending order of the heading selected.
5. PHRC staff member clicks the same label in the heading of the list.
6. The system sorts and displays the document list in descending order of the heading selected.
7. PHRC staff member clicks on any row of the retrieved document list.
8. The system instantiates a viewer and displays the selected document in the document viewer, which provides the means to navigate and search the document.
9. The PHRC staff member closes the viewer.
10. The use case terminates.


Alternate Flow

4.a.	PHRC staff member may resize any of the columns to facilitate viewing of the data in the column.


[bookmark: _Toc358369958][bookmark: _Toc393179457]Add Case Document – Generated Document
Description:

This use case outlines a process for generating correspondence pertaining to a Complaint. The document generation is initiated in CMS and performs an external call to Microsoft Word using parameters entered in the initiating screen. The document may be edited in Word and, when saved, it becomes part of the permanent case file.

Note: It is expected that this process will change substantially under the new case system; however the automated letter generation and association of the letter with the case are essential functionality that must be supported by the new system.

Preconditions:
The screen shown in Figure 30 is displayed.

Postcondition:  
A document has been added to the case record.

Actors: Any PHRC staff member or manager. 

Main Success Scenario

1. PHRC staff member clicks the [Add New Document] button in the left navigation panel.
2. The system populates the set of Addressees and CC List based on the Contacts in the case. All Contacts appear in both lists.
3. The system displays a screen similar to Figure 87, soliciting Document Category, Document Type, Addressees, CC List individuals, Document Date, Signer, and Letterhead (CO, Hbg, Phil, or Pgh).
4. PHRC staff member selects the Document Type (See Appendix E for Document types.), Addressees, CC List individuals, Document Date, Signer, and Letterhead.
5. The system grays out the corresponding CC List entry for each Addressee selected, and every Addressee checkbox corresponding to the CC List entry. (The system won't permit the Addressee and CC character to be the same.)
6. PHRC staff member clicks [Add Document].
7. The system invokes the letter generator and displays the letter on the screen.
8. PHRC staff member modifies the letter as needed and clicks the [Save] button.
9. The system prints the letter, and updates the case record with the document.
10. The use case terminates.

Alternate Flows
6.a.	PHRC staff member clicks the [Cancel] button instead of the [Save] button.
	6.a.1.	The use case terminates


[bookmark: _Toc358369960][bookmark: _Toc393179458][bookmark: _Toc197924270][bookmark: _Toc320515398]Workflow Management: Ticklers and Notifications
Description:

HRRs manage Complaint processes based on events that occur concerning Complaints such as the receipt of documentation, as well as through the passage of time, such as when a certain follow up action is due. HRRs may mark tasks complete, or assign them to another person.  Notifications to other persons are done via manually-created events. (See Use Case 33: Maintain Events use case above.)

Preconditions:
The HRR is logged into CMS.

Postcondition:  
Desired tasks, notifications, and past due events have been viewed as desired.

Actors: HRR 

Main Success Scenario

1. HRR clicks the [Inbox] hyperlink at the top of the screen.
2. This summary gives a summary of all tasks and notifications for cases assigned to the HRR with the [Show All] button enabled at the bottom of the screen.
3. HRR clicks on the [Tasks] tab and selects a task category from the dropdown.
4. The system populates the "Category" dropdown in the screen shown in Figure 88b with values from the EventTypes table.
5. HRR clicks an event category.
6. The system refreshes the screen showing only those cases for which the last event matches the selected category.
7. HRR clicks one of the highlighted tasks.
8. The system enables the [View], [Mark Complete], and [Hide] buttons.
9. HRR clicks the [View] button.
10. The system displays the task detail as shown in Figure 89.
11. HRR clicks the [OK] button to close the pop-up.
12. HRR clicks on the [Notifications] tab and selects a Notifications category from the drop down.
13. The system displays the screen in Figure 88c.
14. The system enables the [View] and [Accept] buttons.
15. HRR clicks on the [Past Due Events] tab.
16. The system displays the screen in Figure 88d consisting of a list of all past due tasks that have not been completed.
17. The use case terminates.

7.a. Marking a Task Complete
7.a.1. 	Instead of selecting [View], HRR clicks [Mark Complete].
7.a.2.	The system prompts HRR to enter the date that the task was completed.
7.a.3.	Processing resumes at Step 10.

7.b. Hiding a Task
7.b.1.	Instead of selecting [View], HRR clicks the [Hide] button
7.b.2.	The system temporarily removes the task from view in the inbox (to help manage and prioritize a long list of tasks). The tasks still remain to be completed.
7.b.3.	Processing resumes at Step 10.

7.c. Unhiding a Task
7.c.1.	Instead of selecting [View], HRR clicks the [Unhide] button
7.c.2.	The system restores the hidden task to be viewable in the inbox.
7.c.3.	Processing resumes at Step 10.

7.d. Unhiding all Tasks
7.d.1.	Instead of selecting [View], HRR clicks the [Show All] button
7.d.2.	The system restores all hidden tasks to be viewable in the inbox.
7.d.3.	Processing resumes at Step 10.

[bookmark: _Ref343609102][bookmark: _Toc358369961][bookmark: _Toc393179459]Maintain Events
Description:

All CMS updates are written to an event log. Events are also critical to the management of a Complaint. This use case describes the process for viewing event log information, and entering tickler information for future events.

Preconditions:
The screen shown in Figure 30 is displayed.

Postcondition:  
Event log summary information has been viewed.

Actors: Any PHRC staff member or manager. 

Main Success Scenario

1. PHRC staff member clicks the [Events List] button in the left navigation panel.
2. The system displays the screen shown in Figure 91.
3. PHRC staff member highlights a row in the Events list and clicks the [View] button.
4. The system displays the screen shown in Figure 92, populated with data pertinent to the highlighted event.
5. PHRC staff member clicks [OK] to close the window.
6. The system displays the screen shown in Figure 91.
7. PHRC staff member clicks the [Add] button in the left navigation panel.
8. The system displays the screen shown in Figure 93 with the Initiating Party and Responsible Party defaulted to the logged on user.
9. PHRC staff member selects an Event from the dropdown box.
10. The system populates the Event Type dropdown based on the selection in the Event field.
11. PHRC staff member selects an Event Type from the dropdown box.
12. PHRC staff member enters the date when the event is due to happen in the Completion Date field.
13. PHRC staff member updates Initiating Party or Responsible Party.
14. PHRC staff member checks off Extenuating Circumstances as appropriate:
No Explanation, Shifting priorities, or HRR on Leave
15. PHRC staff member clicks the [Save] button. 
16. The system saves the entered data.
17. The system dispatches a notification in the inbox of the responsible party if a completion date is entered.  If a completion date is not entered, the system dispatches a task to the inbox of the responsible party.

Alternate Flows

3.a.	Deleting an Event
	3.a.1.	PHRC staff member clicks [Delete] to delete the selected event.
	3.a.2.	Use care resumes at Step 6.
12.a.	Event is in the past.
12.a.1.	PHRC staff member also enters the date that the event occurred.
12.a.2.	Use case resumes at Step 13.

13.a.	Adding Parties not in the System
13.a.1. PHRC staff member clicks on the ellipsis next to the Character or Organization for either the Initiating or Responsible Party
13.a.2.The system displays a pop-up window with data fields for the Character Role and name data as indicated in Figure 94.
13.a.3. PHRC staff member completes the fields on the pop-up and clicks the [Save] button to save the data.
13.a.4. The system saves the name data to the Contacts List.
HRR staff member must enter the Contact's Address and communications the Contact screen via 

Use Case 23: Maintain Contacts use case. 
13.a.5.Use case resumes at Step 14.

15.a.	Another Event to be added.
15.a.1.	PHRC staff member clicks the [Add Another] button.
15.a.2.	Use case executes Steps 16 and 17 and resumes at Step 8.

15.b.	Update canceled.
15.b.1.	PHRC staff member clicks the [Cancel] button.
15.b.2.	No updates are made to the system.
15.b.3.	Use case executes resumes at Step 8.

15.c. Creating a Projected Activity
A projected activity is an event assigned by a supervisor to an investigator in her or his unit. Projected activities are part of the case audit process. 

16.a.	No Completion Date entered
16.a.1.	PHRC staff member enters no value in the Completion Date Field.
16.a.2.	The system displays a pop-up box warning that solicits confirmation of no entry in this field.
16.a.3.	The HRR clicks [OK] to confirm.
16.a.4.	Use case resumes at Step 8.

16.b.	Validation error.
16.b.1.	The system determines that the update violates a business rule or data does not pass reasonableness checks.
16.b.2.	The system displays an error message in a pop-up box.
16.b.3.	Use case resumes at Step 8.


[bookmark: _Toc358369962][bookmark: _Toc393179460]Data Presentation and Validation 

This section of the Software Requirements Specification contains additional software requirements that augment the use cases provided above. In the sections below, we describe in detail the forms (screens) that collect and present data. We also provide a preliminary list of data elements along with validation rules where such rules are needed

Note: The screens below are taken from the existing system documentation. Their purpose is to stimulate discussion and provide a basis for the design of the user experience in the new system. They need to be reviewed and revised by the SMEs because many changes are needed.

[bookmark: _Toc197924271][bookmark: _Toc320515399][bookmark: _Toc358369963][bookmark: _Toc393179461]Graphical User Interfaces and Narratives 
This section presents mock-ups of each form (screen) described in the use cases above. A narrative overview is provided of each screen in order to explain behaviors that are not fully described in the use case.

[bookmark: _Toc358369964][bookmark: _Toc393179462]RFI
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[bookmark: _Ref346106106][bookmark: _Toc378685636]Figure 10: Add RFI Screen


[image: ]
[bookmark: _Ref340656514][bookmark: _Toc378685637]Figure 11: RFI Search Parameter Entry
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[bookmark: _Ref340671539][bookmark: _Toc378685638]Figure 12: RFI Search Results
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[bookmark: _Ref346107805][bookmark: _Toc378685639]Figure 13: RFI Detail Display


[bookmark: _Toc358369965][bookmark: _Toc393179463]Intake
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[bookmark: _Ref338920406][bookmark: _Toc378685640]Figure 14: Screen 1- Case Intake Screen
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[bookmark: _Toc378685641]Figure 15: Screen 2-Case Intake - Proof Guidance Selection
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[bookmark: _Ref350419096][bookmark: _Toc378685642]Figure 16: Screen 3 - Intake Questions (101)




[image: ][bookmark: _Ref350434948][bookmark: _Toc378685643]Figure 17: Screen 4 - Intake Questions (102)
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[bookmark: _Ref350434973][bookmark: _Toc378685644]Figure 18: Screen 5 - Intake Questions (120)



[image: ][bookmark: _Ref350500079][bookmark: _Toc378685645]Figure 19: Screen 6 - Intake Questions (121)























[image: ][bookmark: _Ref350505372][bookmark: _Toc378685646]Figure 20: Screen 7 - Intake Questions (124)
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[image: ][bookmark: _Toc378685647]Figure 21:  Screen 8 - Intake Questions (139)






















[bookmark: _Ref350520539][bookmark: _Toc378685648]Figure 22:  Screen 9 - Intake Questions (140)



[image: ][bookmark: _Ref350843737][bookmark: _Toc378685649]Figure 23: Screen 10 - Intake Questions (141)






















[image: ][bookmark: _Ref350850526][bookmark: _Toc378685650]Figure 24: Screen 11 - Intake Questions (142)
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[bookmark: _Ref350851273][bookmark: _Toc378685651]Figure 25: Screen 11 - Additional Entries for Q142

[bookmark: _Ref350859148][bookmark: _Toc378685652]Figure 26: Screen 12 - Intake Questions (143) 
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[bookmark: _Ref350859032][bookmark: _Toc378685653]Figure 27: Screen 12 - Intake Questions (143) Completed
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[bookmark: _Toc378685654]Figure 28: Screen 13 - Civil Tension Intake Questions (180 - 186)
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[bookmark: _Ref338933839][bookmark: _Toc378685655]Figure 29: Screen 14 - Specific Intake Questions
[bookmark: _Ref350862611][bookmark: _Toc378685656]Figure 30: Screen 15 - Intake Question Summary Screen
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[bookmark: _Ref351384365][bookmark: _Toc378685657]Figure 31: Screen 17 - Recording Lukus Data -- Follows "Add Case" Screen (Figure 11) for Lukus Case



[image: ]
[bookmark: _Ref351446412][bookmark: _Toc378685658]Figure 32: Screen 18 - Lukus Case - Verify Addresses
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[bookmark: _Ref341872985][bookmark: _Toc378685659]Figure 33: Screen 16 - Case Summary Screen


[bookmark: _Toc358369966][bookmark: _Toc393179464]Counts
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[bookmark: _Ref342894392][bookmark: _Toc378685660]Figure 34: Screen 19 - Case Count Display
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[bookmark: _Ref342918206][bookmark: _Toc378685661]Figure 35: Screen 20 - Adding a Count
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[bookmark: _Ref350938024][bookmark: _Toc378685662]Figure 36: Screen 21 - Delete Count Confirmation
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[bookmark: _Ref343245033][bookmark: _Toc378685663]Figure 37: Screen 22 - Copying a Count
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[bookmark: _Ref342894760][bookmark: _Toc378685664]Figure 38: Screen 23 - Updating a Count
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[bookmark: _Ref351017205][bookmark: _Toc378685665]Figure 39: Screen 24 - Reordering Counts
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[bookmark: _Ref345936773][bookmark: _Toc378685666]Figure 40: Relief Requested Opening Screen
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[bookmark: _Ref345937051][bookmark: _Toc378685667]Figure 41: Relief Requested - Details
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[bookmark: _Ref351623147][bookmark: _Toc378685668]Figure 42: Filing Complaint
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[bookmark: _Ref351627526][bookmark: _Toc378685669]Figure 43: Event List - Complaint Filed
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[bookmark: _Ref351628935][bookmark: _Toc378685670]Figure 44: Assigning Investigator
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[bookmark: _Toc378685671]Figure 45: Case Docket Verification
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[bookmark: _Toc378685672]Figure 46: General Intake Questions
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[bookmark: _Ref339013318][bookmark: _Toc378685673]Figure 47: Recording Lukus Information
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[bookmark: _Ref344975572][bookmark: _Toc378685674]Figure 48: Proof Guidance Selection
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[bookmark: _Ref345076518][bookmark: _Toc378685675]Figure 49: Adding Facts to a Proof Guidance Question
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[bookmark: _Ref345333084][bookmark: _Toc378685676]Figure 50: Proof Guidance Summary (Various questions omitted, as indicated)

[image: ]
[bookmark: _Ref345596228][bookmark: _Toc378685677]Figure 51: Add Impact
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[bookmark: _Ref339013549][bookmark: _Toc378685679]Figure 53: Recording Act 34 Review Information
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[bookmark: _Ref341791201][bookmark: _Toc378685680]Figure 54: Advanced Case Search Criteria Entry
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[bookmark: _Ref341866278][bookmark: _Toc378685681]Figure 55: Retrieved Data from Advanced Search
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[bookmark: _Ref341873523][bookmark: _Toc378685682]Figure 56: Case Details: Opening Screen
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[bookmark: _Ref341875187][bookmark: _Toc378685683]Figure 57: Add File Location Screen
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[bookmark: _Ref341875690][bookmark: _Toc378685684]Figure 58: Related Cases Tab
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[bookmark: _Ref341875888][bookmark: _Toc378685685]Figure 59: Related Case (Cross-Reference) Entry
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[bookmark: _Ref341945114][bookmark: _Toc378685686]Figure 60: Special Circumstances Tab
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[bookmark: _Ref341945204][bookmark: _Toc378685687]Figure 61: Screen 25 - Special Circumstances Entry
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[bookmark: _Ref342037661][bookmark: _Toc378685688]Figure 62: Copy Case Input
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[bookmark: _Ref351730816][bookmark: _Toc378685689]Figure 63: Case Copy - New Case Number
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[bookmark: _Ref342556977][bookmark: _Toc378685690]Figure 64: Case Notes Display
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[image: ]
[bookmark: _Ref351986178][bookmark: _Toc378685692]Figure 66: Add Character
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[bookmark: _Ref342479513][bookmark: _Toc378685723]Figure 97: Creating a Contact through an Event (Click ellipses)





[bookmark: _Toc358369968][bookmark: _Toc393179466]Reports

The reports listed below shall be clarified, elaborated upon, and added to as system development proceeds. Unless otherwise stated, all reports will be presented on-screen and exportable to pdf format.

[bookmark: _Toc393179467]Investigator's Dashboard
New CMS Feature: The ultimate aim of CMS events is to provide caseload manageability for the investigator and visibility into a caseload for the investigator's managers. The dashboard is driven by the events of a case (or lack of events).  The items that appear are as follows (See Figure 98.):

Case Age Summary Pie Chart: Provides an at-a-glance view of the investigator's caseload. The list of cases falling into each cohort can be displayed by clicking on its pie chart section. Note: The pie chart cohorts shall be changeable by the system administrator.

Priority Case List: List of cases by case number that are priority cases per PHRC policy. Icons provide at-a-glance labeling of priority type. State and federal Housing cases shall be distinguished by icon color: Red for federal and blue for state-only.

Due Today: Populated based on "Next Action Due Date" on the event definition. 

Deadlines Past Due: Cases in this section are populated based on the "Next Action Due Date" on the event definition. A case appears on this list when the required action has not had a corresponding event entered to remove the item from the list.
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Figure 98: Investigator's Dashboard


Navigation: The investigator can produce additional details form the dashboard as follows:
1) The investigator may produce a list of cases in each pie chart cohort by clicking on the appropriate pie wedge. 

2) The list of deadlines and items that are "due today" may be sorted by clicking on any heading item.

3) Cases in all lists are hyperlinked to the case summary screen.

[bookmark: _Toc393179468]Supervisor's Dashboard 

The supervisor's dashboard provides a real-time monitoring of the caseloads of all investigators on the supervisor's team. The supervisor's dashboard is assembled from the crucial elements of each investigator's dashboard. These elements include the pie chart summary of the caseload for each team member and same list of past due items that appears on each investigator's dashboard. 

Navigation: The supervisor can produce additional details form the dashboard as follows:

1) The supervisor may produce a list of cases in each pie chart cohort by clicking on the appropriate pie wedge. 

2) Cases in all lists are hyperlinked to the case summary screen.

3) All list items can be sorted by clicking on their respective column titles. (Default sort order is due date.)
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[bookmark: _Ref391631826][bookmark: _Toc392848620]Figure 99: Supervisor's Dashboard

[bookmark: _Toc358369970][bookmark: _Toc393179469]Case Chronology
The case chronology lists all significant events for a case, the time and date of those events and the individual (or system action) that created the event. Two views are necessary: Summary and detail. The detailed view presents "all recorded events along with comments. The summary view shows only those events that change the status of a case.

	Date
	Event
	Initiating Party
	Responsible Party
	Comments

	4/26/2014 
	Phone Contact - Witness - C 
	Anne Yates  
	James Fletcher
	He said, I said. 

	4/26/2014 
	Phone Contact - Witness - C 
	Lynn Warner 
	Sharon Gilmour
	C's performance 

	4/26/2014 
	Phone Contact - Complainant 
	Anne Yates  
	James Fletcher
	R stated he would fix problem. He didn't.

	4/26/2014 
	Phone Contact - Complainant 
	Anne Yates  
	Sharon Gilmour 
	C's performance 

	4/26/2014 
	Document Received - Letter from Complainant 
	Belinda Star 
	George Lucas.  
	

	4/26/2014 
	Document Received - Letter from Complainant 
	Belinda Star 
	Sharon Gilmour
	

	4/26/2014 
	Phone Contact - Complainant 
	Sharon Gilmour
	James Andrews 
	Call C per letter-left mess 

	4/26/2014 
	Closure Requested - NPC - No Probable Cause 
	George Lucas 
	Wally Wallace  
	

	4/26/2014 
	Closure Approved - NPC - No Probable Cause 
	Wally Wallace  
	Peggy Raynock  
	

	4/26/2014 
	Request to Supervisor - Case Analysis - Preliminary 
	James Fletcher
	Anne Reynolds  

	4/26/2014 
	Supervisor Returned - Case Analysis - NPC - Exit 
	Wally Wallace  
	George Lucas 
	

	4/26/2014 
	Document Received - Rebuttal to Finding 
	Belinda Star 
	George Lucas  
	

	4/26/2014 
	Document Received - Rebuttal to Finding 
	Belinda Star 
	Helen Masters 
	

	3/21/2013 
	Probable Cause Potential Review Requested
	Wally Wallace  
	Anne Yates  
	

	3/21/2013 
	Request to Supervisor - Case Analysis 
	Wally Wallace  
	Anne Yates  
	

	3/4/2013 
	Assign Intake Person - Assign Intake Person 
	CMS 
	Wally Wallace  
	

	3/4/2013 
	Complaint Filed - Complaint Filed 
	Wally Wallace  
	Wally Wallace  
	

	3/4/2013 
	Assign Investigator - Assign Investigator 
	Wally Wallace  
	Wally Wallace  
	

	3/4/2013 
	Complaint Docketed - Complaint Docketed 
	CMS 
	CMS 
	


Figure 100: Detailed Case Chronology



	Date
	Event
	Initiating Party
	Responsible Party

	4/26/2014 
	Closure Approved - NPC - No Probable Cause 
	Wally Wallace  
	Peggy Raynock  

	3/4/2013 
	Complaint Filed - Complaint Filed 
	Wally Wallace  
	Wally Wallace    

	3/4/2013 
	Assign Investigator - Assign Investigator 
	Wally Wallace  
	Wally Wallace  

	3/4/2013 
	Complaint Docketed - Complaint Docketed 
	CMS 
	CMS


Figure 101: Summary Case Chronology

Other reports

A list of reports currently in use by PHRC is provided in Appendix B. This list shall be validated (and likely reduced) during the initial phases of system development.


[bookmark: _Toc358369972][bookmark: _Toc393179470]Salient Data Elements and Validations


[bookmark: _Ref342643786][bookmark: _Toc358369973][bookmark: _Toc393179471]Lookup Tables – To be Cleansed and Migrated

Note: Administrative columns, such as "last modified date" have been omitted.

	
Table: Accommodation
	Technical Name: dbo.AccommodationTypes

	Purpose: Provides description of accommodation needed by a character in a Complaint.

	Row Length:
	Initial Number of Records: 11
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Accommodation ID
	integer
	Unique/Primary key (PK)

	Accommodation Description
	varchar
	· Interpreter
· Sign Language
· Extra Large Print
· Tape Recording
· Braille
· Wheelchair Access
· Computer Screen Magnification
· Voice Recognition
· Teletype Interpreter
· None (Default)
· Other




	
Table: Acts of Harm – Subject Areas
	Technical Name: dbo.ActOfHarmTypes

	Purpose: Provides general area under which an act of harm is alleged to have occurred.

	Row Length:
	Initial Number of Records: 7
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Act of Harm ID
	integer
	Unique/Primary key (PK)

	Act of Harm Description
	varchar
	· Public Accommodation
· Commercial Property
· Employment
· Housing
· Education
· Other



	

Table: Acts of Harm – Specific Types
	Technical Name: dbo.ActOfHarmSpecificTypes

	Purpose: Based on subject area, provides specific way in which Complainant alleges he or she was harmed by the Respondent. Examples are "Harassment (different treatment)" "Eviction," "Demotion," and "Discharge."

	Row Length:
	Initial Number of Records: 745
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Subject Area ID
	integer
	Foreign key (FK)

	Act of Harm ID
	integer
	Unique/Primary key (PK)

	Act of Harm Description
	varchar
	





	
Table: Address Types
	Technical Name: dbo. AddressTypes

	Purpose: Provides general area under which an act of harm is alleged to have occurred.

	Row Length:
	Initial Number of Records: 8
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Address Type ID
	integer
	Unique/Primary key (PK)

	Address Type Description
	varchar
	· Business/Regional Office
· Corporate/Headquarters Office
· Residence
· Temporary/Secondary Residence
· School/College
· Service
· Other







	
Table: Agencies
	Technical Name: dbo.Agencies

	Purpose: State, local, and federal agencies that deal with cases of illegal discrimination.

	Row Length:
	Initial Number of Records: 12
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	One of:
· PA Department of State, Bureau of Professional and Occupational Affairs
· U.S. Equal Employment Opportunity Commission
· Erie County Human Relations Commission
· Harrisburg Human Relations Commission
· U.S. Department of Housing and Urban Development
· Lancaster County Human Relations Commission
· Philadelphia Commission on Human Relations
· Pittsburgh Commission on Human Relations
· U.S. Department of Education, Office of Civil Rights
· York City Human Relations Commission
· Lancaster City Human Relations Commission
· Allentown City Human Relations Commission





	
Table: Answer Fields
	Technical Name: dbo.AnswerFields

	Purpose: List of question numbers and question number text for intake tree.

	Row Length:
	Initial Number of Records: 354
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Question
	integer
	Intake form question number (may be repeated)

	Sequence
	integer
	If intake question number is repeated, this field gives the sequence in which the fields are to appear. (e.g., Complainant Name is question #5. Complainant Title is sequence #1; First name sequence #2, etc.)

	Description
	varchar
	Long description of field name, e.g., Complainant Middle Name

	Label
	varchar
	Field label for field on form, e.g., Middle Name

	DefaultValue
	varchar
	

	TableName
	varchar
	Table where transaction data is stored. 

	FieldName
	varchar
	Table column name for the data in the transaction table. 

	LookupTableName
	varchar
	Table from which the lookup values are extracted.

	LookupFieldName
	varchar
	Table column name for the data in the lookup table.

	LookupFilter
	varchar
	Filter value for lookup table data. (Current table has a value [= 15] supplied only for ProtectedClassSpecificTypes table for intake Question # 941, "Impairment.")

	Type
	integer
	Data type for field: Foreign key to AnswerFieldTypes table.

	SelectSQL
	varchar
	

	UpdateSQL
	varchar
	

	UpdateSQL2
	varchar
	

	BranchField
	Boolean
	

	Preload
	Boolean
	

	Editable
	Boolean
	




	
Table: Answer Field Types
	Technical Name: dbo. AnswerFieldTypes

	Purpose: Provides data types for formatting and editing questions on the intake form. This table is used by dbo.AnswerFields.

	Row Length:
	Initial Number of Records: 23
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	One of:
· text
· checkbox
· drop-down
· option
· textarea
· list
· phone
· ssn
· date
· hidden
· related_list
· Municipality
· City
· State
· ZipCode
· County
· Country
· InvalidZipCode




	
Table: Association Types
	Technical Name: dbo. AssociationTypes

	Purpose: Relationships between two entities (complainant-to-complainant or complainant-to-organization)

	Row Length:
	Initial Number of Records: 15
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	Examples:
· On Behalf Of
· Doing Business As
· Parent Company Of
· Subsidiary Of
· etc.



	

Table: Bias Motivations
	Technical Name: dbo. Bias Motivations

	Purpose: Contains types of motivating factors in civil tension incidents, including "Anti-Catholic," "Anti-Black," "Anti-other," etc.

	Row Length:
	Initial Number of Records: 25
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	Examples:
· Anti-East Indian
· Anti-Heterosexual
· Anti-Jewish
· Anti-Female Homosexual 
· Anti-Multi-Religious Group
· Anti-Other
· Anti-Protestant
· Anti-White
· All or Anti-ethnic-specify
etc.




	
Table: Case Categories
	Technical Name: dbo. CaseCategories

	Purpose: Provides general classification of case types.

	Row Length:
	Initial Number of Records: 5
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	Records are:
· State Only
· Dual Filed
· Lukus
· Abeyance
· [Blank]





	
Table: Case Priorities
	Technical Name: dbo. CasePriorities

	Purpose: Provides general classification of case types.

	Row Length:
	Initial Number of Records: 8
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	Records are:
· Low
· Normal
· High
· Urgent
· Pilot
· Root
· Pilot-Root
· [Blank]




	
Table: Case Statuses
	Technical Name: dbo. CaseStatuses

	Purpose: Indicates the processing state of a case.

	Row Length:
	Initial Number of Records: 6
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	Records are:
· Open
· Closed
· Re-Opened
· Intake
· Suspend 
· [Blank]





	

Table: Character Roles
	Technical Name: dbo.CharacterRoles

	Purpose: Provides connection between a contact (character) and the role that the part that the character plays in a case.

	Row Length:
	Initial Number of Records: 69
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Role ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	· Agency Representative
· Complainant
· Complainant Attorney
· Complainant Contact
· Complainant Representative
· Coworker
· Decision Maker
· Harasser
· Informant
· Landlord
· Neighbor
· Other
· Other Aggrieved
· Parent/Guardian
· Point of Contact
· Requesting Official
· Respondent
· Respondent Attorney
· Respondent Contact
· Respondent Representative
· Retaliator
· Special Service
· Supervisor
· Witness




	

Table: Chronology Types
	Technical Name: dbo. ChronologyTypes

	Purpose: Selection among four options for which type of chronology to display or print.

	Row Length:
	Initial Number of Records: 4
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Role ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	· Case - Summary
· Case - Details
· Legal - Summary
· Legal - Details






	

Table: Circumstances
	Technical Name: dbo. Circumstances

	Purpose: Provides values for dropdown that flags special attributes of a case. These values are related to a particular case through the SpecialCircumstances table.

	Row Length:
	Initial Number of Records: 0
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	[bookmark: _Toc358369974][bookmark: _Toc358370058][bookmark: _Toc393179472]Circumstance ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	One of:
· Special Service
· Special Interest
· Overtime
· HIV
· Complainant Deceased
· Respondent Out-of-Business
· Expedite
· Injunction 
· [blank]



	


Table: Communication Methods
	Technical Name: dbo. Communication Methods

	Purpose: Lists all ways in which a communication between PHRC and an external entity can take place. Federal codes are also provided for each method. 


	Row Length:
	Initial Number of Records: 12
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Code
	char(1)
	P, W, M or O as below.

	Description
	varchar
	One of:
· E-mail (O)
· Fax  (O)
· Inside Office (W)
· Mail (M)
· Other (O)
· Outside Office  (W)
· Phone (P)
· Telephone (P)
· Walk-In  (W)




	

Table: Communication Places
	Technical Name: dbo. CommunicationPlaces

	Purpose: Provides values for dropdowns on screens that collect contact information. 

	Row Length:
	Initial Number of Records: 5
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Communication Type ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	One of:
· Business
· Institutional Quarters
· Mobile
· Residence
· [blank]




	


Table: Communication Types
	Technical Name: dbo. CommunicationTypes

	Purpose: Provides values for dropdowns on screens that collect contact information. 

	Row Length:
	Initial Number of Records: 7
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Communication Type ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	One of:
· Email
· Fax
· Pager
· Phone
· TTY
· Website 





	

Table: Conditions
	Technical Name: dbo. Conditions

	Purpose: Conditions evaluated during a case audit. These are mostly actions that are required to move a case forward or close it.

Note: If case audits are eliminated, this table can be eliminated.

	Row Length:
	Initial Number of Records: 10
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Condition ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	One of:
· 1 = Awaiting answer
· 2 = Needs initial case analysis
· 3 = Needs additional case analysis
· 4 = Needs final case analysis
· 5 = Settlement in progress
· 6 = Needs documents
· 7 = Needs witness information
· 49 = Needs documentation for administrative closing
· 50 = Submitted to legal division
· 51 = Ready for closure 






	


Table: Counties
	Technical Name: dbo.Counties

	Purpose: Indicates the county (or out-of-state) where the act of illegal discrimination is alleged to have occurred.

	Row Length:
	Initial Number of Records: 69
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	County ID
	integer
	Unique/Primary key (PK)

	County Name
	varchar
	One of: Allegheny, Armstrong, … 
… York, Out-of-State, In-State, Unknown




	


Table: Countries
	Technical Name: dbo.Countries

	Purpose: Contains three entries: USA, Other, and [blank] along with federal codes.

	Row Length:
	Initial Number of Records: 69
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Abbreviation
	Char(3)
	One of: USA and OTH

	Description
	varchar
	One of: 
· USA
· Other
· [Blank]






	Table: Document Categories
	Technical Name: dbo.DocumentCategories

	Purpose: Provides general category of documents associated with a case.

	Row Length:
	Initial Number of Records: 12
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Document Category ID
	integer
	Unique/Primary key (PK)

	Document Category Description
	varchar
	One of:
· Investigation
· D & D Letters
· Fact Finding
· Notice of Closing from HRR
· Witness Stuff
· Public Hearing
· CO Closing Documents
· Intake
· January Intake
· Data and Document Requests
· Service
· Unavailable




	Table: Document  Fields
	Technical Name: dbo.DocumentFields

	Purpose: Populates fields in correspondence using field codes and SQL statements that are stored in the table.

	Row Length:
	Initial Number of Records: 119
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	

	BookmarkName
	varchar
	

	SQL Statement
	varchar
	Contains SQL to populate the document field. Some of these invoke stored procedures; others contain just the raw SQL. E.g., F42 has:
Select ca.value, cq.id, ca.field from CaseQuestions cq, caseAnswers ca where cq.[case] = ? and  cq.question = 120 and ca.casequestion = cq.id and ca.answer = 1 and field = 64






	Table: Document Tabs
	Technical Name: dbo.DocumentTabs

	Purpose: Identifies case tab to which a document pertains.

	Row Length:
	Initial Number of Records: 9
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Document Category ID
	integer
	Unique/Primary key (PK)

	Document Category Description
	varchar
	One of:
· A-Essential Documents
· B-Papers From Initial Inquiry
· C-Complainant
· D-Respondent Position
· E-About Complaint From Respondent
· F-About Others Provided By Respondent
· G-Internal Agency Correspondence
· H-Respondent Policies - EEOC - Community
· Z-From Respondent Not Used As Verification





	

Table: Employee Count Ranges
	Technical Name: dbo.EmployeeCountRanges

	Purpose: Provides selection of ranges of numbers of employees

	Row Length:
	Initial Number of Records: 9
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Employee Range ID
	integer
	Unique/Primary key (PK)

	Code
	Char(1)
	One of:
A,B,C,D,N,U

	Description
	varchar
	One of:
· 1-3 (N)
· 4-14 (N)
· 15-19 (A)
· 20-100 (A)
· 101-200 (B)
· 201-500 (C)
· 501+ (D)
· Unknown (U)
· Not Applicable (U)




	Table: Entity Types
	Technical Name: dbo.EntityTypes

	Purpose: Only two rows containing literals: "Character" or "Organization."

	Row Length:
	Initial Number of Records: 2
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	One of:
· Character
· Organization







	Table: Event Specific Types
	Technical Name: dbo. EventSpecificTypes

	Purpose: Provides more detail concerning an event where appropriate. For example, if the event is "correspondence sent," the specific event is whether the correspondence was sent to the complainant or the respondent.

	Row Length:
	Initial Number of Records: 2438
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Event Type
	integer
	Foreign key into EventType table.

	Code 
	integer
	Values include 'G1," "M1," "X2," etc. All but a few rows have null values in this column.

	Description
	varchar
	Example values:
· Intake Interview
· Conciliation Agreement Review Disposition (Pre-Signature)
· Complaint Docketed
· Complaint Service
· Adjudication
· Court Activity (District Court)
· Assign Investigator
· Amended Complaint Filed
Etc., etc.





	Table: Event Types
	Technical Name: dbo. EventTypes

	Purpose: Contains major activities that affect the workflow of a case. These may change the state of a case.

	Row Length:
	Initial Number of Records: 230
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Sequence
	integer
	

	Chronology Type
	integer
	

	Description
	varchar
	Example values:
· Intake Interview
· Conciliation Agreement Review Disposition (Pre-Signature)
· Complaint Docketed
· Complaint Service
· Adjudication
· Court Activity (District Court)
· Assign Investigator
· Amended Complaint Filed
Etc., etc.







	Table: Exemptions
	Technical Name: dbo.Exemptions

	Purpose: Contains reasons why a Respondent might be exempt from a particular human rights law. The exemptions are keyed to general Act of Harm Types.

	Row Length:
	Initial Number of Records: 39
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Act of harm Type
	integer
	Foreign key to ActOfHarmType table.

	Description
	varchar
	





	Table: Federal Laws
	Technical Name: dbo.FederalLaws

	Purpose: Federal laws that govern discrimination in employment, housing, and education.

	Row Length:
	Initial Number of Records: 5
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	One of:
· ADA
· ADEA
· Title VII
· Title VIII
· EPA

	Comments
	varchar
	Long name corresponding to the above:
· Americans with Disabilities Act
· Age Discrimination in Employment Act of 1968
· Title VII - Civil Rights Act of 1964
· Title VIII
· EPA






	Table: Findings
	Technical Name: dbo. Findings

	Purpose: Possible outcomes for each count in a case of discrimination based on factual information in the proof formulas.

	Row Length:
	Initial Number of Records: 7
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	One of: 
· Probable Cause
· No Probable Cause
· Pending
· Go to Another Proof Formula
· Go to Direct Evidence Proof Formula
· Probable Cause (Not Mixed Motive)
· Go to Mixed Motive Proof Formula





	Table: Filing Types
	Technical Name: dbo. FilingTypes

	Purpose: Legal descriptions of how the housing/commercial property is filed. I.e., type of housing complaint.

	Row Length:
	Initial Number of Records: 7
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	One of: 
· Building
· Business
· Facility
· Public Accommodation
· Structure
· Vacant Land
· [Blank]






	Table: Functions
	Technical Name: dbo. Functions

	Purpose: Business functions implemented in CMS used for security (access control) purposes.

	Row Length:
	Initial Number of Records: 193
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Name
	varchar
	Examples: 
· View Case Summary
· View Case Detail
· Add Case
· Add Character
· Modify Character
· Delete Character
· Add Organization
Etc.

	Description
	varchar
	Same as above.





	Table: Guidance
	Technical Name: dbo.Guidance

	Purpose: Provides helpful information for some intake and proof formula questions. See Appendix "Guidance Detail" for values.

	Row Length:
	Initial Number of Records: 95
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Question
	integer
	Foreign key into Questions table. If this column is null, then ProofFormulaQuestion is not null. 

	ProofFormulaQuestion
	integer
	Foreign key into ProofFormulaQuestions. If this column is null, then Question is not null.

	Keyword
	varchar
	E.g., "Adequate," "Aid and Abet," etc.

	Description
	varchar
	See appendix "Guidance Detail" for values.








	

Table: Impact Categories
	Technical Name: dbo.ImpactCategories

	Purpose: Provides the type of remediation required of the Respondent in settling the Complaint, e.g., monetary, non-monetary, etc.

	Row Length:
	Initial Number of Records: 51
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Category ID
	integer
	Unique/Primary key (PK)

	Impact Subject Area ID
	integer
	Foreign Key (FK) into Impact Subject Area

	Description
	varchar
	Includes values such as:
· Actual Fees and Costs (Employment)
· Compensatory Damages (Employment)
· Fringe Benefits (Employment)
· Monetary Benefits - General (Housing)
· Monetary Benefits (Employment)
· Projected Monetary Benefits (Employment), etc.




	Table: Impact Proofs
	Technical Name: dbo. ImpactProofs

	Purpose: Contains types of documentation for proof of harm.

	Row Length:
	Initial Number of Records: 8
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Description
	integer
	· One of:
· Invoice
· Receipt
· Paycheck
· Other
· Written Records
· Witness Statement
· None
· Unknown






	

Table: Impact Subject Areas
	Technical Name: dbo.ImpactSubjectAreas

	Purpose: Provides the general classification for case act of harm impacts. 

	Row Length:
	Initial Number of Records: 5
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Impact Subject Area ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	· Public Accommodation
· Commercial Property
· Employment
· Housing
· Education





	

Table: Impact Types
	Technical Name: dbo.ImpactTypes

	Purpose: Provides a particular type of impact to elaborate upon the Impact Category. For example, back pay is a type of the Category monetary impact of the Employment subject area.

	Row Length:
	Initial # of Records: Approx. 375
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Impact Type ID
	integer
	Unique/Primary key (PK)

	Impact Category ID
	integer
	Foreign Key (FK) Impact Categories

	Description
	varchar
	Includes values such as:
· Attorney fees
· Training/Tuition costs
· Training/Apprenticeship
· Compensatory Damages
· Out-of-pocket expenses
· Paid leave program, etc., etc.







	

Table: Inquiry Actions
	Technical Name: dbo. InquiryActions

	Purpose: Contains the next action from an RFI.

	Row Length:
	Initial # of Records:  9
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	int
	Unique/Primary key (PK)

	Description
	varchar
	One of:
· Verbally Provide Information
· Send Information
· E-mail Information
· Send Questionnaire
· Conduct Interview
· Refer to Another Agency
· Refer to Internal Staff
· Refer to PHRC Web Site
· None




	

Table: Inquiry Dispositions
	Technical Name: dbo. Inquiry Dispositions

	Purpose: Lists the "closing action" of an RFI.

	Row Length:
	Initial # of Records:  7
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	int
	Unique/Primary key (PK)

	Description
	varchar
	One of:
· Information Request
· Possible Case
· Referral
· Internal Referral
· Civil Tension Incident
· None






	

Table: Inquiry Referrals
	Technical Name: dbo.InquiryReferrals

	Purpose: Used in RFIs, lists agencies that may refer a complainant to PHRC or to whom the PHRC may refer a Complainant. Note: In the current system, the Phone, Email, Street, ApartmentSuite, City, StateProvince, and PostalCode fields are not populated on most of the records.

	Row Length:
	Initial # of Records: 74
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	int
	Unique/Primary key (PK)

	Description
	varchar
	

	Phone
	char
	

	Email
	varchar
	

	Street
	varchar
	

	ApartmentSuite
	varchar
	

	City
	varchar
	

	StateProvince
	int
	

	PostalCode
	varchar
	




	

Table: Institution Types
	Technical Name: dbo.InstitutionTypes

	Purpose: Lists types of educational institutions within the jurisdiction of PHRC.
Note: Two typos in the original set: Kindergarten and Post-Secondary.


	Row Length:
	Initial # of Records: 15
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	int
	Unique/Primary key (PK)

	Description
	varchar
	Contains:
· Academy
· Business
· College
· Elementary School
· High School
· Kindergarten
· Middle School
· Not Applicable
· Other
· Post-Secondary School
· Secretarial
· Trade School
· University
· Vocational
· [Blank]




	

Table: Judge Types
	Technical Name: dbo. JudgeTypes

	Purpose: Lists types of educational institutions within the jurisdiction of PHRC.

	Row Length:
	Initial # of Records: 5
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	int
	Unique/Primary key (PK)

	Description
	varchar
	Contains:
· En banc judge
· Individual Judge
· Other
· Panel judge
· [Blank]




	

Table: Laws
	Technical Name: dbo.Laws

	Purpose: Contains two rows referring to PA state laws covering non-discrimination in employment, housing, and education.

	Row Length:
	Initial # of Records:  2
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	int
	Unique/Primary key (PK)

	Description
	varchar
	One of:
· Pennsylvania Human Relations Act 43 P.S. 951-963
· Pennsylvania Fair Educational Opportunities Act 24 P.S. 5001-5010




	

Table: Law Types
	Technical Name: dbo.LawTypes

	Purpose: Contains three rows for the jurisdiction of a law: local, state, federal.

	Row Length:
	Initial # of Records: 3
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	int
	Unique/Primary key (PK)

	Description
	varchar
	One of:
· Local
· State
· Federal






	

Table: Liabilities
	Technical Name: dbo. Liabilities

	Purpose: Determination of the level of liability for which the Respondent is responsible based on factual information in the proof formulas.

	Row Length:
	Initial # of Records: 4
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	int
	Unique/Primary key (PK)

	Description
	varchar
	One of:
· Full Remedy
· Limited Remedy
· Not Applicable
· Pending




	

Table: Location
	Technical Name: dbo.Locations

	Purpose: Describes the PHRC or federal entity having custody of a case. 

	Row Length:
	Initial Number of Records: 8
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Location ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	· Central Office
· Commonwealth Archives
· Other Location
· Philadelphia
· Harrisburg
· Pittsburgh
· EEOC Office – Philadelphia
· EEOC Office - Pittsburgh




	

Table: Location Types
	Technical Name: dbo.LocationTypes

	Purpose: Describes the PHRC or federal entity having custody of a case. 

	Row Length:
	Initial Number of Records: 144
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	· Central Office
· Commonwealth Archives
· Other Location
· Philadelphia
· Harrisburg
· Pittsburgh
· EEOC Office – Philadelphia
· EEOC Office - Pittsburgh



	

Table: Major Life Activities
	Technical Name: dbo. MajorLifeActivities

	Purpose: Everyday tasks that are an essential part of living (and may affect job duties). 
Note: 

	Row Length:
	Initial Number of Records: 32 (26)
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	Unique values are:
· Bending
· Breathing
· Concentrating
· Eating
· Hearing
· Interacting with others
· Learning
· Lifting
· Manual tasks
· Other
· Pulling
· Pushing
	· Reaching
· Reading
· Reproducing
· Seeing
· Self Care
· Sitting
· Sleeping
· Speaking
· Standing
· Stooping
· Thinking
· Walking
· Working




	

Table: Municipalities
	Technical Name: dbo.Municipalities 

	Purpose: Lists all municipalities and zip codes within Pennsylvania as well as the value "unknown."

	Row Length:
	Initial Number of Records: 2657
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Location ID
	integer
	Unique/Primary key (PK)

	ZipCode
	char(5)
	May be null: Not unique

	County
	char(2)
	Values > 67 are for "Unknown."

	Description
	varchar
	







	

Table: NAICS: North American Industry Classification System  codes
	Technical Name: [dbo].NAIC

	Purpose: US Census Bureau industry code that is used for EEOC statistical reporting. 

	Row Length:
	Initial Number of Records: 68
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	

	NAIC
	varchar(5)
	





	

Table: Non-Jurisdictional Protected Class
	Technical Name: [dbo]. [NonJurisdictionalClasses]

	Purpose: Provides identification of a class of individuals that may be protected by discrimination laws enforced by an agency other than PHRC. 

	Row Length:
	Initial Number of Records: 8
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Protected Class ID
	integer
	Unique/Primary key (PK)

	Protected Class Description
	varchar
	One of:
· Familial status (Employment)
· LGB (Lesbian, Gay, Bisexual)
· Marital Status (Employment)
· Marital Status (Housing)
· Political Affiliation
· Source of Income (Housing)
· Students in Housing
· Transgender-Gender Identity





	

Table: Note Types
	Technical Name: dbo.NoteTypes

	Purpose: Provides selection of ranges of numbers of employees

	Row Length:
	Initial Number of Records: 15
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Note Type ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	One of:
· Analysis
· Central Office Review
· General
· Intake
· Investigation
· Legal Review
· Regional Director Review
· Supervisor Review
· Executive Director Review
· Underlying Fact
· Note to File
· Peer Review
· Division Director Review





	

Table: Offices
	Technical Name: dbo.Offices

	Purpose: Text value for PHRC Office locations. 

	Row Length:
	Initial Number of Records: 4
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Code
	Char(2)
	One of:
"00", "01", "02", "03"

	Organization
	integer
	Constant value 4 for all rows

	Description
	varchar
	One of:
· Central Office
· Pittsburgh
· Harrisburg
· Philadelphia
Corresponding to values above.

	Name
	varchar
	Identical to Description values

	Director
	integer
	Foreign key into PHRCPeople table on ID

	Address
	integer
	




	

Table: Party Types
	Technical Name: dbo. PartyTypes

	Purpose: Supplies values for types of parties to a discrimination action, such as "Complainant," "respondent," etc.

	Row Length:
	Initial Number of Records: 5
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Sequence
	integer
	

	Proof Formula Description
	varchar
	One of:
· Complainant
· Respondent
· Other
· Representative
· Complainant Organization




	

Table: PHRC People
	Technical Name: dbo.PHRCPeople

	Purpose: Provides picklist choices for various screens as well as security validation.

	Row Length:
	Initial Number of Records: 200+
	Est. Annual Growth (%): 5%

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	EmployeeNumber
	varchar
	

	UserName
	varchar
	

	LastName
	varchar
	

	FirstName
	varchar
	

	MiddleName
	varchar
	

	MiddleName2
	varchar
	

	Suffix
	varchar
	

	Title
	varchar
	

	Phone
	varchar
	

	Extension
	varchar
	

	Initials
	varchar
	

	Password
	varchar
	Encrypted

	PasswordDate
	datetime
	

	SettingGroup
	integer
	

	Unit
	integer
	




	

Table: Proof Formulas
	Technical Name: dbo.ProofFormulas

	Purpose: Contains general Act of Harm types that will serve as a basis for proof guidance for the complaint.

	Row Length:
	Initial Number of Records: 22
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Proof Formula ID
	integer
	Unique/Primary key (PK)

	Proof Formula Description
	varchar
	One of:
· Adverse Impact
· Aid and Abet
· Attempt
· Coerce or Compel
· Constructive Action
· Direct Evidence
· Harassment by a Neighbor to Neighbor
· Harassment by Non-Employee
· Harassment by Non-Supervisory Employee
· Harassment by Supervisory Employee - No Tangible Action
· Harassment by Supervisory Employee - Tangible Action
· Incite
· Mixed Motive
· Negative Action
· No Positive Action
· Obstruct or Prevent
· Predatory Lending
· Reasonable Accommodation - Disability
· Reasonable Accommodation - Religion
· Retaliation
· Unequal Pay





	

Table: Proof Formula Question Categories
	Technical Name: dbo.ProofFormulaQuestionCategories

	Purpose: List of general types (sets) of proof formulas to be used in establishing a case of illegal discrimination.

	Row Length:
	Initial Number of Records: 14
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Proof Formula Category ID
	integer
	Unique/Primary key (PK)

	Proof Formula Category Description
	varchar
	One of:
· Prima facie
· Standard Defense
· Standard Pretext
· Special Defense
· Special Pretext
· Defense Apply
· Alternative
· Respondent Burden
· Affirmative Defense
· Prompt and Adequate
· Analysis
· Business Necessity
· Underlying Facts
· Evidence of Targeting








	

Table: Proof Formula Question Groups
	Technical Name: dbo.ProofFormulaQuestionGroups

	Purpose: Supplies values to distinguish type of proof formula. Contains only four rows: Policy
Practice Test and blank.

	Row Length:
	Initial Number of Records: 4
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	One of:
· Policy
· Practice
· Test
· [Blank]




	

Table: Proof Formula Questions
	Technical Name: dbo.ProofFormulaQuestions

	Purpose: Supplies values to distinguish type of proof formula. Contains only four rows: Policy
Practice Test and blank.

	Row Length:
	Initial Number of Records: 451
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Name
	varchar
	Abbreviated form of question (in description below)

	Description
	varchar
	Full text of formula question.

	ProofFormulaQuestionCategory
	integer
	Foreign key into ProofFormulaQuestionCategory

	ProofFormulaQuestionGroup
	integer
	Foreign key into ProofFormulaQuestionGroup

	Positive Answer
	varchar
	Text for positive answer to the question.

	Negative Answer
	varchar
	Text for negative answer to the question.




	

Table: Proof Formula Questions
	Technical Name: dbo.ProofFormulaQuestions

	Purpose: Supplies values to distinguish type of proof formula. Contains only four rows: Policy
Practice Test and blank.

	Row Length:
	Initial Number of Records: 451
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Name
	varchar
	Abbreviated form of question (in description below)

	Description
	varchar
	Full text of formula question.

	ProofFormulaQuestionCategory
	integer
	Foreign key into ProofFormulaQuestionCategory

	ProofFormulaQuestionGroup
	integer
	Foreign key into ProofFormulaQuestionGroup

	Positive Answer
	varchar
	Text for positive answer to the question.

	Negative Answer
	varchar
	Text for negative answer to the question.




	

Table: Proof Formula Question Sequence
	Technical Name: dbo.ProofFormulaQuestionSequence

	Purpose: Supplies values to distinguish type of proof formula. Contains only four rows: Policy
Practice Test and blank.

	Row Length:
	Initial Number of Records: 451
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	ProofFormula
	integer
	Foreign key into ProofFormula

	ProofFormulaQuestion
	integer
	Foreign key into ProofFormulaQuestion

	NextProofFormulaQuestion
	integer
	Foreign key into ProofFormulaQuestion

	Sequence
	integer
	

	Answer
	integer
	

	Finding
	integer
	

	Liability
	integer
	




	

Table: Protected Class Types
	Technical Name: dbo. ProtectedClassTypes

	Purpose: Provides identification of the Complainant's protected class, e.g., Complainant has a visible disability.

	Row Length:
	Initial Number of Records: 22
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Protected Class Type ID
	integer
	Unique/Primary key (PK)

	Protected Class Type  Description
	varchar
	

	Label
	varchar
	Provides an even more generic description for the protected class type. These are the same as the protected class type except for the Disability protected class. (See extant table entries.)

	Introduction
	varchar
	Appears to serve as the introduction paragraph for a letter or a complaint. This filed is null except for the disability protected class.







	

Table: Protected Class Specific Types
	Technical Name: dbo. ProtectedClassSpecificTypes

	Purpose: Provides specifics regarding the more general protected class. For example, if the protected class is national origin, this table provides a list of countries for selection of the country from which a complainant may have immigrated.

	Row Length:
	Initial Number of Records: 1342
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Type
	integer
	Foreign key into ProtectedClassTypes table.

	Code
	Char(2)
	Two-character (federal?) code

	Description
	varchar
	





	Table: 
Reasons for Chief Counsel Return
	Technical Name: 
dbo.ReasonsForIntakeSupervisorReturn

	Reasons for Compliance Director Return
	dbo.ReasonsForComplianceDirectorReturn

	Reasons for Compliance Division Return
	dbo.ReasonsForComplianceDivisionReturn

	Reasons for Education Division Return
	dbo.ReasonsForEducationDivisionReturn

	Reasons for Executive Director Return
	dbo.ReasonsForExecutiveDirectorReturn

	Reasons for Housing Director Return
	dbo.ReasonsForHousingDirectorReturn

	Reasons for Intake Supervisor Return
	dbo.ReasonsForIntakeSupervisorReturn

	Reasons for Regional Director Return
	dbo.ReasonsForRegionalDirectorReturn

	Reasons for Supervisor Return
	dbo.ReasonsForSupervisorReturn

	Purpose:  All of these tables have the same schema and contents. 

	Row Length:
	Initial Number of Records: 5
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	One of:
· Dates not correct
· Date verified complaint was received is incorrect or missing
· Number of employees incorrect or missing
· Incoherent allegations
· County missing




	Table: Reasons for Finding
	Technical Name: 
dbo.ReasonsForFinding

	Purpose:  ??????????? What process uses this table????

	Row Length:
	Initial Number of Records: 162
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	ProofFormula
	integer
	Foreign Key to Proof Formula

	Finding
	integer
	

	Description
	varchar
	Examples:
· the investigation did not establish the legal requirements for disability under the Pennsylvania Human Relations Act (PHRA) or the Pennsylvania Fair Educational Opportunities Act (PFEOA)
· the investigation did not establish a prima facie case.
· even though a prima facie case was established, the respondent articulated a legitimate, non-discriminatory reason(s) for its action(s) and the investigation did not show the respondent’s defense is a pretext for unlawful discrimination.
· a prima facie case was established and the respondent did not articulate a legitimate, non-discriminatory reason(s) for its action(s).





	Table: Reasons for Lack of Jurisdiction
	Technical Name: 
dbo.ReasonsForLackOfJurisdiction

	Purpose:  

	Row Length:
	Initial Number of Records: 10
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	One of:
· Less than 4 employees
· No jurisdiction for subject matter
· No protected class
· No standing to file
· Person not aggrieved
· Police incidents leading to arrest
· Respondent not located in PA
· Sexual orientation
· Statutory exemption
· None





	Table: Reasons for Rejection
	Technical Name: 
dbo.ReasonsForRejection

	Purpose: 

	Row Length:
	Initial Number of Records: 3
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	One of:
· Insufficient information
· Invalid information
· Lack of evidence



 
	Table: Reasons for Return
	Technical Name: 
dbo.ReasonsForReturn

	Purpose: Provides text describing return of USPS mail.


	Row Length:
	Initial Number of Records: 3
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	One of:
· Moved
· Refused
· Invalid Address




	Table: Reasons for Standing
	Technical Name: 
dbo.ReasonsForStanding

	Purpose: Provides text for "why aggrieved" at Intake (Question 18).

	Row Length:
	Initial Number of Records: 8
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	One of:
· Filing as Legal Guardian for Another Person
· Filing on Behalf of a Minor Child
· Filing on Behalf of an Organization
· Filing on Behalf of an Association
· Filing on Behalf of a Corporation
· Individual Harmed
· None
· [Blank]




	Table: Regional Director Returns
	Technical Name: 
dbo.RegionalDirectorReturns

	Purpose:  

	Row Length:
	Initial Number of Records: 0
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Event
	varchar
	

	Description
	varchar
	




	Table: Relationship Types
	Technical Name: dbo.RelationshipTypes

	Purpose: Provides text used when establishing a relationship between two cases.

	Row Length:
	Initial Number of Records: 6
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Referral Entity ID
	integer
	Unique/Primary key (PK)

	Referral Entity Description
	varchar
	




	Table: Remedy Question Categories
	Technical Name: dbo RemedyQuestionCategories

	Purpose: Provides prompts to HRR to introduce the question categories and determine which particular questions are appropriate.

	Row Length:
	Initial Number of Records: 51
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Category ID
	integer
	Unique/Primary key (PK)

	Name
	integer
	One of: 
· Employment
· Housing or Commercial Property
· Government Services
· Schools
· Services Available to Public
· Accessibility to Places open to the Public
· Financial Services
· Insurance Coverage
· Mitigation

	Description
	varchar
	Example:
· To Begin the Negotiation, we ask you to answer the following questions, identifying and prioritizing what you need to resolve your complaint.  For example, your primary need may be a job, health insurance, training, lost wages, removal of derogatory information from your record, a reference or a policy change.  SUCCESSFUL NEGOTIATION REQUIRED BOTH THE COMPLAINANT AND THE RESPONDENT TO BE FLEXIBLE.




	Table: Remedy Questions
	Technical Name: dbo Remedy Questions

	Purpose: Provides prompts to HRR to ascertain what the Complainant hopes to gain through the Complaint.

	Row Length:
	Initial Number of Records: 51
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Question ID
	integer
	Unique/Primary key (PK)

	Category ID
	integer
	Foreign key to Remedy Question Categories

	Act of Harm Type
	integer
	Foreign key to Act of Harm Type

	Question Text
	varchar
	Examples:
· List in order of importance the actual losses you experienced as a result of the alleged discrimination.
· Explain the discharge/termination/layoff.
· Since you may be unable to get all you think you are entitled to receive, list some alternatives that you would be willing to accept to settle your complaint.




	Table: Respondent Reasons
	Technical Name: 
dbo. RespondentReasons

	Purpose:  

	Row Length:
	Initial Number of Records: 0
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Act of Harm Protected Class
	varchar
	

	Reason
	varchar
	






	Table: RespondentTypes
	Technical Name: dbo.RespondentTypes

	Purpose: Provides the general category and associated codes for the Respondent. Values include: 
Media/Marketing/Advertising
Mining
Utilities (Gas/Electric/Phone/Cab)
Housing/Apartment Complexes/Condos
Construction and Skilled Trades
Police
Insurance
Manufacturing (Food/Clothing/Furniture/Appliances)… just to name a few
This table is also used for HUD codes, for example:
0SS
BID
EDU, etc.
Note: The housing codes are flagged as inactive in the current system.

	Row Length:
	Initial Number of Records: 91
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Record ID
	integer
	Unique/Primary key (PK)

	Code
	char (1)
	

	Housing Code
	char (3)
	

	Description
	varchar
	




	Table: RFI Next Action
	Technical Name: [dbo].[RFIActions]

	Purpose: Indicates next action taken after an initial RFI. 

	Row Length:
	Initial Number of Records: 9
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	RFI Next Action ID
	integer
	Unique/Primary key (PK)

	RFI Next Action Description
	varchar
	One of:
· Conduct Interview
· None
· Refer to Another Agency
· Refer to Internal Staff
· Refer to PHRC Web Site
· Send Information
· Send Questionnaire
· Verbally Provide Information






	Table: RFI Dispositions
	Technical Name: [dbo].[ Dispositions]

	Purpose: Indicates next action taken after an initial RFI. 

	Row Length:
	Initial Number of Records: 7
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	One of:
· Information Request
· Possible Case
· Referral
· Internal Referral
· Civil Tension Incident
· None 
· [Blank]




	
Table: RFI Referrals
	Technical Name: [dbo].[ RFIReferrals]

	Purpose: Provides list of offices from which or to which a Complainant may be referred. Differs from the Agencies table in that it also includes PHRC offices

	Row Length:
	Initial Number of Records: 48
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	Examples:
· Philadelphia Commission on Human Relations
· Harrisburg - Compliance Unit 3
· Etc.

	Phone
	varchar
	

	Email
	varchar
	

	Street
	varchar
	

	ApartmentSuite
	varchar
	

	City
	varchar
	

	StateProvince
	integer
	

	PostalCode
	varchar
	



	






	

Table: Sections
	Technical Name: [dbo]. [Sections]

	Purpose: Provides validation (and some text) for sections of the discrimination laws.

	Row Length:
	Initial Number of Records: 69
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Law
	integer
	Foreign key to Laws table on ID.

	Name	
	varchar
	e.g., 5(b); 5(b)2, etc.

	Description
	varchar
	Same as above

	Notes
	varchar
	Comments




	


Table: Security Group Functions
	Technical Name: [dbo]. [SecurityGroupFunctions]

	Purpose: Provides authorization mapping between Security Groups and Functions.

	Row Length:
	Initial Number of Records: 1731
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Security Group
	integer
	Foreign key to SecurityGroup table on ID.

	Function	
	integer
	Foreign key to Function table on ID.





	

Table: Security Groups
	Technical Name: [dbo]. [SecurityGroups]

	Purpose: Roles of individuals at PHRC for assigning levels of access to CMS.

	Row Length:
	Initial Number of Records: 39
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Name
	varchar
	e.g., Clerical staff, Supervisor, Investigator,  technical staff, Any, etc.

	Description	
	varchar
	Same as above.

	Attorney
	Boolean
	Set to true if role is "legal."









	

Table: Setting Groups
	Technical Name: [dbo]. [SettingGroups]

	Purpose: Group of individuals at PHRC that use CMS in the same manner (and have the same characteristics).  Basically, this is a roles list.

	Row Length:
	Initial Number of Records: 16
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Name
	varchar
	e.g., System administrators, Supervisor, Investigator, etc.

	Description
	varchar
	Same as above.




	

Table: Severities
	Technical Name: [dbo]. [Severities]

	Purpose: Levels of importance for a civil tension incident.

	Row Length:
	Initial Number of Records: 3
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	One of 
· Low
· Medium
· High




	


Table: Standard Document Categories
	Technical Name: [dbo]. [StandardDocumentCategories]

	Purpose: 

	Row Length:
	Initial Number of Records: 249
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Category
	integer
	

	Description
	varchar
	Examples:
· EEOC Service to C
· EEOC Service to R
· Letter To Complainant
· Letter To Respondent
· 1-Year Housing Letter
· Exit Letter
· 2-Year Letter
· Complaint Form
· Conciliation Meeting Notice
· Closure Notice
· Data And Document Request
· Certificate Of Service
· 1-Year Lukus Letter
· Analysis
· Rule To Show Cause Warning Letter To Respondent
· Notice Of Appearance
· Settlement Form
· Questionnaire





	

Table: Standard Industrial Classification code
	Technical Name: [dbo]. [SIC]

	Purpose: US Census Bureau industry code that was used for EEOC statistical reporting. Has been superseded by NAIC, but historical data in CMS still needs this lookup table.

	Row Length:
	Initial Number of Records: 51
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Code
	varchar(4)
	(How does this code relate to the NAIC?)

	Description
	varchar
	

	NAIC
	varchar(5)
	Cross-reference to NAIC table.





	


Table: States, Countries, and Territories
	Technical Name: [dbo]. [StatesProvinces]

	Purpose: Text for all 50 states, US possessions, and several foreign countries. Note: No Canadian provinces are in this table.

	Row Length:
	Initial Number of Records: 67
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Abbreviation
	varchar(4)
	(How does this code relate to the NAIC?)

	Description
	varchar
	






	

Table: Tension Levels
	Technical Name: [dbo]. [TensionLevels]

	Purpose: Text for civil tension levels.

	Row Length:
	Initial Number of Records: 51
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Description
	varchar
	One of 
· Low
· Medium
· High
· Urgent
· [Blank]





	

Table: Type of Institution
	Technical Name: [dbo].[InstitutionTypes]

	Purpose: Contains type of post-secondary educational institution.

	Row Length:
	Initial Number of Records:
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Institution Type ID
	integer
	Unique/Primary key (PK)

	Institution Type
	varchar
	




	

Table: Units
	Technical Name: [dbo].[Units]

	Purpose: Business units within the offices at PHRC.

	Row Length:
	Initial Number of Records: 31
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	

	Office
	integer
	Foreign key to Offices on ID field

	Name
	varchar
	

	Description
	varchar
	

	Supervisor
	integer
	Foreign key to PHRCPeople on ID field




	

Table: Zip Codes and Cities
	Technical Name: dbo.ZipCodeLookups

	Purpose: Maps 5-digit Zip codes to US cities

	Row Length:
	Initial Number of Records:
	Est. Annual Growth (%): 0

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	ZipCodeType
	varchar
	

	ZipCode
	varchar
	

	TimeZone
	varchar
	

	StateCode
	varchar
	

	State
	varchar
	

	Longitude
	varchar
	

	Latitude
	varchar
	

	CountyFIPS
	varchar
	

	County
	varchar
	

	CityType
	varchar
	

	City
	varchar
	

	AreaCode
	varchar
	





[bookmark: _Toc358369975][bookmark: _Toc393179473]Transaction Tables
These tables contain variable information collected through PHRC's daily business. They need to be examined with respect to any new system to assure that the essential elements are being captured. (That is, the essential data elements must be distinguished from those that are inessential.)


	Table: Acts of Harm
	Technical Name: dbo.ActsofHarm

	Purpose: Associates acts of harm with a count

	Row Length:
	Initial Number of Records: ???
	Est. Annual Growth (%): ???

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	AdmitsHarm
	boolean
	

	BeginDate
	datime
	

	EndDate
	datime
	

	Continuing
	boolean
	

	Description
	text
	

	Exemption
	integer
	FK- Exemption lookup table

	Location
	integer
	FK- Locations lookup table

	OCRCode
	varchar(10)
	

	SpecificType
	integer
	FK - ActOfHarmSpecificTypes

	Type
	integer
	FK - ActOfHarmTypes





	Table: Cases
	Technical Name: dbo.cases

	Purpose: Primary Case storage table

	Row Length:
	Initial Number of Records: ???
	Est. Annual Growth (%): ???

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	Category
	char(9)
	Unique/Primary key (PK)

	Priority
	integer
	

	Status
	integer
	

	OldDocketNumber
	text
	

	CourtDocketNumber
	text
	

	EEOCNumber
	char(12)
	

	EEOCNumber_OldFormat
	text
	

	HUDNumber
	text (80)
	

	BPOANumber
	text (20)
	

	CurrentOffice
	integer (40)
	

	OriginatingOffice
	integer
	

	ReferralSource
	integer
	

	ComplainantNoticeOfAppearance
	integer
	

	RespondentNoticeOfAppearance
	integer
	

	ReasonForStanding
	integer
	

	ReasonForLackOfJurisdiction
	integer
	

	InterviewType
	integer
	

	ComplainantEntityType
	integer
	

	RespondentEntityType
	integer
	

	Jurisdiction
	integer
	

	PreviousContact
	integer
	

	Docketed
	char(1)
	

	AttorneyDrafted
	Boolean
	

	CMSLiteCaseNumber
	text
	




	Table: CaseProofFormulaQuestions
	Technical Name: dbo. CaseProofFormulaQuestions

	Purpose: Associates proof formula questions with particular cases

	Row Length:
	Initial Number of Records: ???
	Est. Annual Growth (%): 10%

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	int
	Unique/Primary key (PK)

	ActOfHarmProtectedClass
	int
	

	ProofFormulaQuestion
	int
	

	Answer
	bit
	




	Table: CaseQuestions
	Technical Name: dbo. CaseQuestions

	Purpose: Intake tree for a particular case.

	Row Length:
	Initial Number of Records: ???
	Est. Annual Growth (%): 10%

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	int
	Unique/Primary key (PK)

	Case
	int
	

	ActOfHarmProtectedClass
	int
	

	Question
	int
	

	PreviousQuestion
	int
	

	NextQuestion
	int
	

	NotApplicable
	bit
	






	Table: Characters
	Technical Name: dbo.Characters

	Purpose: Provides the characters associated with a case.

	Row Length:
	Initial Number of Records: ???
	Est. Annual Growth (%): ???

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	varchar
	Unique/Primary key (PK)

	LastName
	varchar
	

	FirstName
	varchar
	

	MiddleName
	datetime
	

	MiddleName2
	char
	

	Suffix
	varchar
	

	Title
	varchar
	

	DateOfBirth
	smallint
	

	SSN
	varchar
	

	JobTitle
	varchar
	

	JobCode
	varchar
	

	NumberOfChildren
	datetime
	





	Table: SpecialCircumstances
	Technical Name: dbo. SpecialCircumstances

	Purpose: Associates a case with special circumstances (from the Circumstances table). Comments allow the HRR to provide specifics concerning the special circumstances.

	Row Length:
	Initial Number of Records: ???
	Est. Annual Growth (%): ???

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	ID
	integer
	Unique/Primary key (PK)

	Case
	integer
	

	Circumstance
	integer
	

	Comments
	varchar
	






	
Table: RFI
	Technical Name: dbo.rfi

	Purpose: Stores data pertaining to requests for information (RFIs)

	Row Length:
	Initial Number of Records: ???
	Est. Annual Growth (%): ???

	Data Element
	Size and Type
	Validation Rule(s) and Comments

	RFI ID
	integer
	Unique/Primary key (PK)

	Disposition
	integer
	

	Medium
	integer
	

	DateRecorded
	datetime
	

	LastName
	varchar(80)
	

	FirstName
	varchar(80)
	

	MiddleName
	varchar(80)
	

	MiddleName2
	varchar(80)
	

	Suffix
	varchar(20)
	

	Prefix
	varchar(40)
	

	ReferredFrom
	integer
	

	ReferredTo
	integer
	

	Comments
	varchar(3000)
	

	NextAction
	integer
	

	PreviousContact
	boolean
	

	ResponsibleParty
	integer
	

	Hidden
	boolean
	

	AddressType
	integer
	

	Address1
	varchar(120)
	

	Address2
	varchar(80)
	

	Address3
	varchar(80)
	

	ZipCode
	varchar(10)
	

	City
	varchar(120)
	

	State
	integer
	

	County
	integer
	

	Place
	integer
	

	Type
	integer
	

	Value
	varchar(120)
	What is the purpose of this field?

	Extension
	varchar(5)
	

	SubjectArea
	integer
	

	ActOfHarm
	integer
	

	DateOfHarm
	datetime
	

	ProtectedClass
	integer
	

	NonJurisdictionalClass
	integer
	

	NonJurisdictional
	boolean
	

	ActionTaken
	varchar(255)
	

	CreatedBy
	varchar(16)
	

	DateCreated
	datetime
	

	ModifiedBy
	varchar(16)
	

	DateModified
	datetime
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Formal Requirements

Formal requirements succinctly state the features that are required as well as desirable in the system under development. Formal requirements are traceable through the entire development proves. This means that each feature that is programmed into the system must have a corresponding formal requirement. The realization (implementation) of a requirement is certified only when specified acceptance criteria are met. The formal requirements have been removed from this document and placed in a spreadsheet titled: "CMS RFQ Functional Response Template." 




[bookmark: _Toc358369978][bookmark: _Toc393179475]External System Interfaces: TEAPOTS ,  EEOC, and Online Complaint Initiation

The current system includes a batch process for uploading data to the EEOC. Currently HUD data is entered manually into the TEAPOTS system. Web service access to both of these systems shall be investigated.

PHRC anticipates making complaint forms available online in the near future. The data collected from this online form will trigger a workflow for an Intake HRR. All data provided by the individual submitting the form shall populate into the case management system, eliminating the need to rekey the information. However, all information shall be editable by the Intake HRR as the processing of the complaint proceeds.
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The following business rules are enforceable by way of data and the recorded state of a Complaint. This list was extracted from the EventRules table in CMS.

	A complaint must be filed before assigning an investigator.

	A complaint must be docketed before generating an abeyance letter (notice of receipt).

	A complaint must be filed before reassigning an investigator.

	An intake interview must be conducted before generating a failure to pursue letter to Complainant.

	An intake interview must be conducted before generating a failure to pursue letter to Respondent.

	An intake interview must be conducted before generating a complaint form.

	An investigator must be assigned before docketing the complaint.

	A complaint must be docketed before serving the complaint.

	A complaint must be docketed before generating a 100-day housing letter.

	A complaint must be docketed before generating a 1-year letter.

	A complaint must be docketed before generating a 1-year housing letter.

	A complaint must be docketed before generating a 1-year Lukus letter.

	A complaint must be docketed before generating a 2-year letter.

	A complaint must be docketed before generating a notice of appearance to complainant attorney.

	A complaint must be docketed before generating a notice of appearance to respondent attorney.

	A Respondent position statement cannot be received before serving the complaint.

	An amended complaint must be filed before generating an amended complaint.

	An amended complaint must be filed before serving an amended complaint.

	An extension must be requested before an extension is granted.

	An extension must be requested before an extension is denied.

	A fact finding conference must be scheduled before generating a fact finding conference notice.

	A supervisor request for probable cause must occur before requesting a probable cause review.

	A final case analysis document must be generated before generating a no probable cause letter.

	Closure must be approved before generating an exit letter.

	A conciliation conference notice must be generated before rescheduling a conciliation conference.

	A conciliation conference notice must be generated before conducting a conciliation conference.

	A public hearing must be requested before a public hearing is approved.

	A public hearing must be requested before a public hearing is denied.

	A supervisor request must be submitted before a case is returned by a supervisor.

	An administrative closure must be approved before conducting an exit interview.

	A complaint must be docketed before generating a withdrawal form.

	A withdrawal form must be generated before generating a withdrawal notice.

	A withdrawal form must be generated before generating a withdrawal notice.

	An investigator must be reassigned before generating a notice of reassignment.

	A complaint must be referred to HUD before accepted by HUD.

	Reopening after final disposition must be requested before generating a reopening notice.

	An Act34 review must be requested before recording a response.

	A case inquiry must be received before recording a response.

	A rule to show cause must be requested before recording a response.

	A response must be provided for a Rule To Show Cause before recording an answer.

	A public hearing request must be approved before generating a certificate of authority.

	A public hearing must be scheduled before generating a notice of intent.

	A preliminary hearing must be scheduled before a preliminary hearing is conducted.

	An election notice must be received before recording an election.

	A deposition must be requested before approving a deposition.

	A deposition must be requested before denying a deposition.

	You cannot assign an investigator to a case more than one time.  You must reassign a new investigator.

	Closure must be approved before generating an exit letter.

	An amended complaint must be filed before generating an amended complaint.

	A final case analysis document must be generated before generating a no probable cause letter.

	A complaint must be docketed before generating a withdrawal form.

	Reopening after final disposition must be requested before generating a reopening notice.

	You cannot assign an attorney to a case more than one time.  You must reassign a new attorney.

	A case needs an impact to be closed as an adjusted closing.

	Reassign Intake Person event cannot be added for closed or open cases

	You need at least one federal statute entered in intake question 302 for a 'Dual Filed' case before docketing.

	All counts need a commonwealth statute and section entered in intake question 301 before docketing.

	All age counts need a date of birth entered in intake question 303 before docketing.

	A Lukus filing can only be closed once.

	You cannot add a Lukus Filing Closed Event without first entering a Lukus Filing Event.

	A case needs an impact to be closed as an adjusted closing.

	You cannot add a Lukus Filing event to a non Lukus case.

	You cannot add a Lukus Filing Closed Event without first entering a Lukus Filing Event.

	Only cases in Intake status can be docketed.

	A "Submitted to EEOC for credit" event can only be entered once per case.

	A docketed case cannot be suspended as it is no longer in Intake.

	For Employment complaints the Respondent Employee Count may not be "Unknown" or "Not applicable".

	You cannot add a Lukus Filing Closed Event without first entering a Lukus Filing Event.

	A Lukus Filing can only be closed once.

	Un-docketed cases may not be closed.

	Lukus Filings may not be closed in this manner.  Please use the appropriate Lukus Filing Closed event.

	Only cases in an Open or Re-Opened status may be closed.

	This event can only be added to Lukus Filings

	This event can only be used to reopen cases in a closed status.

	This event cannot be used to reopen a Lukus Filing

	This event can only be used to reopen cases in a closed status.

	No corresponding Closure Requested Event from the Regional Director could be found.

	A "Submitted to HUD for credit" event may only be entered once per case.

	This event may only be added to cases dual filed with HUD.

	A Probable Cause Final Approval event may only be entered once per case.

	This event cannot be entered until a CO Closure - Reviewed or CO Closure - Reviewed - Adjusted after review event has been entered.

	A Complaint Filed - Complaint Filed event may only be entered once unless a Complaint Filed in Error event has also been entered.




[bookmark: _Toc358369982][bookmark: _Toc393179477]Appendix A: Glossary


	Term
	Definition

	Act of Harm
	A situation or an action taken against an individual or organization that is considered to be discriminatory or to show bias or prejudice according to the laws set forth by the Commonwealth of Pennsylvania.

	Act34
	Act 34 of 1997 (H.B. 337, P.N. 1483) was signed into law and provided Subsection  9(c.1) to the. Pennsylvania Human Relations Act. This subsection allows PHRC to dismiss a complaint where appropriate remedy has been offered by the respondent and refused by the complainant. 

	Act34 Review
	Act of harm occurred 180 days or more in the past; Out-of-state act of harm; Respondent has fewer than 3 employees; Federal employer

	Administrative Authority
	PHRC’s legal and administrative authority is given in Chapter 41 on the Pennsylvania Code, which can be found at: http://www.pacode.com/secure/data/016/chapter41/chap41toc.html

	Case
	A complaint of discrimination, bias or prejudice filed by one Complainant against one Respondent. A case and may contain multiple counts. A count consists of one act of harm and one protected class. CMS complaints are distinguished by jurisdictional area: employment, education, housing, commercial property and education.

	Character
	An individual having material interest to a case.

	Complainant
	An aggrieved person or organization that files a complaint of discrimination with PHRC

	Count
	A combination of a single act of harm and a single protected class

	D&D
	Abbreviation for document and data request sent to Respondent.

	DIF
	Document information form: 

	EEOC
	Federal Equal Employment Opportunity Commission 

	Fair Employment Practices Agency (FEPA)
	As defined by the federal EECO, a FEPA is a state, county, city, or town having its own laws prohibiting discrimination, and a mechanism for enforcing those laws.

	Inquiry
	A communication received from a party outside PHRC that may or may not be related to a case of discrimination

	Protected Class
	A basis or characteristic of an individual or organization that is believed to be the reason for discrimination, bias or prejudice

	Respondent
	A company, agency or person(s) that the charge of discrimination is filed against

	RTSC
	Rule To Show Cause letter: Sent to respondents in cases where illegal discrimination has been inferred. Provides an opportunity for the respondent to refute the claims of illegal discrimination.

	Service Packet
	Paperwork mailed to Respondent consisting of complaint and data and document request. Includes the complaint, notice to defend, and fact-finding conference date. Able to be sent as soon as docket number assigned.

	STL
	Subpoena Threat Letter: Sent to respondents whenever data and documents are being withheld.

	Subject Area
	Broad category under which discrimination is prohibited under law. Includes "Employment," "Housing," and "Education."

	TEAPOTS
	“Title VIII Automated Paperless Office Tracking System":  an automated system used by HUD in the investigation and tracking of complaints and compliance reviews. The scope of this system also includes “minimal” tracking of cases filed under Title VI of the Civil Rights Act, Section 109 of Title I of the Housing and Community Development Act, Section 504 of the Rehabilitation Act, the Age Discrimination Act, and the Americans with Disabilities Act.
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The reporting needs of PHRC serve three purposes: 1) Management information 2) Public and business partner information (including federal partners) 3) Caseload management. The most effective means by which to address these information needs is a continually evolving process, greatly dependent on the base CMS product. 

At this time, the following management reports are available through CMS. They do not necessarily need to be produced by the replacement CMS product.

Statewide Reports

Closed Cases by Office: Cases closed between selected dates for selected office(s). Choice of summary, case details, or both.
  
Docketed Cases by Office: Docketed cases by office. Choice of summary, case details, or both. Drill down by office then investigator. Count details may be included or not.
  
Pending Report by Office: Pending/Open cases as of the selected date for selected office(s). Pending cases are those docketed prior to the selected date and either have no closing date, or one that is after the selected date. Choice of summary, case details or both.
  

Compliance Director's Reports

Age Cases by Closing Type and Age Range: Cases by Closing Category and PC Age Range
  
Avg Case Age: Average Case Age by Regional office of Pending Cases
  
Case Age of Closings: Summarizes closings of all Non-Abeyance, Non-Lukus cases for the selected period by length of time docket date to closing date.
  
Cases and Counts by Subject Area: Cases and counts by subject area and office
  
Cases by County: Case Information by County
  
Cases by Individual Protected Class: Number of Cases docketed within the specified period which have a protected class of Multiple Class, Race or Sex or a Protected Class Specific type of Mexico, Hispanic, Puerto Rico, or Puerto Rican.
  
Cases by Protected Class and Subject Area: Number of cases docketed within the specified period counted by subject area, protected class and office. Note: it is possible for a case to have more than one subject area, and in those situations a case will be counted multiple times.
  
Cases by Subject Area: Number of cases docketed within the specified period by subject area and office. Note: it is possible for a case to have more than one subject area, and in those situations a case will be counted multiple times.
  
Closed Cases and Counts by Subject Area: Number of cases and counts by subject area and office
  
Closed Disability Counts by Office: Closed disability counts by closing category and office.
  
Closings by Type: Number of cases closed within the specified period counted by closing type and office.
  
Closings by Type and Subject Area: Number of cases closed within the specified period counted by closing type, subject area and office. Note: it is possible for a case to have more than one subject area, and in those situations a case will be counted multiple times.
  
Closures by Selected Protected Classes: Cases by selected protected class, closing type and office. Cases included in the report have a count that either has a protected class of Multiple Class, Race, or Sex or has a protected class specific type of Mexico, Hispanic, Puerto Rico, Puerto Rican, Cuba, Cuban, Dominican, or Dominican Republic.
  
Commission Meeting Compliance Packet - Consolidated: All reports used to generate the Director of Compliance Report
  
Complaints in Intake: Non-Lukus complaints in an intake status. Choice of summary or detailed view.
  
Counts by Subject Area: A tally of counts for cases docketed within a specified time period by subject area and office.
  
Days Intake to Docket: For docketed cases, a summary of Intake activities and timeframes for cases with a date assigned to Intake between a specified range.
  
Days Intake to Service: For docketed cases, displays a summary of dates and timeframes from assigned intake through complaint service. The service date is based on the completed date of the Serve Complaint - Serve Complaint event. Choice of summary, case details or both. Note: Calculations involving service dates will use the date of report execution for any cases where the Serve Complaint - Serve Complaint event has not yet been entered.
  
Disability Counts by Office: The number of docketed cases, by office, with at least one disability count.
  
EEOC Case Age of Closings: The number of closed cases dual-filed with EEOC for all offices with a case age within specific ranges. The case age is the number of days between the docket date and the completed date on the Central Office closing approval event. Lukus and abeyance cases are not included.
  
EEOC Cases by Closing Type: The number of closed cases, dual-filed with EEOC, by closing type across all offices.
  
EEOC Cases by Subject Area: The number of docketed cases dual-filed with EEOC for all offices by subject area.
  
EEOC Closings by category: Cases Dual Filed with EEOC by closing category closed during the specified timeframe
  
EEOC Contract Credit Submissions by Region: Across all offices, cases submitted to EEOC for credit, no credit, or substantial work. Choice of summary, case details, or both.
  
EEOC Pending Cases By State FY: Across all offices, the number of pending cases dual-filed with EEOC by pending type, tabulated by the fiscal year of docketing.
  
Fact Finding Conferences: Number of Fact Finding Conference - Conducted Events by Office for the selected period.
  
HUD Case Age of Closings: Across offices and case age ranges, the number of cases dual-filed with HUD closed within specified closing dates. Abeyance cases are not included.
  
HUD Closings by Type: Across offices and by closing type, the number of cases dual-filed with HUD closed within specified closing dates.
  
HUD Closures by Type and Age Range: Across offices, closing types, and case age ranges, the number of cases dual-filed with HUD closed within specified closing dates. Abeyance cases are not included.
  
HUD Pending Cases By FY: Cases by Pending Type and docketed FY
  
HUD Pending Cases by State FY: Cases by Pending Type and docketed FY
  
Impact by Category and Specific Type: Impacts by office, category and specific type. Totals by office and statewide.
  
Impact by Office: Monetary and non-monetary subtotals by office for cases closed with a range of dates
  
Median Pending Case Age: Average Case Age by Regional office of Pending Cases
  
Open Cases by Filing Date: A list of open cases with filing date within a specified range.
  
Open Cases with No Activity in the Previous 120 days: A list of open cases, by office, in which there was no activity in the previous 120 days. Activity is defined as events entered by other than CO personnel or additions/modifications to proof guidance questions. Does not include Lukus and Abeyance filings.
  
Open Cases with No Events in the Previous 100 days: A list of open cases, by office, in which no event has been entered in the 100 days previous to the execution of the report. Does not include Lukus and Abeyance filings.
  
Pending Cases by State FY: Across all offices, the number of pending cases by pending type, tabulated by the fiscal year of docketing.
  
Pending Cases by Subject Area: Cases pending as of a specified date, selecting for office and subject area. Choice of summary, case details, or both. The summary drills down to show a tabulation of cases by investigator by office.
  
Pending Cases Needing 1-Year Letters: Pending cases in need of a 1 year letter. Choice of Housing or Non-Housing one year letter.
  
Probable Cause Approved by Office: Across offices, the number of cases with probable cause approved, based on cases with a “PC Approved” event with the following event specific types: “Approve Request For Finding of Probable Cause With or Without Modification,” “PC Approved – Finding Prepared.” or “Probable Cause Approved – Finding Prepared.
  
Probable Cause Approved by Subject Area: Across offices, the number of cases, by subject area, with probable cause approved, based on cases with a “PC Approved” event with the following event specific types: “Approve Request For Finding of Probable Cause With or Without Modification,” “PC Approved – Finding Prepared.” or “Probable Cause Approved – Finding Prepared.
  
RFI Counts by Office: Across offices, the number of RFIs created per person, created within a specified date range.
  
Statewide Impact by Category and Specific Type: Impacts by Category and Specific Type

Housing Cases Needing HUD 100 Day Letter: A list of Housing cases selected by office(s) with a filing date 100 days or more prior to the current date in which no Housing - 100 day letter has been sent.

Lukus

Lukus Filings Needing 1-2 Year Letters: Pending Lukus filings in need of a Lukus 1 or 2 year letter.
  
Lukus-Abeyance Closings: Across offices, the number of Lukus and Abeyance filings closed during a specified time period
  
Lukus-Abeyance Filings: Across offices, the number of Lukus and Abeyance filings filed during a specified time period
  
Lukus-Abeyance Pending: Across offices, the number of Lukus and Abeyance filings not closed as of the specified date.

Compliance Packet

Compliance Packet - All Reports: All reports used to generate the Director of Compliance Report
  
Compliance Packet - All Reports - Quarterly: All reports used to generate the Director of Compliance Report
  
Compliance Director Subreports

Avg Pending Case Age: Average Pending Case Age by Regional office
  
Case Age of Closings: Summarizes closings of all Non-Abeyance, Non-Lukus cases for the selected period by length of time docket to closing date.
  
Cases by Subject Area: Number of cases docketed within the specified period by Subject Area and office. Note: it is possible for a case to have more than 1 Subject Area, and in those situations a case will be counted twice.
  
Cases and Counts by SA: Cases and Counts by Subject Area and Regional Office

Cases by Ind PC: Number of Cases docketed within the specified period which have a protected class of Multiple Class, Race or Sex or a Protected Class Specific type of Mexico, Hispanic, Puerto Rico, or Puerto Rican.
  
Cases by SA and PC: Number of cases docketed within the specified period counted by Subject Area, Protected class and office. Note: it is possible for a case to have more than 1 Subject Area, and in those situations a case will be counted twice.
  
Closings by Type: Number of cases closed within the specified period counted by Closing Type and office.
  
Closings by Type and SA: Number of cases closed within the specified period counted by Closing Type, Subject Area and office. Note: it is possible for a case to have more than 1 Subject Area, and in those situations a case will be counted twice.
  
EEOC Case age of closings: Closing age for cases Dual filed with EEOC, Closed during the specified period. Does not include Lukus/Abeyance cases.
  
EEOC Closings by category: Cases Dual Filed with EEOC by closing category closed during the specified timeframe
  
EEOC Pending Cases By FY: Cases by Pending Type and docketed FY

HUD Case age of closings: HUD Cases by case age range and office.
  
HUD Closings by category: Across offices and by closing type, the number of cases dual-filed with HUD closed within specified closing dates.
  
HUD Pending Cases By FY: Cases by Pending Type and docketed FY

HUD Closing by Type and Age: Closed HUD cases by closing type and age range
  
Median Pending Case Age: Average Pending Case Age by Regional office
  
PC Approved by SA: Cases by Pending Type and docketed FY
  
Pending Cases By FY: Cases by Pending Type and docketed FY
  
  
Regional Office Reports
 
Closed Cases by Investigator : Cases closed between selected dates for selected investigators. Choice of summary, case details, or both.
  
Docketed Cases by Investigator : Docketed cases by office by investigator. Choice of summary, case details, or both. Drill down by office then investigator. Count details may be included or not.
  
Pending Report by Investigator : Pending/Open cases as of the selected date for selected investigators. Pending cases are those docketed prior to the selected date and either have no closing date, or one that is after the selected date. Choice of summary, case details or both.

Case Audit Detail: Case audit details for all cases assigned to a selected investigator.
  
Case Audit Detail by Date: Detailed case audit report for an individual investigator for audits completed within the specified dates.
  
Case Audit Summary: Summary of case audit activity for a selected investigator.

Events by Completed Date: A list of events, by office, completed between selected dates. 

Events by Completed Date and Initiating Party: A list of events, by office, completed between selected dates, specifying PHRC Person(s) in an office as Initiating Party. 
 
Events by Completed Date and Responsible Party: A list of events, by office, completed between selected dates, specifying PHRC Person(s) in an office as Responsible Party. 
  
Events by Created Date: A list of events, by office, created between selected dates. 
  
Events by Created Date and Created By: A list of events, by office, created between selected dates, specifying PHRC Person(s) in an office as the event creator. 
  
Events by Created Date and Initiating Party: A list of events, by office, created between selected dates, specifying PHRC Person(s) in an office as Initiating Party. 
  
Events by Created Date and Responsible Party: A list of events, by office, created between selected dates, specifying PHRC Person(s) in an office as Responsible Party. 
  
Events by Due Date: A list of events due between selected dates, for chosen event types and event specific types and by office. CAUTION: selecting a long time period and a large number of events can result in more data than is practical to handle.
 
Events by Due Date and Initiating Party: A list of events due between selected dates, for chosen event types and event specific types, specifying PHRC Person(s) in an office as Initiating Party.
  
Events by Due Date and Responsible Party: A list of events due between selected dates, for chosen event types and event specific types, specifying PHRC Person(s) in an office as Responsible Party. 

Events Past Due as of Today by Responsible Party: A list of events past due as of today (that is, the Due Date is equal to or earlier than the current date and there is no Completed Date), specifying PHRC Person(s) in an office as Responsible Party.
  
Events Uncompleted as of Today by Responsible Party: A list of events uncompleted as of today (that is, there is no Completed Date irrespective of Due Date), specifying PHRC Person(s) in an office as Responsible Party.   
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[bookmark: _Toc358369985][bookmark: _Toc393179480]Appendix D: Data Lookup Table Summary


The list below summarizes the data tables that provide lookup information in CMS4. Detailed values for many of these can be found in Section 10.1. This list can also be found in the CMS4 table named [dbo].[Lookups]

	Technical Name (dbo.)
	Table Name Text
	Data Description

	AccommodationTypes
	Accommodation
	Provides description of accommodation needed by a character in a Complaint.

	ActOfHarmSpecificTypes
	Acts of Harm – Specific Types
	Based on subject area, provides specific way in which Complainant alleges he or she was harmed by the Respondent. Examples are "Harassment (different treatment)" "Eviction," "Demotion," and "Discharge."

	ActOfHarmTypes
	Subject Areas
	Areas of discrimination (issue)

	[bookmark: _Toc358369986][bookmark: _Toc358370070]AddressTypes 
	Address Types
	Provides general area under which an act of harm is alleged to have occurred.

	[bookmark: _Toc358369987][bookmark: _Toc358370071]Agencies
	Agencies
	State, local, and federal agencies that deal with cases of illegal discrimination.

	[bookmark: _Toc358369988][bookmark: _Toc358370072]AnswerFields
	Answer Fields
	List of question numbers and question number text for intake tree.

	[bookmark: _Toc358369989][bookmark: _Toc358370073]AnswerFieldTypes
	Answer Field Types
	Provides data types for formatting and editing questions on the intake form. This table is used by dbo.AnswerFields.

	[bookmark: _Toc358369990][bookmark: _Toc358370074]AssociationTypes
	Association Types
	Relationships between two entities (complainant-to-complainant or complainant-to-organization)

	[bookmark: _Toc358369991][bookmark: _Toc358370075]BiasMotivations
	Bias Motivations
	Contains types of motivating factors in civil tension incidents, including "Anti-Catholic," "Anti-Black," "Anti-other," etc.

	[bookmark: _Toc358369992][bookmark: _Toc358370076]CaseCategories
	Case Categories
	Provides general classification of case types. E.g., Lukus.

	Case Priorities
	CasePriorities
	Provides general classification of case types, e.g., Lukus

	[bookmark: _Toc358369993][bookmark: _Toc358370077]CaseStatuses
	Case Statuses
	Indicates the processing state of a case.

	[bookmark: _Toc358369994][bookmark: _Toc358370078]CharacterRoles
	Character Roles
	Provides connection between a contact (character) and the role that the part that the character plays in a case.

	[bookmark: _Toc358369995][bookmark: _Toc358370079]ChronologyTypes
	Chronology Types
	Selection among four options for which type of chronology to display or print.

	[bookmark: _Toc358369996][bookmark: _Toc358370080]Circumstances
	Circumstances
	Provides values for dropdown that flags special attributes of a case. These values are related to a particular case through the SpecialCircumstances table.

	CommunicationMethods
	Communication Methods
	Lists all ways in which a communication between PHRC and an external entity can take place. Federal codes are also provided for each method. 

	CommunicationPlaces
	Communication Places
	Provides values for dropdowns on screens that collect contact information.

	CommunicationTypes
	Communication Types
	Provides values for dropdowns on screens that collect contact information.

	Conditions
	Case Audit Conditions
	Conditions evaluated during a case audit

	Counties
	Counties
	Indicates the county (or out-of-state) where the act of illegal discrimination is alleged to have occurred.

	Countries
	Countries
	Contains three entries: USA, OTH(er) and [blank].

	DocumentCategories
	Document Categories
	Provides general category of documents associated with a case, e.g., intake, fact-finding, etc..

	DocumentFields
	Document Fields
	Populates fields in correspondence using field codes and SQL statements that are stored in the table.

	DocumentTabs
	Document Tabs
	Identifies case tab to which a document pertains.

	EmployeeCountRanges
	Employee Count Ranges
	Provides selection of ranges of numbers of employees.

	EntityTypes
	Entity Types
	Only two rows containing literals: "Character" and "Organization."

	EventSpecificTypes
	Event Specific Types
	Provides more detail concerning an event where appropriate. For example, if the event is "correspondence sent," the specific event is whether the correspondence was sent to the complainant or the respondent.

	Event Types
	EventTypes
	Contains major activities that affect the workflow of a case. These may change the state of a case.

	Exemptions
	Exemptions
	Contains reasons why a Respondent might be exempt from a particular human rights law. The exemptions are keyed to general Act of Harm Types.

	FederalLaws
	Federal Laws
	Federal laws of discrimination

	FilingTypes
	Filing Types
	Legal descriptions of how the housing/commercial property is filed. I.e., type of housing complaint.

	Findings
	Findings
	Possible outcomes for each count in a case of discrimination based on factual information in the proof formulas

	Functions
	Functions
	Business functions implemented in CMS used for security (access control) purposes.

	Guidance
	Guidance
	Provides helpful information for some intake and proof formula questions. See Appendix "Guidance Detail" for values.

	Impact Categories
	ImpactCategories
	Provides the type of remediation required of the Respondent in settling the Complaint, e.g., monetary, non-monetary, etc.

	Impact Proofs
	ImpactProofs
	Types of documentation for proof of harm.

	Impact Subject Areas
	ImpactSubjectAreas
	Provides the general classification for case act of harm impacts.

	Impact Types
	ImpactTypes
	Provides a particular type of impact to elaborate upon the Impact Category. For example, back pay is a type of the Category monetary impact of the Employment subject area.

	Inquiry Actions
	InquiryActions
	Contains the next action from an RFI.

	Inquiry Dispositions
	InquiryDispositions
	Lists the "closing action" of an RFI.

	InquiryReferrals
	Inquiry Referrals
	Organizations to which the Complainant may be referred from or to

	Institution Types
	InstitutionTypes
	Lists types of educational institutions within the jurisdiction of PHRC.

	Judge Types
	JudgeTypes
	Distinguishes whether judge is a member of a panel, en banc or individual.

	Laws
	Laws
	Statutes or regulations that prohibit discrimination

	Law Types
	LawTypes
	Types of governing bodies that define and enforce laws of discrimination

	Liabilities
	Liabilities
	Determination of the level of liability for which the Respondent is responsible based on factual information in the proof formulas

	Locations
	Locations
	A list of case file locations

	LocationTypes
	Location Types
	Places where a civil tension incident may occur

	MajorLifeActivities
	Major Life Activities
	Everyday tasks that are an essential part of living (and may affect job duties)

	Municipalities
	Municipalities
	Municipalities

	NAIC
	NAIC
	Ways to categorize Respondents using the National Industrial Codes

	NonJurisdictionalClasses
	Non-Jurisdictional Protected Class
	Provides identification of a class of individuals that may be protected by discrimination laws enforced by an agency other than PHRC.

	NoteTypes
	Note Types
	Types of notes in a case

	Offices
	Offices
	Business offices operated by PHRC

	OrganizationRoles
	Organization Roles
	Roles an organization may play in a case of discrimination

	PartyTypes
	Party Types
	Types of entities that may be initiate or be responsible for the completion of an event

	PHRCPeople
	PHRC People
	Provides picklist choices for various screens as well as security validation.

	PHRCPeopleRoles
	PHRC People Roles
	Roles an individual at PHRC may play in a case of discrimination

	ProofFormulas
	Proof Formulas
	Methods for proving a case of discrimination

	ProofFormulaQuestionCategories
	Proof Formula Question Categories
	Groups of questions in the PHRC proof formulas

	ProofFormulaQuestionGroups
	Proof Formula Question Groups
	Proof Formula Question Groups

	ProofFormulaQuestions
	Proof Formula Questions
	Questions answered by PHRC during investigation to prove a case of discrimination

	ProofFormulaQuestionSequence
	Proof Formula Question Sequence
	Definition of the sequence of questions in the Proof Formulas

	PropertyTypes
	Property Types
	Types of commercial property

	ProtectedClassSpecificTypes
	Protected Class Specific Types
	Specific reasons why the Complainant feels they were discriminated against (basis)

	ProtectedClassTypes
	Protected Class Types
	Reasons why the Complainant feels they were discriminated against (basis)

	QuestionCategories
	Question Categories
	Groups of questions in the Intake tree

	Questions
	Questions
	Questions in the Intake tree

	QuestionSequence
	Question Sequence
	Definition of the sequence of questions in the Intake tree

	QuestionTypes
	Question Types
	Types of questions in the Intake tree

	ReasonsForExclusion
	Reasons For Exclusion
	Reasons for excluding a document that was requested in a subpoena

	ReasonsForFinding
	Reasons For Finding
	Reasons For Finding

	ReasonsForHousingDirectorReturn
	Reasons For Housing Supervisor Return
	

	ReasonsForIntakeSupervisorReturn
	Reasons For Intake Supervisor Return
	Reasons For Intake Supervisor Return

	ReasonsForLackOfJurisdiction
	Reasons For Lack of Jurisdiction
	Reasons why PHRC does not have jurisdiction over a case of discrimination

	ReasonsForRegionalDirectorReturn
	Reasons For Regional Director Return
	

	ReasonsForRejection
	Reasons For Rejection
	Reasons why a case fails a review by supervisors, Regional Directors, and other management

	ReasonsForReturn
	Reasons For Return
	Reasons why a document may be returned to PHRC

	ReasonsForStanding
	Reasons For Standing
	Reasons why the Complainant has standing to file a complaint of discrimination

	ReasonsForSupervisorReturn
	Reasons For Supervisor Return
	Table is empty

	RelationshipTypes
	Relationship Types
	Ways that two cases of discrimination may be related to each other

	RemedyQuestions
	Remedy Questions 
	Questions posed to the Complainant to elicit actual losses and  expectations of compensation for the discriminatory act

	RemedyQuestionCategories
	Remedy Question Categories
	Remedy Question Categories: "Employment," "Housing," etc.

	RespondentReasons
	Respondent Reasons
	Table is empty

	RespondentTypes
	Respondent Types
	Type of business operated by the Respondent and also contains three-letter housing codes.

	RFI Next Action
	RFIActions
	Indicates next action taken after an initial RFI.

	RFI Dispositions
	RFIDispositions
	Text and coding indicating whether RFI is referred, "possibly" becomes a case, etc.

	RFI Referrals
	RFIReferrals
	Provides list of offices from which or to which a Complainant may be referred.

	Sections
	Sections
	Subsections or sections in a government statute or regulation

	SecurityGroupFunctions
	Security Group Functions
	Provides authorization mapping between Security Groups and Functions.

	SecurityGroups
	Security Groups
	Group of individuals at PHRC that have the same level of access to data in CMS

	SettingGroups
	Setting Groups
	Group of individuals at PHRC that use CMS in the same manner (and have the same characteristics)

	Severities
	Severities
	Levels of importance for a civil tension incident

	SIC
	SIC
	Ways to categorize Respondents using the Standard Industry Codes

	StandardDocumentCategories
	Standard Document Categories
	Don't know where this is used.

	StatesProvinces
	States Provinces
	States or provinces owned by the United States of America

	TensionLevels
	Tension Levels
	Levels of tension in a civil tension incident

	Units
	Units
	Business units within the offices at PHRC
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CMS Document Types

The following table contains a list of the document types used by CMS. Most of these have corresponding Microsoft Word mailmerge templates that are filled in by data values as the correspondence is generated. The resulting document becomes part of the permanent case record.

	SYSTEM_ID
	TYPE_ID
	DESCRIPTION

	1237
	290
	100-Day Housing Letter

	837
	1
	100-Day Letter

	1238
	291
	1-Year Housing Letter

	838
	2
	1-Year Letter

	908
	3
	42 72c to C Reasonable Offer Refused

	909
	4
	42 72c to R Reasonable Offer Refused

	910
	5
	5b Denied ADJ wo Finding to C

	911
	6
	5b Denied ADJ wo Finding to R

	912
	7
	5b Denied NPC to C

	913
	8
	5b Denied NPC to R

	1239
	292
	Abeyance Letter

	914
	9
	Acceptable Offer

	915
	10
	Accommodation - DISABILTY

	916
	11
	Accommodation-RELIGION

	917
	12
	ADM to C

	918
	13
	ADM X1 and X2 to C Administrative

	919
	14
	ADM X1 and X2 to R Administrative

	921
	16
	Agreements Mailed for Signature-C

	920
	15
	Agreements Mailed for Signature-C Atty

	922
	17
	Agreements mailed for Signature-R

	1240
	293
	Amended Complaint Face Sheet

	1253
	306
	Analysis (Draft)

	1254
	307
	Analysis (Final)

	964
	18
	Answer Explanation-Rebuttal Request to C or C Atty

	965
	19
	Answer Extension to R

	966
	20
	Appeal Response

	968
	22
	Application For Deposition

	967
	21
	Application For Deposition - Authorization

	969
	23
	APPSUB-application for issuance of subpoena

	970
	24
	C Contacted PHRC - Frivolous No Referral

	971
	25
	C Contacted PHRC - LOJ No Referral

	972
	26
	C Contacted PHRC - Untimely No Referral

	973
	27
	CBFORMLR

	975
	29
	Certificate - Amended

	976
	30
	Certificate - Complaint

	977
	31
	Certificate - General

	978
	32
	Certificate - Questionnaire

	979
	33
	Certificate - Toll

	980
	34
	Certificate of Authority

	981
	35
	Certificate of Service

	982
	36
	Certificate of Supervision

	1241
	294
	Change of HRR w D and D

	983
	37
	Closing and Deferral list

	984
	38
	CO  Reconciliation Agreement Monitoring

	985
	39
	Complaint

	1242
	295
	Complaint Face Sheet

	986
	40
	CONCILIA.FAC-Conciliation Agreements and Consent Orders

	987
	41
	Conciliation Ltr

	988
	42
	CONFORM.MRG-NOTICE and attached Conciliation Agreement

	989
	43
	CONLIST-list of fields for Conciliation Agreement

	990
	44
	Cover Letter C Withdraw

	991
	45
	Cover Letter No FF - C

	992
	46
	Cover Ltr Appointment

	993
	47
	Cover Ltr Come to Office

	994
	48
	Cover Ltr to C Atty to Verify and Sign Complaint

	995
	49
	Cover Ltr to C to Verify and Sign Complaint

	996
	50
	D and D Request to C at FF

	997
	51
	D and D Request to R at FF

	999
	52
	Data and Document - Generic

	1000
	53
	Demotion

	1001
	54
	Discharge

	1002
	55
	Discipline

	1003
	56
	Duplicate - EEOC

	1004
	57
	ECP3.SUB-Request for Subpoena

	1006
	59
	EEOC Notice - C

	1005
	58
	EEOC Notice - C Amended

	1008
	61
	EEOC Notice - R

	1007
	60
	EEOC Notice - R Amended

	1009
	62
	Election Notice Letter 2001

	1010
	63
	Failure to Cooperate 33-day Ltr EEOC Filed

	1011
	64
	Failure to Cooperate 33-day Ltr Non EEOC

	1012
	65
	Failure to Locate 33-day Ltr EEOC Filed

	1013
	66
	Failure to Locate 33-day Ltr Non EEOC Filed

	1014
	67
	Failure to Pursue

	1015
	68
	Federal Court

	1016
	69
	FF - Record of Attendance

	1017
	70
	FF Cancel Letter

	1018
	71
	FF Cancel to C - R declines

	1019
	72
	FF Notice - C

	1020
	73
	FF Notice - R

	1021
	74
	FF Notice to C

	1022
	75
	FF Notice to R

	1023
	76
	FF Resch

	1024
	77
	FF Schedule - Rapid

	1025
	78
	FFC.LH

	1026
	79
	FFC.LW

	1027
	80
	First Set of Interrogatories

	1028
	81
	Follow Up Ltr to C Atty to Verify and Sign Complaint

	1029
	82
	Follow Up Ltr to C to Verify and Sign Complaint

	1030
	83
	FORML

	1031
	84
	FORMLT1

	1032
	85
	Frivolous No Referral

	1033
	86
	Frivolous Referral - EEOC Pgh

	1034
	87
	Frivolous Referral - EEOC Phil

	1035
	88
	Frivolous Referral - HUD

	1036
	89
	G1 Lukus FTC 30-day Notice

	1037
	90
	G2 Lukus FTL 30-day Notice

	1038
	91
	G3 Lukus No Settlement M5 30-day Notice

	1039
	92
	G4 Lukus Age Filing 30-day Notice

	1040
	93
	G5 Lukus Right to Sue 30-day Notice

	1041
	94
	G6 Lukus Withdrawn 30-day Notice

	1042
	95
	General Requests

	1043
	96
	Harassment

	1044
	97
	HCPD ATTORNEY FEE Application 2001

	1045
	98
	HCPD Certificate of Acceptance of Service 2001

	1046
	99
	HCPD CERTIFICATE OF SERVICE 2001

	1047
	100
	HCPD CLAIM AGAINST AN ESTATE PARTY TO A PUBLIC HEARING 2001

	1048
	101
	HCPD COMMONWEALTH COURT COMPLAINT 2001

	1049
	102
	HCPD Complaint Form 2001

	1050
	103
	HCPD COMPLIANCE STATUS REPORT PH Cases 2001

	1051
	104
	HCPD Consent Order Plural 2001

	1052
	105
	HCPD Consent Order singular 2001

	1053
	106
	HCPD DOCUMENTS FOR NOTICE OF APPEARANCE FOR Out of State At

	1054
	107
	HCPD ELECTION NOTICE  RESPONDENT 2001

	1055
	108
	HCPD ELECTION NOTICE COMPLAINANT 2001

	1056
	109
	HCPD ELECTION NOTICE RESPONSE BY A PARTY 2001

	1057
	110
	HCPD ENFORCEMENT ACTION RULE TO SHOW CAUSE 2001

	1058
	111
	HCPD ENFORCEMENT LETTER Commission Order 2001

	1059
	112
	HCPD ENFORCEMENT REQUEST LETTER RULE TO SHOW CAUSE 2001

	1060
	113
	HCPD FILING ELECTION COMPLAINTS 2001

	1061
	114
	HCPD INJUNCTION 2001

	1062
	115
	HCPD INJUNCTION DOCUMENTS 2001

	1063
	116
	HCPD Legal Notice of PH Continuance 2001

	1064
	117
	HCPD Legal PC Request 2001

	1065
	118
	HCPD Legal PC Request II 2001

	1066
	119
	HCPD Legal Request for Room Court Reporter PH 2001

	1067
	120
	HCPD Legal Room Scheduling Request PH 2001

	1068
	121
	HCPD Legal Sample Case Analysis 2001

	1069
	122
	HCPD Legal SAMPLE NOTICE OF PREHearing 2001

	1070
	123
	HCPD Legal SAMPLE ORDER FOLLOWING A PREHEARING CONFERENCE 2

	1071
	124
	HCPD Legal SAMPLE PAGE PHRC COMPLIANCE REPORT2001

	1072
	125
	HCPD MOTION TO AMEND A FINAL ORDER 2001

	1073
	126
	HCPD MOTION TO DISMISS RESPONSE 2001

	1074
	127
	HCPD NOTICE OF DEPOSITIONS 2001

	1075
	128
	HCPD NOTIFICATION Of Placement on PH Docket 2001

	1076
	129
	HCPD Petition for Enforcement of Commission Order 2001

	1077
	130
	HCPD PETITION to Court OF APPROVAL OF A SETTLEMENT 2001

	1078
	131
	HCPD PH WITNESS LIST 2001

	1079
	132
	HCPD Pro se Appeal of Commission Order 2001

	1080
	133
	HCPD PROPOSED ORDER FOLLOWING A PUBLIC HEARING 2001

	1081
	134
	HCPD PROTECTIVE ORDER 2001

	1082
	135
	HCPD Questionnairre 2001

	1083
	136
	HCPD RECISION OF PROBABLE CAUSE DURING PUBLIC HEARING PREPA

	1084
	137
	HCPD Reconcilation Agreement 2001

	1085
	138
	HCPD REFERRAL

	1086
	139
	HCPD REGULATIONS GOVERNING RULE TO SHOW CAUSE 2001

	1087
	140
	HCPD REQUEST FOR ADMISSIONS 2001

	1088
	141
	HCPD REQUEST FOR SUBPOENA FOR A PUBLIC HEARING 2001

	1089
	142
	HCPD RESPONSE TO APPLICATION FOR COSTS BY RESPONDENT 2001

	1091
	144
	HCPD RESPONSE TO REQUEST FOR PRELIMINARY HEARING

	1090
	143
	HCPD RESPONSE TO REQUEST FOR PRELIMINARY HEARING 2001

	1092
	145
	HCPD SERVICE  Response PH INTERROGATORY 2001

	1093
	146
	HCPD SERVICE LETTERS FOR ELECTION COMPLAINTS 2001

	1094
	147
	HCPD STIPULATIONS 2001

	1095
	148
	HCPD withdrawal Form 2001

	1096
	149
	HCPDREQUEST FOR EXTENSION OF BRIEFING 2001

	1097
	150
	Hire

	1098
	151
	HOUSING CONSENT ORDER Approval Form 2001

	1099
	152
	HUD Notification Letter of Case Closings 2001

	1100
	153
	Late Filing Questionnaire

	1101
	154
	Layoff

	1102
	155
	List of PGH Housing Forms

	1103
	156
	LOJ No Referral

	1104
	157
	LOJ Referral - EEOC Pgh

	1105
	158
	LOJ Referral - EEOC Phil

	1106
	159
	LOJ Referral - HUD

	1107
	160
	Lukus - Notice Prelim Hrng Request to C

	1108
	161
	Lukus - Notice Prelim Hrng Request to R

	1109
	162
	Lukus 1YR

	1110
	163
	Lukus 2YR

	1111
	164
	Lukus Notice of Filing to C

	1112
	165
	Lukus Notice of Filing to R

	1113
	166
	Lukus Notice of Untimeliness

	1118
	171
	M1

	1114
	167
	M1 and M2 to C

	1115
	168
	M1 and M2 to R

	1116
	169
	M1 to C Adjusted and Withdrawn

	1117
	170
	M1 to R Adjusted and Withdrawn

	1119
	172
	M2 to C Negotiated Settlement

	1120
	173
	M2 to R Negotiated Settlement

	1121
	174
	M2.C

	1126
	179
	M3

	1122
	175
	M3 and All ADM Closings to R

	1123
	176
	M3 NPC to C

	1124
	177
	M3 to C No Cause

	1125
	178
	M3 to R No Cause

	1127
	180
	Medical Release

	1128
	181
	Membership

	1129
	182
	MOOT-CR

	1130
	183
	MTD Inadequate to R

	1132
	185
	MTD Notice to C

	1131
	184
	MTD Notice to C Atty

	1133
	186
	NEGOTIATED AGREEMENT

	1134
	187
	No Probable Cause

	1135
	188
	No Recpt of Position Statement

	1136
	189
	No Referral - Frivolous

	1137
	190
	No Referral - LOJ

	1138
	191
	No Referral - Untimely

	1139
	192
	Notice Amended Complaint - C

	1249
	302
	Notice Amended Complaint - R

	1250
	303
	Notice of Appearance - C Atty

	1251
	304
	Notice of Appearance - R Atty

	1245
	298
	Notice of Appearance to C Attorney

	1246
	299
	Notice of Appearance to R Rep or Attorney

	1243
	296
	Notice of Deposition

	1244
	297
	Notice of Intent

	1252
	305
	Notice of Investigation - R

	1247
	300
	Notice of PC - Conciliation Conference

	1248
	301
	Notice of Pre Hearing Conference Letter

	1141
	194
	Notice of Public Hearing Letter

	1255
	308
	Notice of Public Hearing Letter to C

	1140
	193
	Notice of Public Hearing Letter to R

	1142
	195
	NOTICE TO C

	1143
	196
	Notice to Defend - Amended

	1144
	197
	Notice to Defend - EEOC

	1145
	198
	Notice to Defend - non EEOC

	2647
	309
	Other

	1146
	199
	Petition for a Rule to Show Cause Cover Letter

	1147
	200
	Petition for Rule to Show Cause

	1148
	201
	PHAPPROV

	1149
	202
	PHFORMLT

	1150
	203
	Postmaster Address Info Request 2001

	1151
	204
	Pregnancy Leave

	1152
	205
	Prelim Hrng REOPEN Notice to C

	1153
	206
	Prelim Hrng REOPEN Notice to R

	1154
	207
	Prelim Hrng Request - Untimely Notice

	1155
	208
	Prelim Hrng Request Acknowledgement to C

	1156
	209
	Prelim Hrng Request Acknowledgement to R

	1157
	210
	Prelim Hrng Request Response M1 to C

	1158
	211
	Prelim Hrng Request Review ADJ to C

	1159
	212
	Prelim Hrng Request Review ADJ to R

	1160
	213
	Prior to Docketing - EEOC

	1161
	214
	Prior to Docketing - HUD

	1162
	215
	Prior to Docketing - PHRC

	1163
	216
	Probable Cause Finding Form

	1164
	217
	Promotion

	1165
	218
	Public Hearing Cover Letter for Post Hearing Brief to Heari

	1166
	219
	Public Hearing Request Form

	1167
	220
	Questionnaire Cover Ltr

	1168
	221
	R and C Agreement - EEOC

	1169
	222
	R and C Agreement - Non EEOC

	1170
	223
	Recall - Layoff

	1171
	224
	Receipt of Cash Settlement

	1181
	234
	Referral

	1172
	225
	Referral Frivolous - EEOC Pgh

	1173
	226
	Referral Frivolous - EEOC Phil

	1174
	227
	Referral Frivolous - HUD

	1175
	228
	Referral LOJ - EEOC Pgh

	1176
	229
	Referral LOJ - EEOC Phil

	1177
	230
	Referral LOJ - HUD

	1178
	231
	Referral Untimely - EEOC Pgh

	1179
	232
	Referral Untimely - EEOC Phil

	1180
	233
	Referral Untimely - HUD

	1182
	235
	Reinstatement Disability Leave

	1185
	238
	Reply to Motion to Dismiss

	1183
	236
	Reply to Motion to Dismiss cover letter - Complainant has f

	1184
	237
	Reply to Motion to Dismiss cover letter - Complainant has n

	1186
	239
	Reply to Request for Preliminary Hearing

	1187
	240
	Reply to Request for Reconsideration of Adjustment

	1188
	241
	Request for Production of Documents Cover letter

	1189
	242
	Request for the Production of Documents

	1190
	243
	Return Questionnaires for signature Ltr

	1191
	244
	Rule to Show Cause

	799
	999
	Scanned

	1192
	245
	Settlement Invitation

	1193
	246
	State Court

	1194
	247
	Stipulations of Fact

	1197
	250
	SUBPOENA

	1195
	248
	Subpoena Threat Ltr to R

	1196
	249
	SUBPOENA.DEP

	1198
	251
	SUBPOENA.HRG-Dauphin County

	1199
	252
	SUBPOENA.LST

	1200
	253
	Tele Inquiry-15 day Letter

	1201
	254
	Transfer - Involuntary

	1202
	255
	Transfer - Refusal

	1203
	256
	Transfer Complaint

	1204
	257
	Transfer Inquiry

	1205
	258
	Unequal Pay

	1206
	259
	Union Representation

	1211
	264
	Untimely

	1207
	260
	Untimely No Referral

	1208
	261
	Untimely Referral - EEOC Pgh

	1209
	262
	Untimely Referral - EEOC Phil

	1210
	263
	Untimely Referral - HUD

	1212
	265
	Withdrawal Cover Letter

	1213
	266
	Withdrawal EEOC

	1214
	267
	Withdrawal HUD

	1215
	268
	Withdrawal PHRC

	1216
	269
	Written Inquiry 15-day Letter

	1217
	270
	X1-X2 Filed in Federal or State Court to C

	1218
	271
	X1-X3-AD

	1219
	272
	X2 Filed in Fed or State Court to C

	1220
	273
	X4 and X6 to C Failure to Locate and Cooperate

	1221
	274
	X4 and X6 to R Failure to Locate and Cooperate

	1222
	275
	X4 Failure to Locate to C

	1223
	276
	X4-CR

	1224
	277
	X6 Failure to Cooperate to C

	1225
	278
	X6CR

	1226
	279
	X7CR

	974
	28
	X8 42.72(c) to C

	1227
	280
	X8 42.72(c) to C

	1228
	281
	Y1 to C Lack of Jurisdiction

	1229
	282
	Y1 to R Lack of Jurisdiction

	1230
	283
	Y1180C

	1231
	284
	Y1C

	1232
	285
	Y1-C2 LOJ Failed to State Claim to C

	1233
	286
	Y1-C3 LOJ Untimely to C

	1234
	287
	Y2 to C Withdrawn

	1235
	288
	Y2 to R Withdrawn

	1236
	289
	Y2-C




[bookmark: _Toc393179482]Appendix F: Proof Formula Patterns

	Act of Harm Type
	Case Proof Type
	Defense Type
	Pretext Type

	Direct Evidence
	Prima Facie
	Special Defense
	

	Adverse (Disparate) Impact
	Prima Facie
	Business Necessity
	Alternative

	Retaliation
	Prima Facie
	Standard Defense
	Standard Pretext

	No Positive Action
	Prima Facie
	Standard Defense
	Standard Pretext

	Negative Action
	Prima Facie
	Standard Defense
	Standard Pretext

	Harassment by Supervisory Employee – Tangible Action
	Prima Facie
	Standard Defense
	Standard Pretext

	Harassment by Supervisory Employee – No Tangible Action
	Prima Facie
	Prompt and Adequate
	

	Harassment By Non-Supervisory Employee
	Prima Facie
	Prompt and Adequate
	

	Harassment By Non-Employee
	Prima Facie
	Prompt and Adequate
	

	Reasonable Accommodation - Disability
	Prima Facie
	Respondent Burden
	Special Pretext

	Reasonable Accommodation - Religion
	Prima Facie
	Respondent Burden
	Special Pretext

	Unequal Pay
	Prima Facie
	Standard Defense
	Standard Pretext

	Constructive Action
	Analysis
	
	

	Aid & Abet
	Prima Facie
	Standard Defense
	Standard Pretext

	Incite
	Prima Facie
	Standard Defense
	Standard Pretext

	Compel or Coerce
	Prima Facie
	Standard Defense
	Standard Pretext

	Obstruct or Prevent
	Prima Facie
	Standard Defense
	Standard Pretext

	Attempt
	Prima Facie
	Standard Defense
	Standard Pretext

	Mixed Motive
	Analysis
	Standard Defense
	Standard Pretext




[dbo].[ProofFormulas] contains this information in textual form (under "Description").





[bookmark: _Toc393179483]Appendix G: Intake Tree

The Intake Tree is the series of questions that are pertinent to entering data for each count. These questions depend on the subject area and proof formula.

	[bookmark: RANGE!A1:D252]Subject area: Housing, Employment, Education
	Proof Formula: Aid and Abet

	Question ID
	Proof Formula
	Question text

	761
	 Aid abet action
	 What discriminatory action was taken against the Complainant that the Complainant believes was aided and abetted by the Respondent?

	762
	 Aid abet influence
	 What substantial assistance did the Respondent provide in this discriminatory action?

	301
	 Commonwealth statutes
	 Which Commonwealth statutes apply to this count of discrimination (including the law; section; and subsection)?

	302
	 Federal statutes
	 Which federal statutes apply to this count of discrimination?

	

	Subject area: Housing, Employment, Education
	Proof Formula: Mixed Motive

	Question ID
	Proof Formula
	Question text

	781
	 Mixed motive protected class
	 What is the Complainant's protected class?

	782
	 Mixed motive harm
	 What were the date and act of harm?

	783
	 Mixed motive evidence
	 What is the evidence of discriminatory intent? Explain.

	784
	 Mixed motive reason
	 What was the decision maker's non-discriminatory reason for the harm?

	785
	 Mixed motive reasons false
	 If the reasons are not pretextual; how did Respondent's decision maker place substantial reliance on the unlawful discriminatory factor in coming to its decision?

	301
	 Commonwealth statutes
	 Which Commonwealth statutes apply to this count of discrimination (including the law; section; and subsection)?

	302
	 Federal statutes
	 Which federal statutes apply to this count of discrimination?

	

	Subject area: Housing, Employment, Education
	Proof Formula: Direct Evidence

	Question ID
	Proof Formula
	Question text

	501
	 Direct evidence class
	 What is the protected class of the Complainant?

	502
	 Direct evidence harm
	 How was the Complainant harmed?

	503
	 Direct evidence harm reason
	 Does the Respondent admit the Complainant was harmed because of their protected class status? If so; what was said; by whom and when?

	504
	 Direct evidence documents
	 Are there documents that include admissions that the Respondent based its decision on the Complainant’s protected class status?

	505
	 Direct evidence witnesses
	 Are there witnesses who will state that the Respondent admitted the decision was based upon the Complainant's protected class?

	301
	 Commonwealth statutes
	 Which Commonwealth statutes apply to this count of discrimination (including the law; section; and subsection)?

	302
	 Federal statutes
	 Which federal statutes apply to this count of discrimination?

	

	Subject area: Housing, Employment, Education
	Proof Formula: Negative Action

	Question ID
	Proof Formula
	Question text

	581
	 Negative action class
	 What is the protected class of the Complainant?

	582
	 Negative action qual comp
	 How was the Complainant qualified?

	583
	 Negative action harm
	 What were the date and act of harm?

	584
	 Negative action resp reason
	 What reason(s) did the Respondent give for the action taken?

	585
	 Negative action similarly sit
	 Who; not in the Complainant's protected class; was treated more favorably and how were they treated more favorably?

	586
	 Negative action replacement
	 What is the name and protected class of people who replaced the Complainant?

	587
	 Negative action comp reason
	 If there are no answers to 585 or 586; why does the Complainant believe the reason(s) for the Repondent's actions were because of the Complainant's protected class?

	301
	 Commonwealth statutes
	 Which Commonwealth statutes apply to this count of discrimination (including the law; section; and subsection)?

	302
	 Federal statutes
	 Which federal statutes apply to this count of discrimination?

	

	Subject area: Housing, Employment, Education
	Proof Formula: Adverse Impact

	Question ID
	Proof Formula
	Question text

	521
	 Adverse impact class
	 What is the protected class of the Complainant?

	522
	 Adverse impact policy/pr/test
	 What is the policy; practice; or test that is neutral on its face and caused the harm?

	523
	 Adverse impact impact
	 How does it have a substantial negative impact on the Complainant and other members of the Complainant's protected class?

	524
	 Adverse impact compare
	 What is the protected class of the people who are not negatively impacted by the policy; practice; or test?

	525
	 Adverse impact why
	 If there is no answer to 523 or 524; then why does the Complainant believe the Respondent's policy; practice or test has a substantial adverse impact?

	526
	 Adverse impact how
	 If there is no answer to 523 or 524; then how was the Complainant harmed because of the Respondent's policy?

	301
	 Commonwealth statutes
	 Which Commonwealth statutes apply to this count of discrimination (including the law; section; and subsection)?

	302
	 Federal statutes
	 Which federal statutes apply to this count of discrimination?




	

	Subject area: Housing, Employment, Education
	Proof Formula:  Retaliation

	Question ID
	Proof Formula
	Question text

	541
	 Retaliation previous filing
	 If the Complainant filed an unlawful discrimination complaint against the Respondent; when and with whom did they file? Include PHRC or local commission docket # if known.

	542
	 Retaliation previous opp
	 When and how did the Complainant oppose a practice made unlawful by the PHRA or the PFEOA?

	543
	 Retaliation previous part
	 How and when did the Complainant testify or assist in any proceeding under the PHRA or PFEOA? Include the PHRC or local commission docket number; if known.

	547
	 Retaliation request accomod
	 How and when did the complainant request a right under the PHRAct or FEOAct such as requesting a reasonable accommodation for disability or a deeply held religious belief?

	548
	 Retaliation resp mistakenly
	 How did the respondent mistakenly believe that the complainant opposed a practice forbidden by the Act; made a charge; testified; or assisted; in any manner; in any investigation; proceeding or hearing under the Act?

	544
	 Retaliation knowledge
	 How did the person who harmed the Complainant know of this filing; opposition or participation?

	545
	 Retaliation harm
	 What were the date and act of harm?

	546
	 Retaliation comp reason
	 Why does the Complainant believe the reason for the Respondent’s actions were retaliatory?

	301
	 Commonwealth statutes
	 Which Commonwealth statutes apply to this count of discrimination (including the law; section; and subsection)?

	302
	 Federal statutes
	 Which federal statutes apply to this count of discrimination?

	

	Subject area: Housing, Employment, Education
	Proof Formula:  No Positive Action

	Question ID
	Proof Formula
	Question text

	561
	 No positive action class
	 What is the protected class of the Complainant?

	562
	 No positive action apply
	 When and how did the Complainant apply; bid or otherwise seek the position; housing or commercial property; public accommodation; or educational opportunity?

	563
	 No positive action available
	 How did the Complainant know the position; housing or commercial property; public accommodation; or educational opportunity was available?

	564
	 No positive action qual pos
	 What were the requirements for the position; housing or commercial property; public accommodation; or educational opportunity?

	565
	 No positive action qual comp
	 How did Complainant meet these requirements?

	566
	 No positive action reject how
	 When and how did the Complainant learn that the Respondent rejected them?

	567
	 No positive action class cand
	 What is the name and protected class of the successful candidate?

	568
	 No positive action qual cand
	 What were the qualifications of the successful candidate?

	569
	 No positive action as qual
	 How is the complainant as qualified as the successful candidate?

	570
	 No positive action comp reason
	 If there are no answers to 567; 568; or 569; why does the Complainant believe the reason(s) for the Respondent's actions were because of the Complainant's protected class?

	301
	 Commonwealth statutes
	 Which Commonwealth statutes apply to this count of discrimination (including the law; section; and subsection)?

	302
	 Federal statutes
	 Which federal statutes apply to this count of discrimination?

	

	Subject area: Housing, Employment, Education
	Proof Formula:  Harassment by Supervisory Employee - Tangible Action

	Question ID
	Proof Formula
	Question text

	601
	 Harass sup tan class
	 What is the protected class of the Complainant?

	602
	 Harass sup tan harass
	 What were the date(s) and act(s) of harassment?

	603
	 Harass sup tan similarly sit
	 What is the name and protected class of people who were treated more favorably and how they were treated more favorably (if the content of harassment based on different treatment)?

	604
	 Harass sup tan severe
	 How severe was the harassment?

	605
	 Harass sup tan pervasive
	 How pervasive and regular was the harassment?

	606
	 Harass sup tan detrimental
	 How was the Complainant detrimentally affected?

	607
	 Harass sup tan harasser
	 What is the name and job title of the person who harassed the Complainant?

	608
	 Harass sup tan harm
	 What were the date and act of harm?

	301
	 Commonwealth statutes
	 Which Commonwealth statutes apply to this count of discrimination (including the law; section; and subsection)?

	302
	 Federal statutes
	 Which federal statutes apply to this count of discrimination?

	

	Subject area: Housing, Employment, Education
	Proof Formula:  Harassment by Supervisory Employee - No Tangible Action

	Question ID
	Proof Formula
	Question text

	621
	 Harass sup non-tan class
	 What is the protected class of the Complainant?

	622
	 Harass sup non-tan harm
	 What were the date(s) and act(s) of harassment?

	623
	 Harass sup non-tan sim sit
	 What is the name and protected class of people who were treated more favorably and how they were treated more favorably (if the content of harassment based on different treatment)?

	624
	 Harass sup non-tan severe
	 How severe was the harassment?

	625
	 Harass sup non-Tan pervasive
	 How pervasive and regular was the harassment?

	626
	 Harass sup non-tan detrimental
	 How was the Complainant detrimentally affected?

	627
	 Harass sup non-tan harasser
	 What is the name and job title of the person who harassed the Complainant?

	301
	 Commonwealth statutes
	 Which Commonwealth statutes apply to this count of discrimination (including the law; section; and subsection)?

	302
	 Federal statutes
	 Which federal statutes apply to this count of discrimination?

	

	Subject area: Housing, Employment, Education
	Proof Formula: Reasonable Accommodation - Disability

	Question ID
	Proof Formula
	Question text

	681
	 Reason accomm dis have
	 What disability does the Complainant have?

	682
	 Reason accomm dis timeframe
	 How long will the disability or its residual effects last?

	683
	 Reason accomm dis major act
	 What major life activity is substantially limited by the disability?

	684
	 Reason accomm dis accomm
	 What accommodation(s) is (are) needed because of the Complainant's disability?

	685
	 Reason accomm dis know dis
	 How did the Respondent know of the Complainant's disability?

	686
	 Reason accomm dis know acc
	 How did the Respondent know the Complainant needed (an) accommodation(s)?

	687
	 Reason accomm dis refuse
	 How did the Respondent refuse to make the accommodation(s)?

	688
	 Reason accomm dis alternative
	 If the Respondent offered an alternative accommodation; why did it not meet the Complainant's needs?

	689
	 Reason accomm dis comply stat
	 How has the Respondent failed to comply with statutory or regulatory requirements for accessibility or accommodation?

	690
	 Reason accomm dis comply sett
	 How has the Respondent failed to comply with (an) existing requirement(s) to have the accommodation(s) in place due to settlement agreement or Commission or Court order in a prior case?

	301
	 Commonwealth statutes
	 Which Commonwealth statutes apply to this count of discrimination (including the law; section; and subsection)?

	302
	 Federal statutes
	 Which federal statutes apply to this count of discrimination?

	

	Subject area: Housing, Employment, Education
	Proof Formula: Reasonable Accommodation - Religion

	Question ID
	Proof Formula
	Question text

	701
	 Reason accomm rel belief
	 What is the Complainant's sincerely held religious belief?

	702
	 Reason accomm rel accomm
	 What accommodation was needed because of the Complainant's religion?

	703
	 Reason accomm rel know belief
	 How did the Respondent know of the Complainant's sincerely held religious belief?

	704
	 Reason accomm rel know acc
	 How did the Respondent know of the Complainant's need for a religious accommodation?

	705
	 Reason accomm rel refuse
	 How did the Respondent refuse to make the accommodation(s)?

	706
	 Reason accomm rel alternative
	 If the Respondent offered an alternative; why did it not meet the Complainant's needs?

	301
	 Commonwealth statutes
	 Which Commonwealth statutes apply to this count of discrimination (including the law; section; and subsection)?

	302
	 Federal statutes
	 Which federal statutes apply to this count of discrimination?

	

	Subject area: Housing, Employment, Education
	Proof Formula: Incite

	Question ID
	Proof Formula
	Question text

	763
	 Incite action
	 What discriminatory action was taken against the Complainant that the Complainant believes was incited by the Respondent?

	764
	 Incite what
	 What did the Respondent do to incite this discriminatory act?

	765
	 Incite how
	 How was Complainant incited by the Respondent to commit an unlawful discriminatory act?

	301
	 Commonwealth statutes
	 Which Commonwealth statutes apply to this count of discrimination (including the law; section; and subsection)?

	302
	 Federal statutes
	 Which federal statutes apply to this count of discrimination?




	

	Subject area: Housing, Employment, Education
	Proof Formula: Coerce or Compel

	Question ID
	Proof Formula
	Question text

	766
	 Compel coerce action
	 What discriminatory action was taken against the Complainant that the Complainant believes was compelled or coerced by the Respondent?

	767
	 Compel coerce what
	 What did the Respondent do to compel or coerce this discriminatory act?

	768
	 Compel coerce how
	 How was the Complainant compelled or coerced by the Respondent to commit an unlawful discriminatory act?    

	769
	 Compel coerce aggrieved
	 How was the Complainant aggrieved because of the Respondent's conduct?

	301
	 Commonwealth statutes
	 Which Commonwealth statutes apply to this count of discrimination (including the law; section; and subsection)?

	302
	 Federal statutes
	 Which federal statutes apply to this count of discrimination?

	

	Subject area: Housing, Employment, Education
	Proof Formula: Obstruct or Prevent

	Question ID
	Proof Formula
	Question text

	770
	 Obstruct prevent how
	 How was the Complainant obstructed or prevented by the Respondent from complying with the provisions of the Acts or any order issued under the Acts?

	771
	 Obstruct prevent aggrieved
	 How was the Complainant aggrieved because of the Respondent's conduct?

	301
	 Commonwealth statutes
	 Which Commonwealth statutes apply to this count of discrimination (including the law; section; and subsection)?

	302
	 Federal statutes
	 Which federal statutes apply to this count of discrimination?

	

	Subject area: Housing, Employment, Education
	Proof Formula: Attempt

	Question ID
	Proof Formula
	Question text

	772
	 Attempt action
	 How did the Respondent attempt; directly or indirectly; to commit an unlawful discriminatory practice?

	773
	 Attempt aggrieved
	 How was the Complainant aggrieved because of the Respondent's conduct?

	301
	 Commonwealth statutes
	 Which Commonwealth statutes apply to this count of discrimination (including the law; section; and subsection)?

	302
	 Federal statutes
	 Which federal statutes apply to this count of discrimination?

	

	Subject area: Housing, Employment, Education
	Proof Formula: Harassment by a Neighbor to Neighbor

	Question ID
	Question Type
	Question text

	995
	 Harass neighbor class
	 What is the protected class of the Complainant?

	996
	 Harass neighbor harm
	 What were the date(s) and act(s) of harassment?

	997
	 Harass neighbor harasser
	 What is the name and protected class of the harasser?

	998
	 Harass neighbor severe
	 How severe was the harassment?

	999
	 Harass neighbor pervasive
	 How pervasive and regular was the harassment?

	

	Subject area: Housing, Employment, Education
	Proof Formula: Predatory Lending

	Question ID
	Question Type
	Question text

	801
	 Pred lending protected class
	 What is protected class of the complainant?

	802
	 Predatory Lend Terms
	 What were the terms and conditions of loan?

	803
	 Predatory Loan Interest Rate
	 What was interest rate?

	804
	 What was APR
	 What was APR?

	805
	 Any Fees
	 Were there any fees?

	806
	 What were the Fees
	  What were the fees?

	807
	 When aware of Fees
	 Were you aware of the fees and when?

	808
	 Fees not included in Loan Doc
	 What fees were not included in the loan document?

	809
	 Penalty Prepayment
	 Was there a penalty for prepayment? 

	810
	 Aware of Prepayment Penalty
	 Were you aware of the prepayment penalty?

	811
	 Arbitration Clause
	 Was there an arbitration clause at or before settlement?

	812
	 Aware of Arbitration Clause
	 Were you aware of the arbitration clause at or before settlement?

	813
	 Yield Spread
	 Was there a yield spread?

	814
	 Amount of Yield Spread Premium
	 What was the yield spread premium?

	815
	 Credit Life Insurance Required
	 Was credit life insurance required?

	816
	 Amount of Credit Life Required
	 What amount of credit life insurance was required?

	817
	 Aware of Insurance Requirement
	 Were you aware of the credit life or forced placed homeowners insurance at or before settlement

	818
	 Homeowner’s Insurance Required
	 Was homeowner’s insurance required?

	819
	 Amount of Homeowners Required
	 What amount of homeowner’s insurance was required?

	820
	 Loan Amoritized
	 Was the loan fully amortized?

	821
	 Balloon Payment
	 Was there a balloon payment?

	822
	 Aware of Balloon Payment
	 Were you aware of the final balloon payment at or before settlement?

	823
	 Opportunity Review Loan Doc
	 Did you have the opportunity to review the loan document(s)?

	824
	 Understand Loan Terms
	 Did you understand the terms of the loan at or before settlement?

	825
	 Who Explained Terms
	 Who explained the terms of the loan to you?

	826
	 Opportunity to Ask Questions
	 Did you have an opportunity to ask anyone questions regarding the terms and conditions of the loan?

	827
	 Loan Doc Accurate
	 Was all information in the loan document(s) accurate to the best of your knowledge?

	828
	 Learn Respondent’s Business
	 How did you learn about the respondent’s business?

	829
	 Solicited for Loan
	 Were you solicited to consider the loan?

	830
	 Know Other Solicited
	 Do you know if others were solicited?

	831
	 Race of Other Solicited
	 Are they the same race/ethnicity as you?

	832
	 Type of Loan 
	 What type of loan were you seeking?( i.e. mortgage; home equity; cash loan

	833
	 Type Loan Received
	 What type of loan did you receive?

	834
	 Approached About Refinancing
	 Were you approached about refinancing ?

	835
	 Interest Rate Refinanced Loan
	 If you refinanced; what was the interest rate on the prior loan?

	836
	 Previous Loan Taken
	 When was the previous loan taken?

	837
	 $ Amount Intended to Borrow
	 How much money did you originally intend to borrow?

	838
	 $ Amount you Borrowed
	 How much money did you actually borrow?

	839
	 Ethnicity of Neighborhood
	 What is the ethnic composition of your neighborhood?

	840
	 Race of Neighborhood
	 What is the general race of your neighborhood?

	841
	 English Second Language
	 Is English your second language?

	842
	 Third Party Negotiation Loan
	 Was a contractor or third party involved in negotiation of the loan?

	843
	 Third Party Get Part of Loan
	 Is the contractor/third party to get any of the loan?

	844
	 Aware Third Party Get Money
	 Were you aware that the contractor or third party was receiving money?

	845
	 How Distributed to Third Party
	 How were the proceeds distributed to the contractor/third party?

	846
	 Repairs Made to Satisfaction
	 Were the repairs made to your satisfaction?

	847
	 Suggest Information to Include
	 Did anyone suggest what information to put onto the application?

	848
	 Suggest Change Information 
	 Did anyone suggest that you change the information on the loan application?

	849
	 Change Any Information 
	 Did you change any information on the loan application?

	850
	 Verbal Promises
	 Did anyone make verbal promised about the terms of the loan or repayment?

	851
	 Promises in Writing
	 Were these promises confirmed in writing?

	852
	 Witness Information
	 Were there any witnesses?

	853
	 Age a Factor
	 Do you feel age was a factor in how you were treated

	854
	 Sex a Factor
	 Do you feel sex was a factor in how you were treated

	855
	 Age and Sex Combined Factor
	 Do you believe that your age and your sex was a factor

	856
	 Try to Cancel Loan
	 Did you attempt to cancel the loan at any time?

	857
	 What Happened Cancel
	 What happened when you attempted to cancel the loan?

	301
	 Commonwealth statutes
	 Which Commonwealth statutes apply to this count of discrimination (including the law; section; and subsection)?

	302
	 Federal statutes
	 Which federal statutes apply to this count of discrimination?

	

	Public Accommodation and Commercial Property

	Question ID
	Question Type
	Question text

	401
	Commercial property filing
	How is the commercial property filed (under 5(h))?

	421
	Public accommodation filing
	How is the public accommodation filed (if the Respondent has a commercial property)?
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These are the table values that provide legal definitions. This is the edited contents of the Guidance table. (Duplicate values were removed.)

	Adequate
	Adequate Harassment Policy in No Tangible Action Complaint If the employer can prove that it discharged its duty of reasonable care and that the employee could have avoided all of the harm but unreasonably failed to do so, the employer will avoid all liability for unlawful harassment. The first prong of this defense examines the employer’s duty to exercise reasonable care. In Dinkins et.al. v. Charoen Pokphand US,(2001), the Middle District Court of Alabama stated that although the company had a harassment policy it was administered in bad faith in that it was not comprehensive, not well known to employees, or vigorously enforced. The policy went undistributed for months at a time, was explained only cursorily, and poorly administered by supervisors who had no training. In Ellerth v. Burlington, (1998), the United States Supreme Court stated, “Title VII is designed to encourage the creation of anti-harassment policies and effective grievance mechanisms. Failure to create the policies or mechanism will make it difficult to prove that it exercised reasonable care to prevent and correct harassment. In deciding whether a policy is adequate the steps below are not requirements but guidance on what could constitute reasonable care. 1. Policy and Procedure · To establish, publicize, and enforce anti-harassment policies and complaint procedures. · Provide every employee with a copy of the policy and complaint procedure and redistribute it periodically · Written in a way that will be understood by all employees. · Contained in employee handbooks and posted. · Provide training to ensure that employees understand their rights and responsibilities · Instructing all managers and supervisors to address or report to appropriate officials incidences of inappropriate conduct or graffiti · 2. The policy and complaint procedure should contain, at a minimum, the following elements: · A clear explanation of prohibited conduct and contains a clear statement that it will not tolerate harassment · Assurance that employees are protected from retaliation · A clearly described complaint process with no unreasonable obstacles to complaints. A rigid complaint process could defeat its goal · Contain clear time frames for filing a complaint · To the extent possible it will protect the confidentially of harassment allegations · Establish a mechanism for a prompt, thorough, and impartial investigation into alleged harassment 

	Aid and Abet
	Aid and abet: To support, help or assist; to encourage, to bait, to incite, to provide counsel to a person to commit a wrongdoing While abet and aid are nearly synonymous, abet implies guilty knowledge of the wrongful purpose. 

	Business Necessity
	Business Necessity Once a disparate impact is demonstrated, the burden of proof shifts to the respondent to show that the challenged practice is job related for the position in question and consistent with business necessity. Business necessity in Disparate Impact means the employment practice must serve, in a significant way, the legitimate employment goals of the employer. In order to show business necessity of a cut-off test score which is found to have a disparate impact, the employer must demonstrate that its cut off measures the minimum qualifications necessary for the successful performance of the job in question. 

	Business Necessity
	Business Necessity In order to show business necessity of cut off score which is found to have a disparate impact, the employer must demonstrate that its cut off measures the minimum qualifications necessary for the successful performance of the job in question. 

	Causal
	CAUSAL LINK Casual link refers to a judgment that there is a connection between some protected activity under the PHRA and the act of harm. Some examples of facts considered in forming this judgment are reflected in the points and cases below. · Shortness of time between the supervisor’s awareness of the complainant’s unlawful discrimination complaint and the date when a subsequent negative action occurred. Farley v Nationwide Mut. Ins. Co., 197F. 3d 1322 (11th Cir. 1999). The Eleventh Circuit affirmed in part and reversed in part a judgment in favor of former employee on ADA and ADEA discrimination claims, while denying employee’s ADA retaliation claim. In reversing the district court on the retaliation ruling, the Court of Appeals found that the employee’s filing of an EEOC charge and his termination were causally connected as required to establish a prima facie case of retaliation under the ADA. The court explained that there is a casual connection where employee’s supervisors were made aware of his charge shortly after it was filed and evidence demonstrated that the employee was discharged seven weeks after the filing of the charge. · Causation is more important than the timing. Seman’s v CSPH, Inc., 179 F.3d 297 (5th Cir. 1999). The Fifth Circuit affirmed a district court grant of summary judgment in favor of employer. The court found that the employee was unable to establish a causal connection between his discharge, which occurred moments after he informed his supervisor that he had filed an ADA claim with the EEOC, and protected activity. Kachmar v Sungard Data Sys., Inc., 109 F.3d 173 (3d Cir. 1997). Where there may be reasons why an adverse action is not immediately taken, the lack of immediacy between protected activity and adverse employment action does not defeat a showing of causation. Causation, not time difference, is an element of prima facie case of retaliation. Shirley v Chrysler First Inc., 970 F.2d 39 (5th Cir. 1992). Upholding a finding of retaliation, the Fifth Circuit agreed with the district court’s finding that a time lapse of 14 months between when a Title VII charge was filed and when the plaintiff was discharged was not legally conclusive proof that retaliation did not occur. Rather, the court found that the district court had correctly weighed the time gap as one contributing factor in its evaluation of the causal connection between the protected activity and the subsequent firing. · Breaching a confidential agreement that leads to complainant’s discharge is an example of causation retaliation claim. Ruedlinger v Jarrett, 106 F.3d 212 (7th Cir. 1997). An actionable retaliation claim exists where a former employer breached a settlement agreement with a former employee by contacting the subsequent employer and discussing matters confidential under the agreement, which resulted in her discharge. · Changes in tangible duties or working conditions are important in showing causation. Manning v. Metropolitan Life Insurance Co., 127 F.3d 686 (8th Cir. 1997). Plaintiff failed to prove unlawful retaliation on the basis of alleged hostility and personal animus by supervisors and alleged mishandling of disability benefits, absent evidence of some more tangible change in duties or working conditions that constituted a material employment disadvantage. Smart v. Ball State Univ., 89 F.3d 437 (7th Cir. 1996). Negative performance reviews, standing alone with no other adverse employment action, are not actionable as retaliatory acts. · Changes in tangible duties or working conditions of spouse due to respondent’s action may be important in showing causation, even when the complainant does not directly receive a change of working conditions or duties. Karcher v Emerson Elec Co., 94 F.3d 502 (8th Cir. 1996), cert. Denied, 117 S. Ct. 1821 (1997), Plaintiff has standing to bring a retaliation claim where her husband, a supervisor who worked for the same employer, was discharged after she filed a lawsuit against the employer. Plaintiff suffered economic and emotional damage. She felt responsible for her husband’s dismissal and, while the husband got a higher paying job, the job offered fewer benefits. 

	Circumstantial Evidence
	Circumstantial Evidence Guidance Circumstantial evidence includes all evidence of an indirect nature. The existence of principal facts is inferred from the circumstantial evidence. The inference of discrimination is inferred from the facts proved. Example of Circumstantial Evidence Comparative evidence to show that the respondent treated the complainant differently than others not in the complainant’s protected class is circumstantial evidence that the difference in treatment may be related to the complainant’s protected class. 

	Coerce or Compel
	Coerce/Compel: Compelled to compliance by force, to force or threaten

	Constructive Action
	Constructive Action such a Constructive Demotion or Downward Transfer Some courts have recognized the theory of constructive demotion to find an adverse employment action where the complainant requests a downward transfer to escape intolerable working conditions. The courts have applied the analogous constructive discharge analysis to determine if complainants have been constructively demoted. In Sharp v. the City of Houston(5th Cir.1999) the complainant requested a transfer from an elite horse unit to a less prestigious unit because of sexual harassment. The court found in the complainant's favor, because it was management knew about the harassment and retaliated against the complainant after she broke the code of silence. The court found that even though she requested the transfer, the jury found that she had been constructively demoted. The concept of constructive demotion was also upheld in Madison v. IBP, Inc(8th Cir. 2001). Madison was subject to both sexual and racial harassment because she was married to an African American male and supervisors and management was aware and failed to take any corrective action. She requested many transfers to escape the harassment. The key in applying the constructive discharge theory to other adverse employment actions is that the harassment was severe or pervasive and management knew and did not take any corrective action. 

	Different Treatment
	Examples of different treatment include events such as undesirable assignments, unwanted transfers, excluding the employee from work-related activities, requiring the employee to perform tasks that others who are similarly-situated are not required to perform, or other actions that negatively affect the terms, conditions and privileges of employment but are not tied to monetary losses.

	Essential Functions
	Essential Functions The term essential functions can be defined as the fundamental job duties of the employment position the individual hold or desires. The key to determining whether job duties rise to the level of essential turns on whether removing the function would fundamentally alter the position. In Davis v. the Guardian Life Insurance Company of America (2000), the United States District Court for the Eastern District of Pennsylvania, indicated that consideration should be given to the employer’s judgment as to what functions of a job are essential and if an employer has a written job description before advertising or interviewing applicants for the job, this description should be considered as evidence of the essential functions of the job. EEOC’s regulations on essential functions identify three types of job functions that may be essential: (1) the reason the position exists is to perform the particular function; (2) there are a limited number of employees available among whom the particular function can be distributed; (3) the function is highly specialized so that the incumbent in the position is hired for his/her expertise or ability to perform the particular function. This model was used in the above referenced Davis case. In determining whether a particular function is essential, the following information is needed: · The employer’s judgment as to what is essential. · A written job description · The amount of time spent performing the function · The consequences of not performing the function · The work experience of past incumbents in the job · The current work experience of those holding similar job · Terms of the collective bargaining agreement 

	Full or Limited Remedy
	Full Remedy and Limited Remedy in Tangible Action 1. Tangible Action - Full Remedy When a supervisor makes a tangible employment action, there is assurance that the injury could not have been inflicted absent the agency relation. A tangible employment action in most cases inflicts direct economic harm. As a general proposition, only a supervisor, or other person acting in authority of the company, can cause this sort of injury. When a supervisor takes a tangible action, the supervisor brings the official power of the enterprise to bear on subordinates. A tangible employment action requires an official act of the company. The decision in most cases is documented in official company records and may be subject to review by higher- level supervisors. The supervisor often must obtain the imprimatur of the company and its internal processes (Ellerth v. Burlington (U.S. 1998) In examining these cases, the courts state that there is vicarious liability for the respondent. When there is a tangible action unlike a no tangible action, the respondent cannot escape liability. When there is a tangible action the respondent cannot raise the “affirmative defenses” as outlined in Faragher v The City of Boca Raton (U.S 1998) If the respondent’s reason for the tangible action is found to be discriminatory, the complainant is entitled to full remedy. Full remedy may include for example: front pay, back pay, reinstatement, promotion, etc. Compensatory damages include for example, moving expenses, medical and psychiatric treatment expenses due to harassment, and other quantifiable expenses. The concept of “make whole or full remedy” applies to tangible action cases. Front pay can be awarded instead of reinstatement in tangible action harassment cases if the discriminatory animus is so extreme that it would make an amicable working relationship impossible. Courts have deemed front pay as appropriate when there is evidence of extreme animosity (Webb v. District of Columbia (D.C. Cir. 1998)). Limited remedy in tangible action cases There may be limited remedy in tangible action cases for the following reasons. 1. The complainant fails to mitigate damages. 2. When the complainant is harassed and the respondent takes a tangible action, which they show they would have taken absent the harassment, there may be limited remedy for the complainant such as out-of-pocket expenses. Remedy for the harassment could include a Cease and Desist order against the respondent for the harassment and requirement for affirmative measures to correct and prevent harassment e.g. development of a policy, complaint procedure, training on the policy and procedure. 

	Incite
	Incite: To arouse; urge; provoke; encourage; spur on. To urge someone to take action they otherwise might not take. 

	Interactive Process
	Interactive Process Once an employee has made a request for an accommodation, EEOC’s Guidelines state in order to craft a reasonable accommodation it may be necessary for the employer to initiate an informal interactive process. EEOC’s Guidance also indicates that an interactive process involves both the employer and the qualified individual with a disability. The need for bilateral discussion arises because each party holds information the other does not have or cannot easily explain. The interactive process is a dialogue with the employer and the qualified individual and both share responsibility for fashioning a reasonable accommodation. Courts interpreting the interactive process requirement have held that when an employer’s unwillingness to engage in good faith interactive process leads to a failure to reasonably accommodate an employee violates ADA. The courts have stated that there may be some situations in which the reasonable accommodation is so obvious that a solution may be developed without either party consciously participating in an interactive process. The need for an interactive process must be viewed on a case- by- case basis. An employer’ delay or obstruction of the interactive process may create liability. In Taylor v. Phoenixville School District, 3dCir.1999, the court found a number of ways in which employers can show good faith in participating in the interactive process: (1) meeting with the employee;(2) requesting information about the employee’s condition and what limitations it causes; (3) asking the employee what he/she wants as an accommodation; (4) showing some signs of having considered the employee’s request; and (5) offering and discussing alternative forms of reasonable accommodation when the employee’s suggestion is too burdensome. The point of an interactive process is for the parties to share information and explore what options exist for reasonable accommodation and any problems providing specific accommodation. Neither party can delay or obstruct the interactive process. 

	Major Life Activity
	Major Life Activity Major life activities mean functions such as caring for oneself, performing manual tasks, walking, seeing, hearing, speaking, breathing, learning and working. EEOC regulations advice that the significance of restriction in the condition, manner, duration under which and individual can perform a life activity be measured by comparison to the average person. Some courts have interpreted major life activities to include the abilities to sleep (Pack v. KMart Corp., 166 F.3d 1300, 8 Ad cases 1880 (10th Cir. 199) to interact with others (McAlindin v. County of San Diego, 192 F.3d 1226, as amended by 201 F.3d 1211, 10 AD Cases 252(9th Cir. 2000), and to control one's bowels (Workman v. Frito-Lay Inc., 165 F 3d 460, 8 AD Cases 1761(6th Cir. 1999), but not awareness or the ability to concentrate (Pack v. KMART, 10th Cir., 1999). One court held that thinking qualifies as a major life activity, Taylor v. Phoenixville School District, 183 F.3d 296, and AD Cases 1187 (3d Cir. 1999). The Supreme Court has interpreted "major life activity" to include the ability to reproduce. Substantially Limit: The term means (1) unable to perform a major life activity that the population general population can perform; (2) significantly restricted as to the condition, manner or duration under which an individual can perform a particular life activity as compared to the condition, manner or duration under which the average person in the general population can perform that same major activity. The following factors should be considered in determining whether an individual is substantially limited in a major life activity: (a) The nature and severity of impairment; (b) The duration or expected duration of the impairment; (c) The permanent or long term impact, or long term impact or resulting from the impairment. 

	Pervasive and Regular
	Pervasive and Regular in Harassment Cases While neither EEOC or PHRC or the courts, for that matter, have issued any clear definition of pervasive in harassment cases, reading the cases filed in the various courts gives one a clue as to words used by the courts to define pervasive. Pervasive and regular are two terms courts have uses to determine if the harassment creates a “hostile environment”. There were two early cases that alleged harassment because of race: Carrero v. New York City Housing Authority (2nd Cir. 1989) and Lopez v. S. B. Thomas (2nd Cir. 1987). The courts stated that to be pervasive the harassment must be (1) more than episodic or sporadic, (2) sufficiently continuous, (3) “concerted”. While these two cases alleged racial harassment, this standard of pervasive is used in sexual harassment cases. Frequency is an important key in determining pervasiveness. In Harris v. Forklift Systems (1993), the United States Supreme Court examined the frequency of the conduct; however, in Smith v. Norwest Financial( 10 cir. 1997), the court claimed that pervasive takes into consideration the number of occurrences, sequence of conduct, timing of the conduct as well as the nuance of the environment created by the behavior. Other courts have suggested terms such as repetitiveness (Scott v. Sears Roebuck & Co, 7th Cir. 1986) pattern of harassment (Ross v. Diamond, Inc, N.D. Texas 1987) unrelentingly focused on vulgarities and disrespect of the women (Hurley v. Atlantic City Police Dept, 3rd Cir. 1999) persistent anti-female animus (Cornwell v. Robinson, 2nd Cir. 1994). Some courts have taken the position that harassment need not persist for a long time to be actionable, if it is sufficiently frequent or intense. The standard is severe or pervasive not severe and pervasive. This was evident in the Faragher v. City of Boca Raton (1998), a U.S. Supreme Court case that examined the facts using the pervasive standard as opposed to the severe standard. In Faragher, the immediate supervisors had created a sexually hostile atmosphere at work by repeatedly touching the complainant and other female lifeguards, by making lewd remarks, and by speaking of women in offensive terms. The supervisor put his arm around Faragher, touched her buttocks, during a job interview asked a another female lifeguard if she would agree to have sex with their male counterparts since other female like guards did the same. Another time, he pantomimed an act of oral sex. While none of these acts maybe considered severe, the Supreme Court noted that these acts were pervasive enough to support an inference that the City had knowledge or constructive knowledge of it 

	Reasonable Accommodation
	What is a Reasonable Accommodation? A reasonable accommodation is a modification or adjustment to the job, the work environment, or the way things are done that enables a qualified person with a disability to enjoy equal employment opportunity. There are three parts to the term reasonable accommodation as meaning a modification or adjustment to: (1) The application process that enables a qualified individual with a disability to be considered for an employment position; or (2) The work environment or manner in which a job is performed, that enables a qualified individual with a disability to perform the essential functions of the position; or (3) That would enable an employee with a disability to enjoy equal benefits and privileges of employment as similarly situated employees without disabilities. Some principles of Reasonable Accommodation · It must be effective. · Applies only to reduce barriers to employment related to a person’s disability. · It does not need to be the best accommodation available as long as it is effective. · The employer can provide accommodations beyond those required 

	Reasonable Person
	Reasonable Person is a legal fiction. Therefore you will not find it defined in court opinions or in standards of evidence. The concept represents a subjective opinion that takes into consideration the totality of the circumstances and reflects the opinion of that fictional person somewhere in between a thick skinned individual who is not bothered by anything, and the thin skinned person that has everyone around them feeling they are walking on eggshells to keep from offending. In a sexual harassment case involving a female who was victimized, you make your judgment from your understanding of the female’s perspective. However, again you want to arrive at a decision from the perspective in between the thick skinned and the thin skinned female. The analogy shifts slightly when the issue shifts. For instance in a race case, you try to come up with a decision that would reflect the general view of the minority that was harmed. 

	Religious Exemption
	Religious exemption under the PHRA Religious exemption as found at various points under the PHRA and the PFEOA has been organized by subject matter under the following headings: · Supported in whole or part by government Section 4(b): The term “employer”…does not include religious, fraternal, charitable or sectarian corporations or associations, except such corporations or associations supported, in whole or in part, by government appropriations. · Hiring on the basis of sex. Section 5(a): ….Nothwithstanding any provision of this clause, it shall not be an unlawful employment practice for a religious corporation or association to hire or employ on the basis of sex in those certain instances where sex is a bona fide occupational qualification because of religious beliefs, practices, or observances of the corporation or association. · Making selection to promote its principles. Section 5(h)(10); Nothing in this clause shall bar any religious or denominational institution or organization or any charitable or education organization which is operated, supervised or controlled in connection with a religious organization or any bona fide private or fraternal organization from giving preference to persons of the same religion or denomination….or from making such selection as is calculated by such organization to promote the religious principles or aims, purpose or fraternal principles for which it is established or maintained. · Hospitals, health care facilities, physicians, nurses, staff member or employee who opposes participating directly or indirectly in abortion or sterilization. Section 5.2: No hospital or health care facility shall be required to, or held liable for refusal to, perform or permit the performance of abortion or sterilization contrary to its stated ethical policy. No physician, nurse, staff member or employee of a hospital or other health care facility, who shall state in writing to such hospital or health care facility an objection to performing, participating in, or cooperating in, abortion or sterilization on moral, religious or professional grounds, shall be required to, or held liable, for refusal to perform, participate in, or cooperate in such abortion or sterilization. RELIGIOUS EXEMPTION UNDER THE PFEOA · Religious institutions that operate education institutions primarily for students of their own religious faith. Section 2©: It is recognized that there is a fundamental American right for members to various religious faiths to establish and maintain educational institutions exclusively or primarily for students of their own religious faith. In such institutions students, otherwise qualified, should have equal opportunity to attend therein without discrimination because of race, color, ancestry, national origin, handicap or disability or, except as provided in Section 9, sex. · Religious institutions that give preference, in the admission of students, to students of their own members. Section 4(a.1) (1) to (7) delineates the unfair educational practices applicable a religious institution provided that….it shall not be unfair educational practice for any religious educational institution to use criteria other than race, color, ancestry, national origin, sex, handicap or disability in the admission of students. Section 4 adds at point ©: Nothing in this section shall be deemed to affect in any way the right of religious or denominational educational institutions to select its students exclusively or primarily from members of such religion or denomination, or from giving preference in such selection to its member. 

	Religious Nature of a Belief or Practice
	RELIGIOUS NATURE OF A BELIEF OR PRACTICE A belief of a religious nature covered under the PHRA refers to any belief or practice of a religious or ethical nature that any individual subscribes to as duty of conscience to follow. It does not matter whether adherents of any religious creed feels the same way. The key cases regarding religious belief are excerpted as follows: Welsh v United States No 76 SUPREME COURT OF THE UNITED STATES 389 U.S. 333; 90 s. Ct 1792; 1970 U.S. LEXIS 23; l. Ed. 2D 308. The central consideration in determining whether the registrant's beliefs are religious is whether these beliefs play the role of a religion and function as a religion in the registrant's life. "The test might be stated in these words: A sincere and meaningful belief which occupies in the life of its possessor a place parallel to the [***13] filled by the God of those admittedly qualifying for the exemption comes within the statutory definition." 380 U.S., at 176. Welsh v. United S

	Significant Negative Impact
	Significant Negative Impact Statistical significance is a term of art within the science of statistics. It has a technical meaning, which is a disparity that was unlikely produced by chance. A review of the literature indicates that there is no scientific or mathematical rule, which defines what is "substantial" or "legally significant". For the purpose of investigation, EEOC's Guidelines on Employee Selection proposes the 4/5ths rule. The 4/5ths rule is a rough rule of thumb for assessing impact. A selection rate for any protected class which is less than four-fifths (or 80%) of the rate for the group with the highest selection rate will generally be regarded as evidence of adverse impact. What does this mean in practice? Suppose that 3 out of 12 female candidates pass an employer's physical agility test, and 15 out of 25 male candidates pass the test. The passing rate for women is 3/12 or 25% and the passing rate for men is 15 out of 25, or 60% 25% is less than the 4/5 of 60% and therefore the 4/5 rule is not satisfied. If adverse impact is evidenced, the investigation should focus on whether the employer can prove that the policy is "job related and consistent with business necessity". 

	Similarly Situated
	Similarly Situated In order for two or more employees to be similarly situated for the purpose of creating an inference of discrimination, the complainant must show that all of the relevant aspects of his/her employment situation are nearly identical to those employees who were treated more favorably. The similarity between the compared employees must exist in all relevant and material aspects of their respective employment circumstances. In employment, according to EEOC, similarly situated means that persons being compared are so situated that it is reasonable to assume that they would be treated the same in the context of the employment decision. A similarly situated person is subject to the same policies and procedures. Some employees may be similarly situated for some policies such as attendance, theft, and insubordination but may not be for different policies such as merit increases, performance standards. Caution: It is not appropriate, in most, instances, to compare: ¨ Behavior to performance Probationary to permanent Union to management 

	Substantially Equal
	Substantially Equal The term “substantially equal” is applied to skill, effort, and responsibility followed by similar working conditions (Corning Glass v. Brennan, 417 U.S. 188, 195, 94 S. Ct 2223, 41 L. Ed 2d 1 (1974). Skill includes an assessment of such factors as experience, training, education, and ability. Effort refers to the physical or mental exertion needed to perform the job. Responsibility concerns the degree of accountability required in performing a job, with emphasis on the importance of the job obligation. These three terms must be met for a discrepancy in wage standard to apply. The respondent has three main defenses to explain the disparity in wages: (i) a seniority system; (ii) a merit system; (iii) a system which measures earnings by quantity or quality of production; (iv) a differential bases on any factor other than the complainant’s protected class. There are several questions that need to be addressed. First, how similar must two jobs be Before they will be considered equal. In answer to the first question, Shultz v. Wheaton Glass Company, (3rd Cir. 1970) held that the word equal did not require that the jobs be identical but only that they be substantially equal. Through the years the courts have discussed the concept of “equal” which resulted in the eventual widespread adoption of the “substantially equal” test. Further, EEOC’s guidance states that the standard does not require the compared jobs to be identical only that they be substantially equal Second, do you compare job descriptions or actual performance? EEOC ‘s guidance suggest that the application of the equal pay standard is not dependent on job classifications or titles but depends rather on actual job requirements and performance. The main determining factor in the substantially equality of jobs is whether the jobs involve a common core of tasks , Welde v. Tetley, ( M.D PA 1994); Dubowsky v. Stern, Leventhal, Norgard and Daly (D. N.J. 1996). These are all Third Circuit cases. Examining the common core of tasks focuses on whether or not a significant portion of the two jobs being compared are identical. The inquiry then focuses on whether any differing or additional tasks make the job different. For example, in Fugitt v. Certaineed Corp. United States Court for the Eastern District of Pennsylvania (1993), the complainant alleges that she was paid less for substantially equal work than her three male counterparts. The complainant was a purchasing agent for a construction company and worked in a department that purchased construction material. The three men worked in the department that purchased raw material. The court concurred that purchasing raw material had a greater impact on the respondents business since prices and contracts had to be negotiated and that this affected the respondent’s bottom line. The court rules that the job did not involve substantially equal skill effort and ability. The complainant was required to purchase services, parts, and equipment, and design and engineering services. Two male purchasing agents had the responsibility for purchasing raw material. Raw materials are items that go into the Insulation Group’s finished product. The purchaser must have knowledge of the material’s chemical structure and how it will interact with other materials. Each of the two male purchasers spent over 40 million dollars. The two men had college degrees, the complainant did not, and one was a certified purchaser. The complainant did have not final authority for final purchases, while the two males did. The court in the Fugitt case determined that jobs were not substantially equal Welde v. Tetley(1994) was a case decided in the United States Court for the Middle District of Pennsylvania The complainant alleged that the respondent discriminated against her by failing to pay her a salary comparable to younger, male worker who performed work requiring substantially the same skill, effort, and responsibility. The Court outlined the common core tasks performed by the complainant and her comparison. The complainant was promoted to Quality Control Supervisor and she alleged that she was paid less for performing substantially the same works than the male who had the performed the same duties. The court analyzed the complainant and her comparator as follows. The court decision contains a very significant comparison of skills, effort and responsibility. The court claimed that the majority of the tasks performed by the complainant and the her comparator were the same, but there was a significant difference in the level of responsibility borne by the complainant as Quality Assurance Manager and her comparator when he was Quality Assurance Manager. In looking at responsibility, the court examined line relationships, number of people supervised and corporate wide responsibilities of the Quality Assurance Manager as opposed to the complainant having house responsibilities for the Williamsport plant only. PHRC issued Final Order in E33055 Sabo v. Superior Valve Company. The complainant alleged that she was paid less than a male. The complainant alleged that the jobs were substantially equal. The hearing examiner looked at the skill, effort and responsibility necessary to determine if the jobs were equal. In making this decision, the examiner identified the common core of task and then looked at the different tasks assigned to each job. The examiner found that the job were not substantially equal for the following reasons: Skill: The complainant and her comparator were not equal because the male had plant wide exposure while the complainant rarely left her office to go into the production area. Sabo’s position entailed mainly clerical functions, while the comparison spent considerable time problem solving in addition to the clerical function. Effort: The hearing examiner stated that the positions in question were not equal effort because the comparison had to continually meet with personnel from practically every department to ensure a smooth flow of production. Responsibility: The comparison made many decisions about prioritizing work, implementing alternative processing, and generally exercising independent judgment and discretion. Sabo’s position relied upon information which had already been developed, computerized or was provided by others. Sabo’s position appeared to rarely require independent judgment and discretion, while such factors encircled the comparison’s daily activities. 

	Undue Hardship
	Undue Hardship for Religious Accommodation After an employee or perspective employee notifies the employer or labor organization of his/her need for a religious accommodation, the employer or labor organization has an obligation to reasonably accommodate the individual’s religious practices. Similar to a need for accommodations in disability cases, a request for a religious accommodation should also be an interactive process. Alternatives for accommodating religious practices include (1) voluntary swaps and substitutes; (2) flexible scheduling; (3) lateral transfers and change of job assignments; and (4) to make a contribution to the sum equivalent to union dues to a charitable organization; and (5) scheduling of test so that they are not held when a prospective employee cannot attend because of his/her religious practices. Refusal to provide an accommodation is justified only when the employer or labor organization can demonstrate that an undue hardship would in fact result from each available alternative method of accommodation. EEOC expressed the view an undue hardship may exist where another employee of substantially similar qualifications during the period of absence of the Sabbath observer cannot perform the employee’s needed work. Undue hardship can be demonstrated by two factors: (1) cost and (2) seniority. (1) Cost In Hardison v. Transworld Airlines Inc(1977), the U.S. Supreme Court articulated that an accommodation causes an “undue hardship” whenever the accommodation results in more than a de minimis cost to the employer. In considering whether the cost is de minimis you need to consider the identifiable cost in relation to the size and operating cost of the employer, and the number of individuals who will in fact need the particular accommodation. In Hardison, the U.S. Supreme Court claimed that to ask the employer to pay a substitute at premium wages constituted an undue hardship. However, EEOC in its guidance on religious accommodation states that the infrequent payment of premium wages for a substitute can be required as a reasonable accommodation. Administrative cost in rearranging schedules and recording substitutions will not constitute more than a de mimimis cost. (2) Seniority and Collective Bargaining Agreements. Note: The PHRAct does not include an exemption for seniority systems, as does Title VII. While the courts have recognized that collective bargaining agreements cannot be used to discriminate, the U.S. Supreme Court in Hardison stated that an employer is not required to violate the collective bargaining agreement to accommodate the employee by violating the sonority system that was not shown to have a discriminatory effect. Substitutes and swaps do not constitute an undue hardship when they do not violate a bona fide seniority system PHRC’ listed some factors to consider when determining whether an accommodation would create an undue hardship: 1. The nature of the employers business; 2. The frequency and duration of the proposed accommodation. 3. The nature and uniqueness of the work done by the person seeking the accommodation; 4. The likelihood that substantial cost will incur; 5. The extent to which other employees will be burdened by the proposed accommodation. These factors are in keeping with the court decisions and EEOC guidelines. It is important to remember that undue hardship is a case- by- case determination. 

	Work as a Major Life Activity
	Work as a Major Life Activity With respect to the major life activity of working, the term substantially limited means significantly restricted in the ability to perform either a class of jobs or a broad range of jobs in various classes as compared to the average person having comparable training, skills and abilities. The inability to perform a single, particular job does not constitute a substantial limitation in the major life activity of working. However, if the complainant is substantially limited in any other major life activity, no determination should be made as to whether the individual is substantially limited in working. For example, if an individual is blind, then he/she is substantially limited in the major life activity of seeing; there is no need to determine whether the individual is also substantially limited in working. The factors that may be used in making the determination of whether the limitation in working is substantial are: (1) The geographical area to which the individual has reasonable access; (2) The job from which the individual has been disqualified because of an impairment, and the number and types of jobs utilizing similar training, knowledge' skills or abilities, within that geographical area, from which the individual is also disqualified because of the impairment; (3) The job from which the individual has been disqualified because of the impairment, and the number and types of other jobs not utilizing similar training, knowledge, skills or abilities within that geographical area from which the individual is also disqualified because of the impairment (class of jobs) or (4) The job from which the individual has been disqualified because of an impairment, and the number and types of other jobs not utilizing similar training, knowledge, skills, or abilities, within the geographical area from which the individual is also disqualified because of the impairment. (Broad range of jobs in various classes). 




[bookmark: _Toc393179485]Appendix I: History of CMS


When the idea was first conceived, the project was called the Design, Development, Installation & Implementation of a Case Management, Processing and Tracking System. As the project grew, it became known as CMS (Case Management System).

Executive Director Homer C. Floyd defined the goal of this monumental undertaking, in the project’s early stages.

To improve customer service by reducing case processing times, reducing or eliminating case backlogs and improving the quality of investigation through redesigning and automating our business process, to reduce duplication, increase efficiency, free up staff to work at their highest level and improve case management systems.

Recognizing that the case backlog was continuing to grow, the Commission asked the Governor and General Assembly for additional funds to dedicate to the development of an electronic case management system. The Commission contracted with outside vendors to review each of the integral functions of the Commission’s case processing system: intake, investigation and legal.

The official birth date of CMS is January 10, 2000. This date marks the starting point of the various reviews that were necessary to take the Commission’s investigatory process from paper to an electronic system.

Its arrival date was February 19, 2002. The Commission’s Harrisburg Regional Office was the first to see CMS installed. After the introduction in Harrisburg, CMS was then put in operation in the Pittsburgh Regional Office and finally in the Philadelphia Regional Office. All CMS users received extensive training on the new CMS system.

During the final months of the fiscal year, Commission staff worked with the CMS developers to further customize the system and to make minor changes to improve the overall operation of CMS.

The Commission’ new computerized CMS provides many new capabilities. The Commission is able to record, retrieve and report case information that was not possible with our previous computer system.

CDS vs. CMS

The previous computer system that the Commission had access to was developed and controlled by the federal Equal Employment Opportunity Commission (EEOC). It was called the Charge Data System or CDS.

The Commission could enter basic data into CDS (i.e. date of docketing, basis and issue of the complaint, basic informational data on the complainant and respondent, and could identify the investigator and regional office, etc.) The Commission could also utilize CDS to generate limited reports about the cases that were in the Commission’s entire caseload.

But CDS lacked two very crucial components. One – and first and foremost – it did not permit Commission investigators to use it as an electronic tool to assist with the case investigation. It contained no standard documents. It contained no proof formulas. It contained no on-line help for investigators to assist in case processing. And two, the Commission was limited in the type of reports that could be obtained from CDS because the reports themselves had been created by EEOC – not PHRC.

Understanding CMS

Prior to CMS, complaints were distinguished by docket numbers that began with E (employment), H (housing and commercial property), P (public accommodation) and S (alleged violations of the PA Fair Educational Opportunities Act). A complaint that contained allegations of employment and housing discrimination had two docket numbers, one for Employment, beginning with E, and one for Housing, beginning with H. Cases were tracked and reports prepared using the E, H, P and S docket numbers to distinguish various types of cases. 

In CMS, one complaint is referred to as a case and may contain multiple counts. A count consists of one act of harm and one protected class. CMS complaints are still distinguished by jurisdictional area: employment, education, housing, commercial property and education. 

Preliminary statistics from early CMS reports verify what has been suspected for the past 10 years. For every one complaint that is received by the Commission, over 33 percent of those complaints involve two or more individual counts of discrimination. This keeps the case complexity levels high.

When a formal complaint is made that comprises multiple allegations, each individual allegation must be investigated. The complexity of any one case is what requires a large volume of staff time and inordinate resources to complete.

For instance, a woman alleges she was passed over for a promotion because of her age 45, her disability (diabetes) and her race (Black). In order to conduct a thorough investigation, each individual allegation or count must be investigated.

What this means is that the Commission investigator must examine each individual count. S/he must look at the ages of those promoted within the company. S/he must examine if any of those who received promotions had disabilities. And last, of those who received promotions, S/he must examine the racial make-up of these individuals. One – or all – of the components may have value in the complaint.

While this woman only made one complaint with the Commission, her complaint has three components – each of which must be investigated, documented and analyzed in order to complete the investigation – this increases the complexity of the case three-fold.

Prior to CMS, an education complaint (S prefix to docket number) was limited to alleged violations of the PA Fair Educational Opportunities Act (PFEOA). The PFEOA covers only post-secondary grade, business, vocational or trade school of secondary or post-secondary, etc. K – 12 education complaints, however, alleged violations of the Public Accommodation provisions of the PA Human Relations Act and were reported as Public Accommodations (P) cases. 

In CMS, an “Education Case” is defined as any case that names an educational institution as respondent AND for which the complaint includes an allegation(s) of a violation of:

a) The PA Fair Educational Opportunities Act; OR 

b) The public accommodation provisions of the PA Human Relations Act; OR

c) The PA Human Relations Act indicating an act of harm relating to equal educational opportunity.

Equal educational opportunity includes, but is not limited to, such areas as academic instruction and achievement; admissions and assignment; discipline; harassment in an educational setting; inequitable allocation of educational resources; participation in programs, sports, and extra-curricular activities; testing and evaluation; inclusive curriculum; and accommodation for disabilities or religion in an educational setting.

In CMS each complaint is assigned a case number and is written in count format. A count consists of one act of harm and one protected class.

Unique Challenges of Combining Data from CDS and CMS

As stated earlier, the Harrisburg Regional Office went “on-line” with CMS in February and March. Then in April, Pittsburgh Regional Office staff went on-line with CMS and only Philadelphia remained to have CMS deployed in May and early June. As CMS was being rolled out into each of the three regional counts of discrimination. This keeps the case complexity levels high.

When a formal complaint is made that comprises multiple allegations, each individual allegation must be investigated. The complexity of any one case is what requires a large volume of staff time and inordinate resources to complete.

For instance, a woman alleges she was passed over for a promotion because of her age 45, her disability (diabetes) and her race (Black). In order to conduct a thorough investigation, each individual allegation or count must be investigated.

What this means is that the Commission investigator must examine each individual count. S/he must look at the ages of those promoted within the company. S/he must examine if any of those who received promotions had disabilities. And last, of those who received promotions, S/he must examine the racial make-up of these individuals. One – or all – of the components may have value in the complaint.

While this woman only made one complaint with the Commission, her complaint has three components – each of which must be investigated, documented and analyzed in order to complete the investigation – this increases the complexity of the case three-fold.

Prior to CMS, an education complaint (S prefix to docket number) was limited to alleged violations of the PA Fair Educational Opportunities Act (PFEOA). The PFEOA covers only post-secondary grade, business, vocational or trade school of secondary or post-secondary, etc. K – 12 education complaints, however, alleged violations of the Public Accommodation provisions of the PA Human Relations Act and were reported as Public Accommodations (P) cases. 

In CMS, an “Education Case” is defined as any case that names an educational institution as respondent AND for which the complaint includes an allegation(s) of a violation of:

a) The PA Fair Educational Opportunities Act; OR 

b) The public accommodation provisions of the PA Human Relations Act; OR

c) The PA Human Relations Act indicating an act of harm relating to equal educational opportunity.

Equal educational opportunity includes, but is not limited to, such areas as academic instruction and achievement; admissions and assignment; discipline; harassment in an educational setting; inequitable allocation of educational resources; participation in programs, sports, and extra-curricular activities; testing and evaluation; inclusive curriculum; and accommodation for disabilities or religion in an educational setting.

In CMS each complaint is assigned a case number and is written in count format. A count consists of one act of harm and one protected class.

Unique Challenges of Combining Data from CDS and CMS

As stated earlier, the Harrisburg Regional Office went “on-line” with CMS in February and March. Then in April, Pittsburgh Regional Office staff went on-line with CMS and only Philadelphia remained to have CMS deployed in May and early June. As CMS was being rolled out into each of the three regional offices, the statistical data and which system the statistics were located in varied. The final steps of CMS development will be to merge the old CDS data into CMS for future use. 

The Compliance Statistics section of the 2001 - 2002 annual report is twofold. The first set of charts is the statistical data about the Commission’s caseload for the fiscal year. These charts will have a separate column for CMS numbers for the fiscal year and can be easily identified by the separate color.

Following the 2001 - 2002 compliance statistics is a preview of coming attractions feature. In the 2002-2003 annual report, the compliance statistics will be provided in much greater detail. CMS was designed to capture the details of each complaint PHRC receives – not just category totals.

Several example charts have been included to demonstrate CMS capabilities. The figures that are included in them are not a part of the 2001-2002 statistics. The charts are a demonstrative representation of CMS.
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"PENNSYLVANIA HUMAN RELATIONS ACT" 
Act of 1955, P.L. 744, No. 222, AS AMENDED JUNE 25, 1997 BY 
ACT 34 OF 1997, 43 P.S. §§ 951-963 
AN ACT 
Prohibiting certain practices of discrimination because of race, color, religious creed, ancestry, age or national origin by employers, employment agencies, labor organizations and others as herein defined; creating the Pennsylvania Human Relations Commission in the Governor's Office; defining its functions, powers and duties; providing for procedure and enforcement; providing for formulation of an educational program to prevent prejudice; providing for judicial review and enforcement and imposing penalties defining "advertisement" and "advertiser"; and providing for certain forms of advertisement, for limitations and for civil penalties. 

The General Assembly of the Commonwealth of Pennsylvania hereby enacts as follows: 
SECTION 1. Short Title.
This act may be cited as the "Pennsylvania Human Relations Act." 
SECTION 2. Findings and Declaration of Policy. 
(a) The practice or policy of discrimination against individuals or groups by reason of their race, color, familial status, religious creed, ancestry, age, sex, national origin, handicap or disability, use of guide or support animals because of the blindness, deafness or physical handicap of the user or because the user is a handler or trainer of support or guide animals is a matter of concern of the Commonwealth. Such discrimination foments domestic strife and unrest, threatens the rights and privileges of the inhabitants of the Commonwealth, and undermines the foundations of a free democratic state. The denial of equal employment, housing and public accommodation opportunities because of such discrimination, and the consequent failure to utilize the productive capacities of individuals to their fullest extent, deprives large segments of the population of the Commonwealth of earnings necessary to maintain decent standards of living, necessitates their resort to public relief and intensifies group conflicts, thereby resulting in grave injury to the public health and welfare, compels many individuals to live in dwellings which are substandard, unhealthful and overcrowded, resulting in racial segregation in public schools and other community facilities, juvenile delinquency and other evils, thereby threatening the peace, health, safety and general welfare of the Commonwealth and its inhabitants. 

(b) It is hereby declared to be the public policy of this Commonwealth to foster the employment of all individuals in accordance with their fullest capacities regardless of their race, color, religious creed, ancestry, age, sex, national origin, handicap or disability, use of guide or support animals because of the blindness, deafness or physical handicap of the user or because the user is a handler or trainer of support or guide animals, and to safeguard their right to obtain and hold employment without such discrimination, to assure equal opportunities to all individuals and to safeguard their rights to public accommodation and to secure housing accommodation and commercial property regardless of race, color, familial status, religious creed, ancestry, age, sex, national origin, handicap or disability, use of guide or support animals because of blindness or deafness of the user or because the user is a handler or trainer of guide or support animals. 
(c) This act shall be deemed an exercise of the police power of the Commonwealth for the protection of the public welfare, prosperity, health and peace of the people of the Commonwealth of Pennsylvania. 

SECTION 3. Right to Freedom from Discrimination In Employment, Housing and Public Accommodation. 
The opportunity for an individual to obtain employment for which he is qualified, and to obtain all the accommodations, advantages, facilities and privileges of any public accommodation and of any housing accommodation and commercial property without discrimination because of race, color, familial status, religious creed, ancestry, handicap or disability, age, sex, national origin, the use of a guide or support animal because of the blindness, deafness or physical handicap of the user or because the user is a handler or trainer of support or guide animals is hereby recognized as and declared to be a civil right which shall be enforceable as set forth in this act. 

SECTION 4. Definitions. 
As used in this act unless a different meaning clearly appears from the context: 
(a) The term "person" includes one or more individuals, partnerships, associations, organizations, corporations, legal representatives, trustees in bankruptcy or receivers. It also includes, but is not limited to, any owner, lessor, assignor, builder, manager, broker, salesman, agent, employer, independent contractor, lending institution and the Commonwealth of Pennsylvania, and all political subdivisions, authorities, boards and commissions thereof. 

(b) The term "employer" includes the Commonwealth or any political subdivision or board, department, commission or school district thereof and any person employing four or more persons within the Commonwealth, but except as hereinafter provided, does not include religious, fraternal, charitable or sectarian corporations or associations, except such corporations or associations supported, in whole or in part, by governmental appropriations. The term "employer" with respect to discriminatory practices based on race, color, age, sex, national origin or non-job related handicap or disability, includes religious, fraternal, charitable and sectarian corporations and associations employing four or more persons within the Commonwealth. 

(c) The term "employee" does not include (1) any individual employed in agriculture or in the domestic service of any person, (2) any individuals who, as a part of their employment, reside in the personal residence of the employer, (3) any individual employed by said individual's parents, spouse or child. 

(d) The term "labor organizations" includes any organization which exists for the purpose, in whole or in part, of collective bargaining or of dealing with employers concerning grievances, terms or conditions of employment or of other mutual aid or protection in relation to employment. 

(e) The term "employment agency" includes any person regularly undertaking, with or without compensation, to procure opportunities to work or to procure, recruit, refer or place employees. 
(f) The term "Commission" means the Pennsylvania Human Relations Commission created by this act. 

(g) The term "discriminate" includes segregate. 

(h) The term "age" includes any person forty years of age or older and shall also include any other person so protected by further amendment to the Federal Age Discrimination in Employment Act. 

(i) The term "housing accommodations" includes (1) any building, structure, mobile home site or facility, or portion thereof, which is used or occupied or is intended, arranged or designed to be used or occupied as the home residence or sleeping place of one or more individuals, groups or families whether or not living independently of each other; and (2) any vacant land offered for sale, lease or held for the purpose of constructing or locating thereon any such building, structure, mobile home site or facility. The term "housing accommodation" shall not include any personal residence offered for rent by the owner or lessee thereof or by his or her broker, salesperson, agent or employer. 

(j) The term "commercial property" means (1) any building, structure or facility, or portion thereof, which is used, occupied or is intended, arranged or designed to be used or occupied for the purpose of operating a business, an office, a manufactory or any public accommodation; and (2) any vacant land offered for sale, lease or held for the purpose of constructing or locating thereon any such building, structure, facility, business concern or public accommodation. 

(k) The term "personal residence" means a building or structure containing living quarters occupied or intended to be occupied by no more than two individuals, two groups or two families living independently of each other and used by the owner or lessee thereof as a bona fide residence for himself and any members of his family forming his household. 

(l) The term "public accommodation, resort or amusement" means any accommodation, resort or amusement which is open to, accepts or solicits the patronage of the general public, including but not limited to inns, taverns, roadhouses, hotels, motels, whether conducted for the entertainment of transient guests or for the accommodation of those seeking health, recreation or rest, or restaurants or eating houses, or any place where food is sold for consumption on the premises, buffets, saloons, barrooms or any store, park or enclosure where spirituous or malt liquors are sold, ice cream parlors, confectioneries, soda fountains and all stores where ice cream, ice and fruit preparations or their derivatives, or where beverages of any kind are retailed for consumption on the premises, drug stores, dispensaries, clinics, hospitals, bathhouses, swimming pools, barber shops, beauty parlors, retail stores and establishments, theaters, motion picture houses, airdromes, roof gardens, music halls, race courses, skating rinks, amusement and recreation parks, fairs, bowling alleys, gymnasiums, shooting galleries, billiard and pool parlors, public libraries, kindergartens, primary and secondary schools, high schools, academies, colleges and universities, extension courses and all educational institutions under the supervision of this Commonwealth, nonsectarian cemeteries, garages and all public conveyances operated on land or water or in the air as well as the stations, terminals and airports thereof, financial institutions and all Commonwealth facilities and services, including such facilities and services of all political subdivisions thereof, but shall not include any accommodations which are in their nature distinctly private. 

(m) The term "political subdivision" means any county, city, borough, incorporated town or township of this Commonwealth. 

(n) The term "legislative body" means the body or board authorized by law to enact ordinances or adopt resolutions for the political subdivision. 

(o) The term "local commission" means a Human Relations Commission created by the legislative body of a political subdivision. 

(p) The term "non-job related handicap or disability" means any handicap or disability which does not substantially interfere with the ability to perform the essential functions of the employment which a handicapped person applies for, is engaged in or has been engaged in. Uninsurability or increased cost of insurance under a group or employee insurance plan does not render a handicap or disability job related. 
(p.1) The term "handicap or disability", with respect to a person, means: 
(1) a physical or mental impairment which substantially limits one or more of such person's major life activities; 
(2) a record of having such an impairment; or 
(3) being regarded as having such an impairment, but such term does not include current, illegal use of or addiction to a controlled substance, as defined in section 102 of the Controlled Substances Act (Public Law 91-513, 21 U.S.C. § 802). 
(q) The term "permanent hearing examiner" shall mean a full-time employee who is an attorney. 
(r) The term "designated agent of the complainant" shall mean an individual who is a para-legal under the supervision of a practicing attorney. 
(s) The term "commercial profit" means any form of compensation in money, or which can be measured in terms of money. 
(t) The term "familial status" means one or more individuals who have not attained the age of eighteen years being domiciled with: 
(1) a parent or other person having legal custody of such individual or individuals; or 
(2) the designee of such parent or other person having such custody, with the written permission of such parent or other person. 

The protections afforded against discrimination on the basis of familial status shall apply to any person who is pregnant or is in the process of securing legal custody of any individual who has not attained the age of 18 years. 
(u) The term "Fair Housing Act" means Public Law 90-284, 42 U.S.C. § 3601 et seq. 
(v) The term "accessible" means being in compliance with the applicable standards set forth in the following: 
(1) the Fair Housing Act (Public Law 90-284, 42 U.S.C. § 3601 et seq.); 
(2) the "Americans with Disabilities Act of 1990 (Public Law 101-336, 42 U.S.C. § 12101 et seq.); and 
(3) the act of September 1, 1965 (P.L. 459, No. 235), entitled, as amended, "An act requiring that certain buildings and facilities adhere to certain principles, standards and specifications to make the same accessible to and usable by persons with physical handicaps, and providing for enforcement." 

(w)	(1) The term "housing for older persons" means housing: 
(i) provided under any Federal or State program that the Pennsylvania Human Relations Commission determines is specifically designed and operated to assist elderly persons as defined in the Federal or State program; 
(ii) is intended for and solely occupied by persons sixty-two years of age or older; or 
(iii) is intended and operated for occupancy by at least one person fifty-five years of age or older per unit. 
(2) In determining whether housing qualifies as housing for older persons under this clause, the Pennsylvania Human Relations Commission's requirements shall include, but not be limited to, the following: 
	[NOTE: Section (i) was repealed.] 
(ii) At least eighty percent of the units are occupied by at least one person fifty-five years of age or older per unit. 
(iii) There is publication of, and adherence to, policies and procedures which demonstrate an intent by the owner or manager to provide housing for persons fifty-five years of age or older. 
(iv) The housing complies with regulations promulgated by the Pennsylvania Human Relations Commission for verification of occupancy. Regulations under this paragraph shall do all of the following: 
(A) Provide for verification by reliable surveys and affidavits. Surveys and affidavits under this subparagraph shall be admissible in administrative and judicial proceedings for the purpose of verification under this paragraph. 
(B) Include examples of the types of policies and procedures relevant to a determination of compliance with the requirement of paragraph (iii). 
(3) Housing shall not fail to meet the requirements for housing for older persons by reason of unoccupied units provided that such units are reserved for occupancy by persons who meet the age requirements of this clause [(w)]. 
(x) The term "independent contractor" includes any person who is subject to the provisions governing any of the professions and occupations regulated by State licensing laws enforced by the Bureau of Professional and Occupational Affairs in the 
Department of State, or is included in the Fair Housing Act (Public Law 90-284, 42 U.S.C. § 3601 et seq.). 
(y) The term "real estate-related transaction" means any of the following: 
(1) The making or purchasing of loans or providing other financial assistance for purchasing, constructing, improving, repairing or maintaining a housing accommodation or commercial property. 
(2) The purchasing, constructing, improving, repairing or maintaining a housing accommodation or commercial property. 
(3) The selling, brokering or appraising of real property. 
(z) The term "advertisement" or "advertising" means any advertisement and any similar written, printed, taped or broadcast communication, notice, statement or the like which is disseminated (whether published, printed, circulated, issued, displayed, posted or mailed) for the purpose of promoting housing activity, including, but not limited to, rentals, leases and sales. 
(aa) The term "advertiser" means any person who places, publishes, broadcasts or similarly causes to be disseminated by any other means an advertisement or advertising as defined in clause (z). 
SECTION 5. Unlawful Discriminatory Practices. 
It shall be an unlawful discriminatory practice, unless based upon a bona fide occupational qualification, or in the case of a fraternal corporation or association, unless based upon membership in such association or corporation, or except where based upon applicable security regulations established by the United States or the Commonwealth of Pennsylvania: 

(a) For any employer because of the race, color, religious creed, ancestry, age, sex, national origin or non-job related handicap or disability or the use of a guide or support animal because of the blindness, deafness or physical handicap of any individual or independent contractor, to refuse to hire or employ or contract with, or to bar or to discharge from employment such individual or independent contractor, or to otherwise discriminate against such individual or independent contractor with respect to compensation, hire, tenure, terms, conditions or privileges of employment or contract, if the individual or independent contractor is the best able and most competent to perform the services required. The provision of this paragraph shall not apply, to (1) operation of the terms or conditions of any bona fide retirement or pension plan which have the effect of a minimum service requirement, (2) operation of the terms or conditions of any bona fide group or employee insurance plan, (3) age limitations placed upon entry into bona fide apprenticeship programs of two years or more approved by the State Apprenticeship and Training Council of the Department of Labor and Industry, established by the act of July 14, 1961 (P.L. 604, No. 304), known as "The Apprenticeship and Training Act." Notwithstanding any provision of this clause, it shall not be an unlawful employment practice for a religious corporation or association to hire or employ on the basis of sex in those certain instances where sex is a bona fide occupational qualification because of the religious beliefs, practices, or observances of the corporation, or association. 
(b) For any employer, employment agency or labor organization, prior to the employment, contracting with an independent contractor or admission to membership, to: 
(1) Elicit any information or make or keep a record of or use any form of application or application blank containing questions or entries concerning the race, color, religious creed, ancestry, age, sex, national origin, past handicap or disability or the use of a guide or support animal because of the blindness, deafness or physical handicap of any applicant for employment or membership. Prior to an offer of employment, an employer may not inquire as to whether an individual has a handicap or disability or as to the severity of such handicap or disability. An employer may inquire as to the individual's ability to perform the essential functions of the employment. 
(2) Print or publish or cause to be printed or published any notice or advertisement relating to employment or membership indicating any preference, limitation, specification or discrimination based upon race, color, religious creed, ancestry, age, sex, national origin, non-job related handicap or disability or the use of a guide or support animal because of the blindness, deafness or physical handicap of the user. 
(3) Deny or limit, through a quota system, employment or membership because of race, color, religious creed, ancestry, age, sex, national origin, non-job related handicap or disability, the use of a guide or support animal because of the blindness, deafness or physical handicap of the user or place of birth. 
(4) Substantially confine or limit recruitment or hiring of individuals, with intent to circumvent the spirit and purpose of this act, to any employment agency, employment service, labor organization, training school or training center or any other employee-referring source which services individuals who are predominantly of the same race, color, religious creed, ancestry, age, sex, national origin or non-job related handicap or disability. 
(5) Deny employment because of a prior handicap or disability. 
Nothing in clause (b) of this section shall bar any institution or organization for handicapped or disabled persons from limiting or giving preference in employment or membership to handicapped or disabled persons. 
(c) For any labor organization because of the race, color, religious creed, ancestry, age, sex, national origin, non-job related handicap or disability or the use of a guide or support animal because of the blindness, deafness or physical handicap of any individual to deny full and equal membership rights to any individual or otherwise to discriminate against such individuals with respect to hire, tenure, terms, conditions or privileges of employment or any other matter, directly or indirectly, related to employment. 
(d) For any person, employer, employment agency or labor organization to discriminate in any manner against any individual because such individual has opposed any practice forbidden by this act, or because such individual has made a charge, testified or assisted, in any manner, in any investigation, proceeding or hearing under this act. 
(e) For any person, employer, employment agency, labor organization or employee, to aid, abet, incite, compel or coerce the doing of any act declared by this section to be an unlawful discriminatory practice, or to obstruct or prevent any person from complying with the provisions of this act or any order issued thereunder, or to attempt, directly or indirectly, to commit any act declared by this section to be an unlawful discriminatory practice. 
(f) For any employment agency to fail or refuse to classify properly, refer for employment or otherwise to discriminate against any individual because of his race, color, religious creed, ancestry, age, sex, national origin, non-job related handicap or disability or the use of a guide or support animal because of the blindness, deafness or physical handicap of the user. 

(g) For any individual seeking employment to publish or cause to be published any advertisement which in any manner expresses a limitation or preference as to the race, color, religious creed, ancestry, age, sex, national origin , non-job related handicap or disability or the use of a guide or support animal because of the blindness, deafness or physical handicap of any prospective employer. 

(h) For any person to: 
(1) Refuse to sell, lease, finance or otherwise to deny or withhold any housing accommodation or commercial property from any person because of the race, color, familial status, age, religious creed, ancestry, sex, national origin or handicap or disability of any person, prospective owner, occupant or user of such housing accommodation or commercial property, or to refuse to lease any housing accommodation or commercial property to any person due to use of a guide animal because of the blindness or deafness of the user, use of a support animal because of a physical handicap of the user or because the user is a handler or trainer of support or guide animals or because of the handicap or disability of an individual with whom the person is known to have a relationship or association.

(1.1) Evict or attempt to evict an occupant of any housing accommodation before the end of the term of a lease because of pregnancy or the birth of a child. 

(2) Refuse to lend money, whether or not secured by mortgage or otherwise for the acquisition, construction, rehabilitation, repair or maintenance of any housing accommodation or commercial property or otherwise withhold financing of any housing accommodation or commercial property from any person because of the race, color, familial status, age, religious creed, ancestry, sex, national origin, handicap or disability of any person, the use of a guide or support animal because of the blindness, deafness or physical handicap of the user or because the user is a handler or trainer of support or guide animals or because of the handicap or disability of an individual with whom the person is known to have a relationship or association. 

(3) Discriminate against any person in the terms or conditions of selling or leasing any housing accommodation or commercial property or in furnishing facilities, services or privileges in connection with the ownership, occupancy or use of any housing accommodation or commercial property because of the race, color, familial status, age, religious creed, ancestry, sex, national origin, handicap or disability of any person, the use of a guide or support animal because of the blindness, deafness or physical handicap of the user or because the user is a handler or trainer of support or guide animals or because of the handicap or disability of an individual with whom the person is known to have a relationship or association. 

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

(3.2) Refuse to make reasonable accommodations in rules, policies, practices or services when such accommodations may be necessary to afford such person equal opportunity to use and enjoy a housing accommodation. 

(4) Discriminate against any person in the terms or conditions of any loan of money, whether or not secured by mortgage or otherwise for the acquisition, construction, rehabilitation, repair or maintenance of housing accommodation or commercial property because of the race, color, familial status, age, religious creed, ancestry, sex, national origin or handicap or disability of any person, the use of a guide or support animal because of the blindness, deafness or physical handicap of the user or because the user is a handler or trainer of guide or support animals or because of the handicap or disability of an individual with whom the person is known to have a relationship or association. 

(5) Print, publish or circulate any statement or advertisement: (i) relating to the sale, lease or acquisition of any housing accommodation or commercial property or the loan of money, whether or not secured by mortgage, or otherwise for the acquisition, construction, rehabilitation, repair or maintenance of any housing accommodation or commercial property which indicates any preference, limitation, specification, or discrimination based upon race, color, familial status, age, religious creed, ancestry, sex, national origin, handicap or disability or because of the handicap or disability of an individual with whom the person is known to have a relationship or association, or (ii) relating to the sale, lease or acquisition of any housing accommodation or commercial property which indicates any preference, limitation, specification or discrimination based upon use of a guide or support animal because of the blindness, deafness or physical handicap of the user or because the user is a handler or trainer of support or guide animals. 

(6) Make any inquiry, elicit any information, make or keep any record or use any form of application, containing questions or entries concerning race, color, familial status, age, religious creed, ancestry, sex, national origin, handicap or disability or because of the handicap or disability of an individual with whom the person is known to have a relationship or association in connection with the sale or lease of any housing accommodation or commercial property or loan of any money, whether or not secured by mortgage or otherwise for the acquisition, construction, rehabilitation, repair or maintenance of any housing accommodation or commercial property, or to make any inquiry, elicit any information, make or keep any record or use any form of application, containing questions or entries concerning the use of a guide or support animal because of the blindness, deafness or physical handicap of the user or because the user is a handler or trainer of support or guide animals, in connection with the lease of any housing accommodation or commercial property. 

(7) Construct, operate, offer for sale, lease or rent or otherwise make available housing or commercial property which is not accessible. 

(8) Discriminate in real estate-related transactions, as described by and subject to the following: 

(i) It shall be unlawful for any person or other entity whose business includes engaging in real estate-related transactions to discriminate against any person in making available such a transaction or in the terms or conditions of such a transaction because of race, color, religious creed, ancestry, national origin, sex, age, handicap or disability, use of a guide or support animal because of a physical handicap or because the user is a handler or trainer of guide or support animals or familial status. 

(ii) Nothing in this act prohibits a person engaged in the business of furnishing appraisals of real property to take into consideration factors other than race, color, religious creed, ancestry, national origin, sex, age, handicap or disability, use of a guide or support animal because of a physical handicap or because the user is a handler or trainer of guide or support animals or familial status. 

(9) Nothing in this clause, regarding age or familial status, shall apply with respect to housing for older persons. A person shall not be held personally liable for monetary damages for a violation of this act if the person reasonably relied, in good faith, on the application of the exemption of this subclause. A person may only prove good faith reliance on the application of the exemption of this subclause by proving that, at the time of the act complained of, all of the following applied: 

(i) The person had no actual knowledge that the housing was not eligible for exemption under this subclause.

(ii) The owner or manager of the housing had stated formally, in writing, that the housing complied with the requirements for exemption under this subclause. 

(10) Nothing in this clause shall bar any religious or denominational institution or organization or any charitable or educational organization which is operated, supervised or controlled by or in connection with a religious organization or any bona fide private or fraternal organization from giving preference to persons of the same religion or denomination or to members of such private or fraternal organization or from making such selection as is calculated by such organization to promote the religious principles or the aims, purposes or fraternal principles for which it is established or maintained. Nor shall it apply to the rental of rooms in a landlord-occupied rooming house with a common entrance, nor with respect to discrimination based on sex, the advertising, the rental or leasing of housing accommodations in a single-sex dormitory or rooms in one's personal residence in which common living areas are shared. 

(11) Nothing in this act limits the applicability of the Fair Housing Act (Public Law 90-284, 42 U.S.C. § 3601 et seq.) and reasonable State or local restrictions on the maximum number of occupants permitted to occupy a dwelling or a reasonable restriction relating to health or safety standards or business necessity. Owners and managers of dwellings may develop and implement reasonable occupancy and safety standards based on factors such as the number and size of sleeping areas or bedrooms and the overall size of a dwelling unit so long as the standards do not violate the Fair Housing Act or State or local restrictions. 
(i) For any person being the owner, lessee, proprietor, manager, superintendent, agent or employee of any public accommodation, resort or amusement to: 

(1) Refuse, withhold from, or deny to any person because of his race, color, sex, religious creed, ancestry, national origin or handicap or disability, or to any person due to use of a guide or support animal because of the blindness, deafness or physical handicap of the user or because the user is a handler or trainer of support or guide animals, either directly or indirectly, any of the accommodations, advantages, facilities or privileges of such public accommodation, resort or amusement. 

(2) Publish, circulate, issue, display, post or mail, either directly or indirectly, any written or printed communication, notice or advertisement to the effect that any of the accommodations, advantages, facilities and privileges of any such place shall be refused, withheld from or denied to any person on account of race, color, religious creed, sex, ancestry, national origin or handicap or disability, or to any person due to use of a guide or support animal because of the blindness, deafness or physical handicap of the user, or because the user is a handler or trainer of support or guide animals, or that the patronage or custom thereat of any person, belonging to or purporting to be of any particular race, color, religious creed, sex, ancestry, national origin or handicap or disability, or to any person due to use of a guide or support animal because of the blindness, deafness or physical handicap of the user or because the user is a handler or trainer of support or guide animals, is unwelcome, objectionable or not acceptable, desired or solicited. 

(3) Exclude or otherwise deny equal goods, services, facilities, privileges, advantages, accommodations or other opportunities to a person because of the handicap or disability of an individual with whom the person is known to have a relationship or association.

(4) Construct, operate or otherwise make available such place of public accommodation, resort or amusement which is not accessible. 
(j) For any person subject to the act to fail to post and exhibit prominently in his place of business any fair practices notice prepared and distributed by the Pennsylvania Human Relations Commission. 

(k) For any employer to discriminate against an employee or a prospective employee because the employ only has a diploma based on passing a general educational development test as compared to a high school diploma. However, should vocational technical training or other special training be required with regard to a specific position, then such training or special training may be considered by the employer. 
(l) To exclude or otherwise deny equal jobs or benefits to a person because of the handicap or disability of an individual with whom the person is known to have a relationship or association. 

This section of the act shall not be construed to prohibit the refusal to hire or the dismissal of a person who is not able to function properly in the job applied for or engaged in. 

SECTION 5.1. Religious Observance; Public Employees. 
(a) It shall be an unlawful discriminatory practice for any officer, agency or department of the State or any of its political subdivisions, to prohibit, prevent or disqualify any person from, or otherwise to discriminate against any person in, obtaining or holding employment by the State or by any such subdivision, because of such person's observance of any particular day or days or any portion thereof as a Sabbath or other holy day in accordance with the requirements of the person's religion. 

(b) Except as may be required in an emergency or where personal presence is indispensable to the orderly transaction of public business, no person employed by the State or any of its political subdivisions shall be required to remain at the place of employment during any day or days or portion thereof that, as a religious requirement, the person observes as the Sabbath or other holy day, including a reasonable time prior and subsequent thereto for travel between the place of employment and home, provided however, that any such absence from work shall, wherever practicable in the judgment of the employer, be made up by an equivalent amount of time and work at some other mutually convenient time, or shall be charged against any leave with pay ordinarily granted, other than sick leave, provided further, however, that any such absence not so made up or charged, may be treated by the employer of such person as leave taken without pay. 
(c) This section shall not be construed to apply to any position dealing with the public health or safety where the person holding such position must be available for duty whenever needed, or to any position or class of positions the nature and quality 

of the duties of which are such that the personal presence of the holder of such position is regularly essential on any particular day or days or portion thereof for the normal performance of such duties with respect to any applicant therefore or holder thereof who, as a religious requirement, observes such day or days or portion thereof as the Sabbath or other holy day. 

SECTION 5.2. Abortion and Sterilization; Immunity From Requirement to Perform; Unlawful Discriminatory Practices. 
(a) No hospital or other health care facility shall be required to, or held liable for refusal to, perform or permit the performance of abortion or sterilization contrary to its stated ethical policy. No physician, nurse, staff member or employ of a hospital or other health care facility, who shall state in writing to such hospital or health care facility an objection to performing, participating in, or cooperating in, abortion or sterilization on moral, religious or professional grounds, shall be required to, or held liable for refusal to, perform, participate in, or cooperate in such abortion or sterilization. 
(b) It shall be an unlawful discriminatory practice: 

(1) For any person to impose penalties or take disciplinary action against, or to deny or limit public funds, licenses, certifications, degrees, or other approvals or documents of qualification to, any hospital or other health care facility, refusal of such hospital or health care facility to perform or permit to be performed, participate in, or cooperate in, abortion or sterilization by reason of objection thereto on moral, religious or professional grounds, or because of any statement or other manifestation of attitude by such hospital or health care facility with respect to abortion or sterilization. 

(2) For any person to impose penalties or take disciplinary action against, or to deny or limit public funds, licenses, certifications, degrees, or other approvals or documents of qualification to any physician, nurse or staff member or employ of any hospital or health care facility, due to the willingness or refusal of such physician, nurse or staff member or employ to perform or participate in abortion or sterilization by reason of objection thereto on moral, religious or professional grounds, or because of any statement or other manifestation of attitude by such physician, nurse or staff member or employ with respect to abortion or sterilization. 

(3) For any public or private agency, institution or person, including a medical, nursing or other school, to deny admission to, impose any burdens in terms of conditions of employment upon, or otherwise discriminate against any applicant for admission thereto or any physician, nurse, staff member, student or employ thereof, on account of the willingness or refusal of such applicant, physician, nurse, staff member, student or employ to perform or participate in, abortion or sterilization by reason of objection thereto on moral, religious or professional grounds, or because of any statement or other manifestation of attitude by such person with respect to abortion or sterilization: Provided, however, That this subsection shall not apply to any health care facility operated exclusively for the performance of abortion or sterilization or directly related procedures or to a separate clinic of a health care facility for the performance of abortion or sterilization or directly related procedures. 

SECTION 5.3. Prohibition of Certain Real Estate Practices. 
It shall be an unlawful discriminatory practice for any person to: 

(a) Induce, solicit or attempt to induce or solicit for commercial profit any listing, sale or transaction involving any housing accommodation or commercial property by representing that such housing accommodation or commercial property is within any neighborhood, community or area adjacent to any other area in which there reside, or do not reside, persons of a particular race, color, familial status, age, religious creed, ancestry, sex, national origin, handicap or disability, or who are guide or support animal dependent. 

(b) Discourage, or attempt to discourage, for commercial profit, the purchase or lease of any housing accommodation or commercial property by representing that such housing accommodation or commercial property is within any neighborhood, community or area adjacent to any other area in which there reside, or may in the future reside in increased or decreased numbers, persons of a particular race, color, familial status, age, religious creed, ancestry, sex, national origin, handicap or disability, or who are guide or support animal dependent. 

(c) Misrepresent, create or distort a circumstance, condition or incident for the purpose of fostering the impression or belief, on the part of any owner, occupant or prospective owner or occupant of any housing accommodation or commercial property, that such housing accommodation or commercial property is within any neighborhood, community or area adjacent to any other area which would be adversely impacted by the residence, or future increased or decreased residence, of persons of a particular race, color, familial status, age, religious creed, ancestry, sex, national origin, handicap or disability, or who are guide or support animal dependent within such neighborhood, community or area. 

(d) In any way misrepresent or otherwise mis-advertise within a neighborhood or community, whether or not in writing, that any housing accommodation or commercial property within such neighborhood or community is available for inspection, sale, lease, sublease or other transfer, in any context where such misrepresentation or mis-advertising would have the effect of fostering an impression or belief that there has been or will be an increase in real estate activity within such neighborhood or community due to the residence, or anticipated increased or decreased residence, of persons of a particular race, color, familial status, age, religious creed, ancestry, sex, national origin, handicap or disability, or the use of a guide or support animal because of the blindness, deafness or physical handicap of the user. 

SECTION 6. Pennsylvania Human Relations Commission. 
(a) There shall be, and there is hereby established in the Governor's Office a non-partisan, departmental administrative commission for the administration of this act, which shall be known as the "Pennsylvania Human Relations Commission," and which is hereinafter referred to as the "Commission." 

(b) Said Commission shall consist of eleven members, to be known as Commissioners, who shall be appointed by the Governor by and with the advice and consent of a majority of the members of the Senate, not more than six of such Commissioners to be from the same political party, and each of whom shall hold office for a term of five years or until his successor shall have been duly appointed and qualified. Vacancies occurring in an office of a member of the Commission by expiration of term, death, resignation, removal or for any other reason shall be filled in the manner aforesaid for the balance of that term. Commission members failing to attend meetings for three consecutive months shall forfeit their seats unless the chairperson of the commission receives written notification from the member involved that the absence was due to personal illness or the death or illness of an immediate family member. 

(c) Subject to the provisions of this act, the Commission shall have all the powers and shall perform the duties generally vested in and imposed upon departmental administrative boards and commissions by the act, approved the ninth day of April, one thousand nine hundred twenty-nine (Pamphlet Laws 177), known as "The Administrative Code of one thousand nine hundred twenty-nine," and its amendments, and shall be subject to all the provisions of such code which apply generally to departmental administrative boards and commissions. 

(d) The Governor shall designate one of the members of the Commission to be its chairperson who shall preside at all meetings of the Commission and perform all the duties and functions of the chairperson thereof. The Commission may designate one of its members to act as chairperson during the absence or incapacity of the chairperson and, when so acting, the member so designated shall have and perform all the powers and duties of the chairperson of the Commission. 

(e) Six members of the Commission or a majority of those duly appointed and qualified shall constitute a quorum for transacting business, and a majority vote of those present at any meeting shall be sufficient for any official action taken by the Commission. 

(f) Each member of the Commission shall receive per diem compensation at the rate of sixty dollars ($60) per day for the time actually devoted to the business of the Commission. Members shall also receive the amount of reasonable traveling, hotel and other necessary expenses incurred in the performance of their duties in accordance with Commonwealth regulations. 

(g) The Commission shall adopt an official seal by which its acts and proceedings shall be authenticated, and of which the courts shall take judicial notice. The certificate of the chairperson of the Commission, under the seal of the Commission and attested by the secretary, shall be accepted in evidence in any judicial proceeding in any court of this Commonwealth as adequate and sufficient proof of the acts and proceedings of the Commission therein certified to. 

SECTION 7. Powers and Duties of the Commission. 
The Commission shall have the following powers and duties: 

(a) To establish and maintain a central office in the City of Harrisburg. 
(b) To meet and function at any place within the Commonwealth. 
(c) To appoint such attorneys and permanent hearing examiners and other employees and agents as it may deem necessary, fix their compensation within the limitations provided by law, and prescribe their duties. Permanent hearing examiners shall perform no duties inconsistent with their duties and responsibilities as permanent hearing examiners.

(c.1) To conduct mandatory training seminars on the Pennsylvania Human Relations Act and other applicable Federal and State law, procedures and rules for all investigative personnel. 

(c.2) To afford complainants and respondents the opportunity for comments after the final disposition of a complaint. These comments shall be provided to the Commission members. 

(c.3) To appoint attorneys to perform the following functions: (1) render legal advice to Commission members on matters appearing before it; or (2) give legal assistance to complainants appearing before the Commission or hearing examiners. These responsibilities shall require a separate staff of attorneys to perform each function. 
(d) To adopt, promulgate, amend and rescind rules and regulations to effectuate the policies and provisions of this act. 

(e) To formulate policies to effectuate the purposes of this act and make recommendations to agencies and officers of the Commonwealth or political subdivisions of government or board, department, commission or school district thereof to effectuate such policies. 

(f) To initiate, receive, investigate and pass upon complaints charging unlawful discriminatory practices. 
(f.1) To investigate where no complaint has been filed but with the consent of at least eight of the members of the Commission any problem of racial discrimination with the intent of avoiding and preventing the development of racial tension. 

(f.2) On request of the Governor, to investigate claims of excessive use of force by police in civil rights protest activities. 
(g)
(1) To hold hearings, subpoena witnesses, compel their attendance, administer oaths, take testimony of any person under oath or affirmation and, in connection therewith, to require the production for examination of any books and papers relating to any matter under investigation where a complaint has been properly filed before the Commission. The Commission may make rules as to the issuance of subpoenas by individual Commissioners. In case of contumacy or refusal to obey a subpoena issued to any person any court of jurisdiction, upon application by the Commission, may issue to such person an order requiring such person to appear before the Commission, there to produce documentary evidence, if so ordered, or there to give evidence touching the matter in question, and any failure to obey such order of the court may be punished by said court as a contempt thereof. 

(2) No person shall be excused from attending and testifying, or from producing records, correspondence, documents or other evidence in obedience to the subpoena of the Commission or of any individual Commissioner, on the ground that the testimony or evidence required of him may tend to incriminate him or subject him to a penalty or forfeiture, but no person shall be prosecuted or subjected to any penalty or forfeiture for or on account of any transaction, matter or thing concerning which he is compelled, after having claimed his privilege against self-incrimination, to testify or produce evidence, except that such person so testifying shall not be exempt from prosecution and punishment for perjury committed in so testifying. The immunity herein provided shall extend only to natural persons so compelled to testify. 
(h) To inspect upon request such records of the Commonwealth or any political subdivision, board, department, commission or school district thereof as it may deem necessary or advisable to carry into effect the provisions of this act. 

(i) To create such advisory agencies and conciliation councils, local or state-wide, as will aid in effectuating the purposes of this act. The Commission may itself or it may empower these agencies and councils to (1) study the problems of discrimination in all or specific fields of human relationships when based on race, color, familial status, religious creed, ancestry, age, sex, national origin or handicap or disability, and (2) foster, through community effort or otherwise, good will among the groups and elements of the population of the State. Such agencies and councils may make recommendations to the Commission for the development of policies and procedure in general. Advisory agencies and conciliation councils created by the Commission shall be composed of representative citizens, serving without pay, but the Commission may make provision for technical and clerical assistance to such agencies and councils, and for the payment of the expenses of such assistance.

(j) To issue such publications and such results of investigations and research as, in its judgment, will tend to promote good will and minimize or eliminate discrimination because of race, color, familial status, religious creed, ancestry, age, sex, national origin or handicap or disability. 

(k) To submit an annual report for each fiscal year by the following March 31 to the General Assembly, the Labor and Industry Committee of the Senate and the State Government Committee of the House of Representatives and the Governor describing in detail the types of complaints received, the investigations, status of cases, Commission action which has been taken, how many were found to have probable cause, how many were resolved by public hearing and the length of time from the initial complaint to final Commission resolution. It shall also contain recommendations for such further legislation concerning abuses and discrimination because of race, color, familial status, religious creed, ancestry, national origin, age, sex, handicap or disability or the use of a guide or support animal because of the blindness, deafness or physical handicap of the user or because the user is a handler or trainer of support or guide animals, as may be desirable. 

(l) To prepare and distribute fair practices notices. 

(m) Repealed. 

(n) To notify local human relations commissions of complaints received by the Pennsylvania Human Relations Commission involving persons within a commission's jurisdiction. The Pennsylvania Human Relations Commission may enter into work-sharing agreements with those local commissions having comparable jurisdiction and enforcement authority.

(o) To prepare and publish all findings of fact, conclusions of the law, final decisions and orders made after a public hearing by the hearing examiners, Commission panel or full Commission. 
(p) To give public access to the commission's compliance manual. 
(q) To preserve opinions rendered by the Commission for five years from the date of publication. 

SECTION 8. Educational Program. 
The Commission, in cooperation with the Department of Education, is authorized to recommend a multicultural educational program, designed for the students of the schools in this Commonwealth and for all other residents thereof, with emphasis on foreign cultural and language studies, as well as on the basic, shared precepts and principles of United States culture, in order to promote cultural understanding and appreciation and to further good will among all persons, without regard to race, color, familial status, religious creed, ancestry, age, sex, national origin, handicap or disability. 

SECTION 8.1. Investigatory Hearings Relating to Racial Problems. 
Whenever any problem of racial discrimination or racial tension arises, the Commission may immediately hold an investigatory hearing. The place of any such hearing shall be in the county where the problem exists. The hearing may be public or private and the Commission shall have the same powers as provided in clause (g) for hearings on complaint filed. 

The purpose of the hearing shall be to resolve the problem promptly by the gathering of all the facts from all the interested parties and making such recommendations as may be necessary. 

The Commission shall not be bound by the strict rules of evidence prevailing in courts of law or equity. The testimony taken at the hearing shall be under oath and be transcribed. 

Should the recommendations of the Commission not be accepted within a reasonable time the Commission may, with the consent of eight members, on its own behalf initiate a complaint and the hearing findings and Commission order shall proceed the same as where a complaint has been filed. 

SECTION 8.2. Restriction on Commission Authority Over Pupil School Assignment.
(a) It is the finding of the General Assembly that the neighborhood school is the cornerstone of Pennsylvania's education policy on the assignment of pupils to public schools and that the assignment of pupils to public schools is a matter that falls within the special competence and expertise of education authorities and it is the policy of the General Assembly that this act shall not interfere with the neighborhood school system or with the authority of education officials to provide for the assignment of pupils to public schools unless such assignment is necessary to remedy a violation of the Equal Protection Clause of the 14th Amendment to the Constitution of the United States. 

(b) Neither the Pennsylvania Human Relations Commission nor any local human relations commission nor any court, as part of its review of any commission or local commission action or any complaint filed pursuant to this act, shall impose, upon the Commonwealth, any school district or other school entity, or any governing body, officer or employ of any of the foregoing, any requirement that pupils be assigned to attend any public school other than the school of appropriate grade level that the pupil qualifies to attend closest to the student's home and shall not impose any other obligation or responsibility with respect to pupil school assignment or pupil transportation related to pupil assignment unless: 

(1) imposing that requirement, obligation or responsibility upon such party is necessary to remedy a specific violation by such party that would also constitute a violation of the Equal Protection Clause of the 14th Amendment to the Constitution of the United States; and 

(2) a court would be permitted under decisional law to impose that requirement, obligation or responsibility upon such party to remedy the specific violation of the Equal Protection Clause of the 14th Amendment to the Constitution of the United States. 

(c) Nothing in this section shall prohibit a school district from voluntarily continuing or commencing a school integration plan within its territorial jurisdiction or from assigning pupils for any appropriate reason within the scope of its authority under the act of March 10, 1949 (P.L. 30, No. 14), known as the "Public School Code of 1949," or the act of August 9, 1963 (P.L. 643, No. 341), known as the "First Class City Public Education Home Rule Act," including, but not limited to, the assignment of pupils who request English as a second language to a school other than the school closest to the pupil's home, if such instruction in unavailable at the closest school. 

SECTION 9. Procedure. 
(a) Any person claiming to be aggrieved by an alleged unlawful discriminatory practice may make, sign and file with the Commission a verified complaint, in writing, which shall state the name and address of the person, employer, labor organization or employment agency alleged to have committed the unlawful discriminatory practice complained of, and which shall set forth the particulars thereof and contain such other information as may be required by the Commission. Commission representatives shall not modify the substance of the complaint. Whenever a person invokes the procedures set forth in this act, the Commission shall refuse to accept for filing a complaint it determines to be untimely with no grounds for equitable tolling, outside its jurisdiction or frivolous on its face. The Commission upon its own initiative or the Attorney General may, in like manner, make, sign and file such complaint. Any employer whose employees, or some of them, hinder or threaten to hinder compliance with the provisions of this act may file with the Commission a verified complaint, asking for assistance by conciliation or other remedial action and, during such period of conciliation or other remedial action, no hearings, orders or other actions shall be taken by the Commission against such employer. 

(b)
(1) After the filing of any complaint, or whenever there is reason to believe that an unlawful discriminatory practice has been committed, the Commission shall make a prompt investigation in connection therewith. 

(2) The Commission shall send a copy of the complaint to the named respondent within thirty days from the date of docketing the complaint, unless otherwise required by the Fair Housing Act. 

(3) A respondent shall file a written, verified answer to the complaint within thirty days of service of the complaint, unless otherwise required by the Fair Housing Act. The Commission, upon request of the respondent, may grant an extension of not more than thirty additional days, unless otherwise required by the Fair Housing Act. 

(4) After service of the complaint, the Commission shall encourage voluntary and informed predetermination settlements between parties. 

(c) If it shall be determined after such investigation that no probable cause exists for crediting the allegations of the complaint, the Commission shall, within ten days from such determination, cause to be issued and served upon the complainant written notice of such determination, and the said complainant or his attorney may, within ten days after such service, file with the Commission a written request for a preliminary hearing before the Commission to determine probable cause for crediting the allegations of the complaint. If it shall be determined after such investigation that probable cause exists for crediting the allegations of the complaint, the Commission shall immediately endeavor to eliminate the unlawful discriminatory practice complained of by conference, conciliation and persuasion. The members of the Commission and its staff shall not disclose what has transpired in the course of such endeavors: Provided, That the Commission may publish the facts in the case of any complaint which has been dismissed, and the terms of conciliation when the complaint has been adjusted, without disclosing, except as required by the Fair Housing Act, the identity of the parties involved. 

(c.1) The Commission shall dismiss a case with prejudice, before or after a finding of probable cause, where, in its opinion, appropriate remedy has been offered by the respondent and refused by the complainant. 

(d) In case of failure so to eliminate such practice or in advance thereof, if in the judgment of the Commission circumstances so warrant, the Commission shall cause to be issued and served a written notice, together with a copy of such complaint as the same may have been amended, requiring the person, employer, labor organization or employment agency named in such complaint, hereinafter referred to as respondent, to answer the charges of such complaint at a hearing before the Commission at a time and place to be specified in such notice. The place of any such hearing shall be in the county in which the alleged offense was committed. 

(d.1) When notice of hearing is given as set forth in subsection (d) and an election procedure is required by the Fair Housing Act, either party may elect to have the claim asserted in the complaint decided in a civil action brought under the original jurisdiction of Commonwealth Court. The written notice of the Commission shall be sent to all parties and will inform them of their right to take civil action. An election must be made within twenty days after receipt of the notice of hearing. A party making this election shall notify the Commission and all other parties. If an election for civil action is made by either party, the Commission shall, within thirty days from the date of election, commence and maintain a civil action on behalf of the complainant provided, however, that, whenever the Attorney General signs and files the complaint pursuant to subsection (a), the Attorney General shall, within thirty days from the date of election, commence and maintain a civil action on behalf of the complainant. In those cases commenced by the Attorney General, the Commission shall have the right to intervene. In any action brought under this subsection:
(1) All filing fees shall be waived for the Commission and all parties, including the action brought under Commonwealth Court's original jurisdiction and any appeal arising out of such action. 

(2) If, after a trial, Commonwealth Court finds that a respondent engaged in or is engaging in any unlawful discriminatory practice as defined in this act, the court may award attorney fees and costs to the complainant on whose behalf the action was commenced. 

(3) If, after a trial, Commonwealth Court finds that a respondent has not engaged in or is not engaging in any unlawful discriminatory practice as defined in this act, the court may award attorney fees and costs to the prevailing respondent if the respondent proves that the complaint upon which the civil action was based was brought in bad faith. 

(4) If, after a trial, the Commonwealth Court finds that a respondent has not engaged in any unlawful discriminatory practice as defined in this act, the court may award attorney fees and costs to the prevailing respondent if the court determines that the complaint is frivolous and that the Commission dealt with the party complained against in a willful, wanton and oppressive manner, in which case, the Commission shall be ordered to pay such costs and attorney fees. 

(e) The case in support of the complaint shall be presented before the Commission or before a permanent hearing examiner designated by the Commission for the purpose of hearing said complaint by one of its attorneys or agents, by the complainant's attorney or by a designated agent of the complainant. The respondent may appear at such hearing in person or otherwise, with or without counsel, and submit testimony. The complainant may likewise appear at such hearing in person or otherwise, with or without counsel, and submit testimony. The Commission or the complainant shall have the power reasonably and fairly to amend any complaint, and the respondent shall have like power to amend his answer. The Commission shall not be bound by the strict rules of evidence prevailing in courts of law or equity. The testimony taken at the hearing shall be under oath and be transcribed. 

(f)
(1) If, upon all the evidence at the hearing, the Commission shall find that a respondent has engaged in or is engaging in any unlawful discriminatory practice as defined in this act, the Commission shall state its findings of fact, and shall issue and cause to be served on such respondent an order requiring such respondent to cease and desist from such unlawful discriminatory practice and to take such affirmative action, including, but not limited to, reimbursement of certifiable travel expenses in matters involving the complaint, compensation for loss of work in matters involving the complaint, hiring, reinstatement or upgrading of employees, with or without back pay, admission or restoration to membership in any respondent labor organization, the making of reasonable accommodations, or selling or leasing specified housing accommodations or commercial property upon such equal terms and conditions and with such equal facilities, services and privileges or lending money, whether or not secured by mortgage or otherwise for the acquisition, construction, rehabilitation, repair or maintenance of housing accommodations or commercial property, upon such equal terms and conditions to any person discriminated against or all persons, and any other verifiable, reasonable out-of-pocket expenses caused by such unlawful discriminatory practice, provided that, in those cases alleging a violation of Section 5(d), (e) or (h) or 5.3 where the underlying complaint is a violation of Section 5(h) or 5.3, the Commission may award actual damages, including damages caused by humiliation and embarrassment, as, in the judgment of the Commission, will effectuate the purposes of this act, and including a requirement for report of the manner of compliance. 

(2) Such order may also assess a civil penalty against the respondent in a complaint of discrimination filed under Sections 5(h) or 5.3 of this act: 
(i) in an amount not exceeding ten thousand dollars ($10,000) if the respondent has not been adjudged to have committed any prior discriminatory practice; 

(ii) in an amount not exceeding twenty-five thousand dollars ($25,000) if the respondent has been adjudged to have committed one other discriminatory practice during the five-year period ending on the date of this order; or 

(iii) in an amount not exceeding fifty thousand dollars ($50,000) if the respondent has been adjudged to have committed more than one other discriminatory practice during the seven-year period ending on the date of this order.
If, however, the acts constituting the discriminatory practice that is the object of the charge are committed by the same natural person who has been previously adjudged to have committed acts constituting a discriminatory practice, then the civil penalties set forth in subparagraphs (ii) and (iii) may be imposed without regard to the period of time within which any subsequent discriminatory practice occurred. 

(3) When the respondent is a licensee of the Commonwealth, the Commission shall inform the appropriate State licensing authority of the order with the request that the licensing authority take such action as it deems appropriate against such licensee. An appeal from the Commission's order shall act as a supersedes and stay such action by the State licensing authority until a final decision on said appeal.

(4) If, upon all the evidence, the Commission shall find that a respondent has not engaged in any such unlawful discriminatory practice, the Commission shall state its findings of fact, and shall issue and cause to be served on the complainant an order dismissing the said complaint as to such respondent. 

(f.1) If, upon all the evidence at the hearing, in those cases alleging a violation of Section 5(d), (e), (h) or 5.3 where the underlying complaint is a violation of Section 5(h) or 5.3, the Commission finds that a respondent has engaged in or is engaging in any unlawful discriminatory practice as defined in this act, the Commission may award attorney fees and costs to prevailing complainants. 
(f.2) If, upon all the evidence at the hearing, in those cases alleging a violation of Section 5(d), (e), (h) or 5.3 where the underlying complaint is a violation of Section 5(h) or 5.3, the Commission finds that a respondent has not engaged in or is not engaging in any unlawful discriminatory practice as defined in this act, the Commission may award attorney fees and costs to a prevailing respondent if the respondent proves that the complaint was brought in bad faith. 

(g) The Commission shall establish rules of practice to govern, expedite and effectuate the foregoing procedure and its own actions thereunder. Three or more members of the Commission or a permanent hearing examiner designated by the Commission shall constitute the Commission for any hearing required to be held by the Commission under this act. The recommended findings, conclusions and order made by said members or permanent hearing examiner shall be reviewed and approved or reversed by the Commission before such order may be served upon the parties to the complaint. The recommended findings, conclusions and order made by said members or permanent hearing examiner shall become a part of the permanent record of the proceeding and shall accompany any order served upon the parties to the complaint. 

(h) Any complaint filed pursuant to this section must be so filed within one hundred eighty days after the alleged act of discrimination, unless otherwise required by the Fair Housing Act. 

(i) Any complaint may be withdrawn at any time by the party filing the complaint. 

(j) At any time after the filing of a complaint, the Commission shall dismiss with prejudice a complaint which, in its opinion is untimely with no grounds for equitable tolling, outside its jurisdiction or frivolous on its face. 

SECTION 9.1. Procedure Regarding Housing Advertisements. 
(a) Where the alleged violation of this act complained of involves an advertisement, the following procedure specified in this section shall apply.

(b) The Commission shall compile, publish and update as required a list of words, phrases, symbols and the like which are impermissible under this act when used in housing advertisements and shall publish in the Pennsylvania Bulletin both this list and specific examples of housing advertisements which are impermissible under this act. This list shall be published within sixty days of the effective date of this section and shall serve thereafter as proposed rule making in full force and effect until such time as the final-form regulations are adopted. 

(c) An advertiser who knowingly and willfully violates this act may be penalized under section 9(f)(2) and (f.1). It shall be an affirmative defense precluding a finding that an advertiser has knowingly and willfully violated this act if an advertiser has either:

(1) attempted, in good faith, to comply with the list and specific examples of impermissible housing advertisements described in subsection (b); or 

(2) complied with an interpretation of the Commission or its personnel concerning what constitutes appropriate housing advertisements. 

It shall also be an affirmative defense precluding a finding that an advertiser has knowingly and willfully violated this act if an advertiser has made reasonable efforts in good faith to comply with this act. Guidelines as to the type of conduct which constitutes such reasonable efforts to comply shall be developed and published by the Commission in the Pennsylvania Bulletin along with the list and specific examples of impermissible advertising described in subsection (b). 
(d)(1) In order to facilitate the speedy implementation of this program, the Commission shall have the power and authority to promulgate, adopt and use guidelines which shall be published in the Pennsylvania Bulletin. The guidelines shall not be subject to review pursuant to section 205 of the act of July 31, 1968 (P.L. 769, No. 240) referred to as the Commonwealth Documents Law, sections 204(b) and 301(10) of the act of October 15, 1980 (P.L. 950, No. 164), known as the "Commonwealth Attorneys Act," or the act of June 25, 1982 (P.L. 633, No. 181), known as the "Regulatory Review Act," and shall be effective for a period not to exceed two (2) years from the effective date of this section. 

(2) After the expiration of the two (2) year period, all guidelines shall expire and shall be replaced by regulations which shall have been promulgated, adopted and published as provided by law within two (2) years from the effective date of this section. 

SECTION 9.2. Injunctions. 
If the Commission concludes, at any time following the filing of a complaint under this act, that prompt judicial action is necessary to prevent immediate and irreparable harm, the Commission may commence an action in Commonwealth Court or the appropriate court of common pleas, and that court may grant an appropriate preliminary or special injunction pending final disposition of the complaint. Any such order or relief shall be granted in accordance with Rule 1531 of the Pennsylvania Rules of Civil Procedure. 

SECTION 9.3. Civil Penalties. 
The Commission shall have the power to adopt a schedule of civil penalties for violation of section 5(h)(5) by the advertiser and the publisher in instances where the complainant does not take action to secure housing accommodations or financing and is not denied housing accommodations or financing based on the alleged discriminatory language in the advertisement. The schedule of penalties, guidelines for their imposition and procedures for appeal shall be published in the Pennsylvania Bulletin, provided that the Commission shall, within two (2) years of such publication, promulgate a regulation setting forth the schedule of penalties, guidelines and procedures. Any such penalty shall not exceed the sum of five hundred dollars ($500.00). Duly authorized agents of the Commission shall have the power and authority to issue citations and impose penalties for any such violations. Any such penalty imposed may be appealed to the Commission pursuant to regulations promulgated under this act. All proceedings shall be conducted in accordance with the provisions of 2 Pa.C.S. (relating to administrative law and procedure.) 

SECTION 10. Enforcement and Judicial Review.* 
The complainant, the Attorney General or the Commission may secure enforcement of the order of the Commission or other appropriate relief. When the Commission has heard and decided any complaint brought before it, enforcement of its order shall be initiated by the filing of a petition in court, together with a transcript of the record of the hearing before the Commission, and issuance and service of a copy of said petition as in proceedings in equity. 

The Commission's copy of the testimony shall be available at all reasonable times to all parties for examination without cost, and for the purpose of enforcement or judicial review of the order. 

SECTION 11. Penalties. 
Any person who shall willfully resist, prevent, impede or interfere with the Commission, its members, agents or agencies in the performance of duties pursuant to this act, or shall willfully violate an order of the Commission, shall be guilty of a misdemeanor and, upon conviction thereof, shall be sentenced to pay a fine of not less than one hundred dollars ($100.00) nor more than five hundred dollars ($500.00), or to undergo imprisonment not exceeding thirty (30) days, or both, in the discretion of the court, but procedure for the review of an order shall not be deemed to be such willful conduct. 

SECTION 12. Construction and Exclusiveness of Remedy. 
(a) The provisions of this act shall be construed liberally for the accomplishment of the purposes thereof, and any law inconsistent with any provisions hereof shall not apply. 

(b) Except as provided in subsection (c), nothing contained in this act shall be deemed to repeal or supersede any of the provisions of any existing or hereafter adopted municipal ordinance, municipal charter or of any law of this Commonwealth relating to discrimination because of race, color, familial status, religious creed, ancestry, age, sex, national origin or handicap or disability, but as to acts declared unlawful by section five of this act the procedure herein provided shall, when invoked, be exclusive and the final determination therein shall exclude any other action, civil or criminal, based on the same grievance of the complainant concerned. If the complainant institutes any action based on such grievance without resorting to the procedure provided in this act, such complainant may not subsequently resort to the procedure herein. In the event of a conflict between the interpretation of a provision of this act and the interpretation of a similar provision contained in any municipal ordinance, the interpretation of the provision in this act shall apply to such municipal ordinance. 

(c)(1) In cases involving a claim of discrimination, if a complainant invokes the procedures set forth in this act, that individual's right of action in the courts of the Commonwealth shall not be foreclosed. If within one 

(1) year after the filing of a complaint with the Commission, the Commission dismisses the complaint or has not entered into a conciliation agreement to which the complainant is a party, the Commission must so notify the complainant. On receipt of such a notice the complainant shall be able to bring an action in the courts of common pleas of the Commonwealth based on the right to freedom from discrimination granted by this act.

(2) An action under this subsection shall be filed within two years after the date of notice from the Commission closing the complaint. Any complaint so filed shall be served on the Commission at the time the complaint is filed in court. The Commission shall notify the complainant of this requirement. 

(3) If the court finds that the respondent has engaged in or is engaging in an unlawful discriminatory practice charged in the complaint, the court shall enjoin the respondent from engaging in such unlawful discriminatory practice and order affirmative action which may include, but is not limited to, reinstatement or hiring of employees, granting of back pay, or any other legal or equitable relief as the court deems appropriate. Back pay liability shall not accrue from a date more than three years prior to the filing of a complaint charging violations of this act. 

(4) The court shall serve upon the Commission any final order issued in any action brought under this subsection. 

(c.1) Notwithstanding subsections (a) and (c) or any other provision of this act, nothing in this act shall be deemed to authorize imposition by the Commission of remedial quota relief in cases involving hiring or promoting of employees of the Commonwealth, its agencies or instrumentalities or employees of local governments and school districts in this Commonwealth. This subsection shall not, however, prohibit the voluntary adoption of an affirmative action plan designed to assure that all persons are accorded equality of opportunity in employment. 

(c.2) If, after a trial held pursuant to subsection (c), the court of common pleas finds that a defendant engaged in or is engaging in any unlawful discriminatory practice as defined in this act, the court may award attorney fees and costs to the prevailing plaintiff. 

(c.3) If, after a trial held pursuant to subsection (c), the court of common pleas finds that a defendant has not engaged in or is not engaging in any unlawful discriminatory practice as defined in this act, the court may award attorney fees and costs to the prevailing defendant if the defendant proves that the complaint was brought in bad faith. 

(d) Nothing in this act shall be construed to require any employer to hire any person with a job-related handicap or disability. 

(e) The time limits for filing under any complaint or other pleading under this act shall be subject to waiver, estoppel and equitable tolling. 

(f) Nothing in this act shall be constructed as superseding any provision of the act of October 15, 1980 (P.L. 950, No. 164), known as the "Commonwealth Attorneys Act." All court actions commenced by or against the Commission shall be subject to the provisions of that act. 

SECTION 12.1. Local Human Relations Commissions. 
(a) The legislative body of a political subdivision may, by ordinance or resolution, authorize the establishment of membership in and support of a Local Human Relations Commission. The number and qualifications of the members of any local commission and their terms and method of appointment or removal shall be such as may be determined and agreed upon by the legislative body, except that no such member shall hold office in any political party. Members of a local commission shall serve without salary but may be paid expenses incurred in the performance of their duties. 

(b) The legislative body of any political subdivision shall have the authority to appropriate funds, in such amounts as may be deemed necessary, for the purpose of contributing to the operation of a local commission including the payment of its share of the salary of an investigator or staff member acting jointly for it and one or more other local commissions. 

(c) The local commission shall have the power to appoint such employees and staff, as it may deem necessary, to fulfill its purpose including the power to appoint an investigator or staff member to act jointly for it and one or more other local commissions. 

(d) The legislative bodies of political subdivisions shall have the authority to grant to local commissions powers and duties similar to those now exercised by the Pennsylvania Human Relations Commission under the provisions of this act. 

(e) The local human relations commission shall notify the Pennsylvania Human Relations Commission of complaints received involving discriminatory acts within that commission's jurisdiction. 

SECTION 12.2. Cooperation of State Agencies. 
The Bureau of Blindness and Visual Services, the Office of Vocational Rehabilitation, the Office for the Deaf and Hearing Impaired, and any other State agency which seeks to aid persons with handicaps or disability shall assist employers, the Commission and the courts of this Commonwealth in the implementation and enforcement of this act by providing expertise in the area of handicaps and disabilities. 

SECTION 13. Separability. 
(a) If any clause, sentence, paragraph or part of this act, or the application thereof, to any person or circumstance, shall, for any reason, be adjudged by a court of competent jurisdiction to be invalid, such judgment shall not affect, impair or invalidate the remainder of this act nor the application of such clause, sentence, paragraph or part to other persons or circumstances, but shall be confined in its operation to the clause, sentence, paragraph or part thereof and to the persons or circumstances directly involved in the controversy in which such judgment shall have been rendered. It is hereby declared to be the legislative intent that this act would have been adopted had such provisions not been included or such persons or circumstances been expressly excluded from their coverage. 

(b) Notwithstanding the provisions of subsection (a), if any clause, sentence, paragraph or part of this act, or the application thereof to any person or circumstance, shall be adjudged by a court of competent jurisdiction or finally determined by the Department of Housing and Urban Development not to be in substantial equivalence with the Fair Housing Act (Public Law 90-284, 42 U.S.C. § 3601 et seq.), and if such judgment or final determination threatens the loss or reduction of Federal funds to the Commission, all provisions of this amendatory act except the provisions adding subsections (c.1) and (j) to section 9 shall be null and void. The Commission shall, in such event, apply the provisions of 16 Pa. Code §§ 45.8(a) (relating to advertisements) and 45.13(f) (relating to exemptions) which were in effect on March 1, 1997, such provisions having been revived by operation of law. 

NOTE: The Pennsylvania Human Relations Act has been amended numerous times since its adoption in 1955 as the Pennsylvania Fair Employment Practice Act. These changes have been incorporated into the text of the Pennsylvania Human Relations Act as set forth in this publication. For the assistance of persons referring to the Act, the subject matter of each amendment to the original law is summarized briefly below: 
· Effect of retirement, pension and insurance plans. Act of March 28, 1956, P.L. 1354. 
· Prohibition of discrimination in the selling, leasing or financing of housing, and places of public accommodation. Act of February 28, 1961, P.L. 47. 
· Increase size of Commission from 9 to 11 members. Act of August 4, 1961, P.L. 922. 
· Issuance and posting of fair practices notices. Act of December 27, 1965, P.L. 1224.
· Three Commissioners may act for hearing purposes. Act of December 27, 1965, P.L. 1225. 
· Local human relations commissions. Act of January 24, 1966, P.L. 1523. 
· Injunctions in housing complaints. Act of January 24, 1966, P.L. 1523. 
· Provisions of the Act extended to employers of six or more persons. Act of January 24, 1966, P.L. 1525. 
· Enforcement of Commission orders. Act of January 25, 1966, P.L. 1589.
· Prohibition of discrimination in the leasing of housing to persons using guide dogs because of the blindness of the user. Act of August 11, 1967, P.L. 208.
· Strengthening of injunction process in housing complaints. Act of October 11, 1967, P.L. 424.
· Notification of licensing authorities. Act of October 11, 1967, P.L. 425.
· Investigatory hearings to prevent racial tensions. Act of October 11, 1967, P.L. 426. 
· Provisions of the Act extended to employers of four or more persons. Act of November 27, 1967, P.L. 622. 
· Broadening of prohibition against discrimination in housing. Act of November 29, 1967, P.L. 632. 
· Transfer of the Commission from the Department of Labor and Industry to the Governor's Office. Reorganization Plan No. 1, of 1968. 
· Religious observance by public employ. Act of July 20, 1968, P.O. 454.
· Prohibition of discrimination because of sex. Act of July 9, 1969, P.L. 133. 
· Joint staffing of local human relations commission. Act of March 5, 1970, P.L. 133. 
· References to the Court of Common Pleas of Dauphin County were changed to Commonwealth Court by the Appellate Court Jurisdiction Act of 1970. Act of July 31, 1970, P.L. 673. 
· Non-sectarian cemeteries. Act of December 10, 1970, P.L. 882. 
· Prohibition of discrimination in places of public accommodation against any person using a guide dog because of the blindness of the user. Act of June 9, 1972, P.L. 368. 
· Protection of the right of hospitals and individuals not to engage in abortion or sterilization. Act of October 10, 1973, P.L. 278.
· Prohibition of discrimination because of handicap or disability. Act of December 19, 1974, P.L. 966. 
· Prohibition of discrimination because of sex in places of public accommodation. Act of November 26, 1978, P.L. 1292.
· Exemption of certain apprenticeship programs from the age provisions of the Act. Act No. 1 of 1980, P.L. 1. 
· Prohibition of discrimination against a person who has a general education development certificate as compared to a high school diploma. Act No. 198 of 1980, P.L. 1122. 
· Authorization to appoint hearing examiners to conduct public hearings. Act No. 247 of 1982, P.L. 1053. 
· Protection against age discrimination in employment broadened to cover persons 40 to 70, inclusive. Act No. 288 of 1982, P.L. 1267. 
· Reestablishment of Commission under the Sunset Act (Act of December 22, 1981); statute of limitations for filing complaints extended from 90 to 180 days; prohibition of certain real estate practices; miscellaneous amendments. Act No. 186 of 1986. 
· Reestablishment of Commission under the Sunset Act (Act of December 22, 1981); prohibition of discrimination because of familial status or age in housing and because of a known association with a handicapped or disabled person; strengthens handicap/disability accessibility requirements; prohibition of discrimination against independent contractors; provides out-of-pocket expenses in employment and public accommodations and damages, attorney fees and civil penalties in housing; changes and clarifications in court actions; strengthens injunction provisions; brings state law into conformance with the federal Americans with Disabilities Act and Fair Housing Act; technical amendments. Act No. 51 of 1991. 
· Revision of Commission authority over pupil school assignment; revised definition of housing for older persons. Act No. 117 of 1996. 
· Addition of various requirements involving housing advertisements, including authority to impose civil fines; various procedural changes to the Commission's case processing powers and duties. Act No. 34 of 1997. 
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PENNSYLVANIA FAIR EDUCATIONAL OPPORTUNITIES ACT
Act of July 17, 1961, P.L. 776, as amended December 22, 1992
by Act 187 of 1992 24 P.S. §§ 5001-5010

Declaring the policy of the Commonwealth with regard to discriminatory practices in educational institutions based upon race, religion, color, ancestry, national origin or sex; prohibiting such discriminatory practices; providing for procedure and enforcement; providing for judicial review; providing for administration by the Pennsylvania Human Relations Commission in the Department of Labor and Industry, and defining its functions, powers and duties hereunder, prohibiting discrimination against persons with handicaps or disabilities.

The General Assembly of the Commonwealth of Pennsylvania hereby enacts as follows:

SECTION 1. Short Title
This act may be cited as the "Pennsylvania Fair Educational Opportunities Act".
SECTION 2. Findings and Declaration of Policy
(a) It is hereby declared to be the policy of this Commonwealth that all persons shall have equal opportunities for education regardless of their race, religion, color, ancestry, national origin, sex, handicap or disability.
(b) Equality of educational opportunities requires that students, otherwise qualified, be admitted to certain educational institutions without regard to race, religion, color, ancestry, national origin, sex, handicap or disability.
(c) It is recognized that there is a fundamental American right for members of various religious faiths to establish and maintain educational institutions exclusively or primarily for students of their own religious faith. In such institutions students, otherwise qualified, should have equal opportunity to attend therein without discrimination because of race, color, ancestry, national origin, handicap or disability or, except as provided in Section 9, sex.
(d) This act shall be deemed an exercise of the police power of the Commonwealth for the protection of the public welfare, prosperity, health and peace of the people of the Commonwealth of Pennsylvania.
SECTION 3. Definitions
As used in this act -
(1) "Educational institution" means any institution of post-secondary grade and any secretarial, business, vocational or trade school of secondary or post-secondary grade, which is subject to the visitation, examination or inspection of, or is, or may be licensed by the Department of Education, including any post-secondary school, college or university incorporated or chartered under any general law or special act of the General Assembly, except any religious or denominational educational institution as defined in this act.
(2) "Religious or denominational educational institution" means an educational institution which is operated, supervised, controlled or sustained primarily by a religious or denominational organization, or is one which is stated by the parent church body to be and is, in fact, officially related to that church by being represented on the board of the institution, and by providing substantial financial assistance and which has certified, in writing, to the Commission that it is a religious or denominational educational institution.
(3) "Discriminate" includes "segregate."
(4) "Commission" means the Pennsylvania Human Relations Commission in the Governor's Office.
(5) "Student" means a person seeking admission to, or in attendance at, a school or educational institution, as the case may be.
(6) "Person" includes one or more individuals, partnerships, associations, organizations or corporations.
(7) "Handicap or disability" with respect to a person, means -
(i) a physical or mental impairment which substantially limits one or more of the person's major life activities;
(ii) a record of having such an impairment; or
(iii) being regarded as having such an impairment, but does not include current, illegal use of or addiction to a controlled substance, as defined in section 102 of the Controlled Substances Act (Public Law 91-513, 84 Stat. 1242).
(8) "Accessible" means being in compliance with the applicable standards set forth in the following -
(i) the Fair Housing Act (Public Law 90-284, 42 U.S.C. § 3601 et seq.);
(ii) the Americans with Disabilities Act of 1990 (Public Law 101-336, 42 U.S.C. § 12101 et seq.); and
(iii) the act of September 1, 1965 (P.L. 459, No. 235), entitled, as amended, "An act requiring that certain buildings and facilities adhere to certain principles, standards and specifications to make the same accessible to and usable by persons with physical handicaps, and providing for enforcement."
SECTION 4. Unfair Educational Practices
(a) Except as provided in section 9, it shall be an unfair educational practice for an educational institution -
(1) To exclude or limit, or otherwise discriminate, because of race, religion, color, ancestry, national origin, sex, handicap or disability, against any student or students seeking admission as students to such institutions: Provided, That it shall not be unfair educational practice for any educational institution to use criteria other than race, religion, color, ancestry, national origin, sex, handicap or disability in the admission of students.
(2) To make any written or oral inquiry prior to admission concerning or designed to elicit information as to the race, religion, color, ancestry, national origin, sex, handicap or disability of a student seeking admission to such institution.
(3) To expel, suspend, punish, deny facilities or otherwise discriminate against any student because of race, religion, color, ancestry, national origin, sex, handicap or disability.
(4) To penalize or discriminate against any individual because he has initiated, testified, participated or assisted in any proceedings under this act.
(5) To fail to preserve for a period of three years any records, documents and data dealing with, or pertaining to, the admission, rejection, expulsion or suspension of students, or to refuse to make such records, documents and data available at all times for the inspection of the Commission.
(6) To construct, operate or otherwise make available facilities and services which are not accessible.
(7) To exclude, limit or otherwise discriminate against any student or applicant because of the handicap or disability of an individual with whom the student or applicant is known to have a relationship or association.
(8) To deny an individual with a handicap or disability equal opportunities for education because of uninsurability or increased cost of insurance.
(a.1) Except as provided in section 9, it shall be an unfair educational practice for a religious educational institution -
(1) To exclude or limit, or otherwise discriminate, because of race, color, ancestry, national origin, sex, handicap or disability, against any student or students seeking admission as students to such institutions: Provided, That it shall not be unfair educational practice for any religious educational institution to use criteria other than race, color, ancestry, national origin, sex, handicap or disability in the admission of students.
(2) To make any written or oral inquiry prior to admission concerning or designed to elicit information as to the race, color, ancestry, national origin, sex, handicap or disability of a student seeking admission to such institution.
(3) To expel, suspend, punish, deny facilities or otherwise discriminate against any student because of race, color, ancestry, national origin, sex, handicap or disability.
(4) To penalize or discriminate against any individual because such person has initiated, testified, participated or assisted in any proceedings under this act.
(5) To construct, operate or otherwise make available facilities and services which are not accessible.
(6) To exclude, limit or otherwise discriminate against any student or applicant because of the handicap or disability of an individual with whom the student or applicant is known to have a relationship or association.
(7) To deny an individual with a handicap or disability equal opportunities for education because of uninsurability or increased cost of insurance.
(b) It shall be an unfair educational practice for any person to aide, abet, incite, compel or coerce the doing of any act declared by this section to be an unlawful educational practice, or to obstruct or prevent any person from complying with the provisions of this act or any order issued thereunder, or to attempt directly or indirectly to commit any act declared by this section to be an unlawful educational practice.
(c) Nothing in this section shall be deemed to affect in any way the right of religious or denominational educational institutions to select its students exclusively or primarily from members of such religion or denomination, or from giving preference in such selection to such members.
(d) Nothing in this section shall prohibit any educational institution from accepting and administering any inter-vivos or testamentary gift upon such terms and conditions as may be prescribed by the donor.
SECTION 5. Administration
The Pennsylvania Human Relations Commission, created by the act of October 27, 1955 (P.L. 744), as amended by the act of February 28, 1961 (P.L. 47), known as the "Pennsylvania Human Relations Act", is hereby vested with authority to administer this act.
SECTION 6. Powers and Duties of the Commission
Without in anywise detracting from, or in derogation or diminution of the duties of the Commission as set forth in the act of October 27, 1955 (P.L. 744), known as the "Pennsylvania Human Relations Act," said Commission is hereby vested with the following powers and duties -
(1) To make visits when deemed advisable to each of the educational institutions, except religious or denominational institutions, within the Commonwealth for the purpose of examining and studying the procedures and practices used in the selection of students.
(2) To make studies of the various forms and uses of transcript of record employed by educational institutions, except religious or denominational institutions, and of the standards, procedures, practices and criteria used by same with respect to recommending and approving students for further education in said educational institutions.
(3) To make whatever studies may be necessary to aid it in carrying out its functions, including studies to determine factually the total number of students applying each year to educational institutions, except religious or denominational institutions, within the Commonwealth, the number of them finally accepted and the basic factors which determine whether an applicant will be accepted or rejected by such institutions.
(4) To formulate, recommend and carry out a comprehensive program designed to eliminate and prevent prejudice and discrimination in educational institutions, based upon race, religion, color, ancestry, national origin, sex, handicap or disability except religious discrimination in religious or denominational institutions and except, as to sex, as provided in section 9.
(5) To formulate policies to carry out the purposes of this act and to make recommendations to any or all of the educational institutions included under the provisions of this act to effectuate such policies.
(6) To adopt, amend, modify or rescind such rules and regulations as may be necessary to carry out the functions of the Commission and to effectuate the purposes and provisions of this act.
(7) To initiate, receive and investigate and seek to adjust all complaints of unfair educational practices forbidden by this act.
(8) Whenever the Commission in its sole discretion determines that informal methods of conference, conciliation and persuasion have failed to induce the elimination of unfair educational practices to hold hearings, subpoena witnesses, administer oaths or affirmations, take the testimony of any person under oath or affirmation and require the production for examination of any books or papers relating to any matter under investigation or any question properly before the Commission.
(9) To issue orders requiring any educational institution of the Commonwealth included under the provisions of this act to cease and desist from any unfair educational practice and to secure enforcement of the order of the Commission or other appropriate relief.
(10) From time to time, but not less than once a year, to render to the Governor and Legislature, a written report of its activities and recommendations.
SECTION 7. Procedure
The procedure for processing any complaint and the remedies available shall be in accordance with sections 9, 9.2 and 11 of the act of October 27, 1955 (P.L. 744, No. 222), known as the "Pennsylvania Human Relations Act."
(a) In cases involving a claim of discrimination, if a complainant invokes the procedures set forth in this act, that individual's right of action in the courts of the Commonwealth shall not be foreclosed. If, within one year after the filing of a complaint with the Commission, the Commission dismisses the complaint or has not entered into a conciliation agreement to which the complainant is a party, the Commission must so notify the complainant. On receipt of such a notice, the complainant shall be able to bring an action in the courts of common pleas of the Commonwealth based on the right to freedom from discrimination granted by this act.
(b) An action under this section shall be filed within two years after the date of notice from the Commission closing the complaint. Any complaint so filed shall be served on the Commission at the time the complaint is filed in court. The Commission shall notify the complainant of this requirement.
(c) If the court finds that the respondent has engaged in or is engaging in an unlawful discriminatory practice charged in the complaint, the court shall enjoin the respondent from engaging in such unlawful discriminatory practice and order affirmative action which may include, but not be limited to, reinstatement, admitting students, reimbursement of tuition or fees, or any other legal or equitable relief as the court deems appropriate.
(d) The court shall serve upon the Commission any final order issued in any action brought under this section.
(e) If, after a trial held pursuant to subsection (a), the court of common pleas finds that a defendant engaged in or is engaging in any unlawful discriminatory practice as defined in this act, the court may award attorney fees and costs to the prevailing plaintiff.
(f) If, after a trial held pursuant to subsection (a), the court of common pleas finds that a defendant has not engaged in or is not engaging in any unlawful discriminatory practice as defined in this act, the court may award attorney fees and costs to the prevailing defendant if the defendant proves that the complaint was brought in bad faith.
(g) The time limits for filing any complaint or other pleading under this act shall be subject to waiver, estoppel and equitable tolling.
(h) Nothing in this act shall be construed as superseding any provision of the act of October 15, 1980 (P.L. 950, No. 164), known as the "Commonwealth Attorneys Act". All court actions commenced by or against the Commission shall be subject to the provisions of that act.
SECTION 8.1. Judicial Review
Enforcement and judicial review shall be in accordance with section 10 of the act of October 27, 1955 (P.L. 744, No. 222), known as the "Pennsylvania Human Relations Act."
SECTION 9. Construction
(a) The provisions of this act shall be construed liberally for the accomplishment of the purposes thereof and any law inconsistent with any provisions hereof shall not apply. Nothing contained in this act shall be deemed to repeal any of the provisions of any law of this Commonwealth relating to discrimination because of race, religion, color, ancestry, national origin, sex, handicap or disability. This act shall not be construed to prohibit any educational institution which is neither State-owned nor State-related, nor State-aided, from drawing its enrollment entirely from members of one sex or from the sexes in any proportion, nor shall anything herein contained prevent any educational institution which State-owned, State-related or State-aided from requiring each applicant for admission to state in the application for admission such applicant's sex to supplement and implement the institution's facts for planning purposes but only for such planning purposes and not for any discriminatory purposes. For the purpose of this section the term "State-owned" institution means the institutions comprising the State System of Higher Education; the term "State-related" institutions means the University of Pittsburgh, Temple University, Lincoln University and the Pennsylvania State University; the term "State-aided" institution means the Delaware Valley College of Science and Agriculture, Drexel University, Hahnemann University, Thomas Jefferson University, the Medical College of Pennsylvania, University of Pennsylvania, Pennsylvania College of Podiatric Medicine, Pennsylvania College of Optometry, Philadelphia College of Osteopathic Medicine, Philadelphia College of Textiles and Science, and University of the Arts.
(b) When considering any matter brought before it with respect to any alleged unfair educational practice based on sex, the Commission shall take into consideration the educational programs offered by the institution and the number of admissions necessary to maintain programs and departments at educationally and economically feasible levels.
(c) Except as provided in Section 7.1, nothing contained in this act shall be deemed to repeal or supersede any of the provisions of any existing or hereafter adopted municipal ordinance, municipal charter or of any law of this Commonwealth relating to discrimination because of race, color, ancestry, age, sex, religion, national origin or handicap or disability. As to acts declared unlawful by section 4, the procedure provided in section 7.1 shall, when invoked, be exclusive. Any final determination under section 7.1 shall exclude any other action, civil or criminal, based on the same grievance without resorting to the procedure provided in this act, and such complainant may not subsequently resort to the procedure in this act. In the event of a conflict between the interpretation of a provision of this act and the interpretation of a similar provision contained in any municipal ordinance, the interpretation of the provision in this act shall apply to the municipal ordinance.
SECTION 10. Separability
If any clause, sentence, paragraph or part of this act, or the application thereof to any person or circumstance, shall for any reason be adjudged by a court of competent jurisdiction to be invalid, such judgment shall not affect, impair or invalidate the remainder of this act nor the application of such clause, sentence, paragraph or part to other persons or circumstance but shall be confined in its operation to the clause, sentence, paragraph or part thereof and to the persons or circumstances directly involved in the controversy in which such judgment shall have been rendered. It is hereby declared to be the legislative intent that this act would have been adopted had such provisions not been included or such persons or circumstances been expressly excluded from their coverage. 
Note: The Pennsylvania Fair Educational Opportunities Act has been amended four times since its adoption in 1961. The changes have been incorporated into the text of the Act as set forth in this publication. For the assistance of persons referring to the Act, the subject and the date of the amendments are listed below:
· Unfair practices by a religious education institution. Act of December 27, 1965, P.L. 1255. 
· Prohibition of discrimination because of sex. Act of December 29, 1972, P.L. 1682. 
· Deletion of institution from list of "state-aided" institutions. Act of August 5, 1977, P.L. 174. 
· Prohibition of discrimination because of handicap or disability; changes in procedures and other matters to be consistent with the Pennsylvania Human Relations Act. Act 187 of December 22, 1992, Act 1992-187.
* As affected by the Judiciary Act Repealer Act, Act No. 53 of 1978, P.L. 202.

image69.png
PHRC Case Management System -

Vera Bennett us. SCI Wentworth Case Number: 200481072

Charaster Role | other
Prefix: Address Type: | Place of Communication: v
First Hame: Addresst: Type of Communication: | Phone
Middle Hame: Address:
Middle Hame 2 Addressi: iz i
LastHame: Zip Code: T
st cite Current
States [p, v G
County:
Municipality: L)

Country: [Usa v

swe Cancel




image70.png
2 -- Webpage

log
Please verify that this address is correct.

Beatrice Smith
666 Endov Road
Block H

‘Camp Hill, PA 17011
(@17885-1212

Do you wish to continue saving this character?

o Savi. ) [_Cancel Saving




image71.png
RFI Inbox. Case Windows Add Case Library Reports Helo.

4|4

search

PHRC Case Management System-Cases

Case Summary Contacts

Case Details.

Cooes Vera Bennett us. SCI Wentworth Case Humber: |200451072

Intake Questions

4|4

Contacts

Gther C Cases Characters

Gther R Cases
Acc

g

Lost Hame First Hame Primery Communication

Contacts List Req

T Complanart. Benet vera Phane - (717)585-1212

Winess dackson ey Phane - (717)585-6788
acd Character

Orgarizations List

Add Primary Role History

‘acd Organization

Events.

Organizat

Chronology

Case Audits Role Primary Communication

Documents. Respondert SCiWertwortn Phone - (717)585-1212 &x1 85

Hates

impacts

/444 |«

Exit This Case

Add

Exit CMS(Exit All Cases|




image72.png
B oo e Ly Begats teln

PHRC Case Management System-Cases
Characters

Osmoss Jons v. ABC Corporation

omplainant

Means of

e Accommodation

—

vy Name: Osmasis Joes
pretc:
Job T

Lost Moo o 01062006
Lo o by g

o Comee

o Cases

_ 1=

¥ Loca nranet




image73.png
PHRC Case Management System -
Update Character

Vera Bennett us. SCI Wentworth

Profix:

First Hame: ey

Middle Name:

Middle Name 2:

Last Hame: [Jacksan

Suffis:

swo Cancal




image74.png
Witness

Personal Information Address Mean=lor)

s o Accommodation
Communication

Add Hew

Primary Mailing Address

« Residence
335 abris St
apt201

Mechanicsburg, PA 17055
Last Mocified on: 0272712013
Last Mocified by. lobur

Other





image75.png
0 T

| <«

|

Intiox Add lnquiy dd Case
PHRC Case Management System-Cases
Add Character Address

Janis Van Hotor vs. ABC

1
AddresType:[ =]

Municipality: liJ
Goun[555 =]

@ Curent
7 Primary Mailng Address.

Sove Cancal

Add Note:

P - —

=




image76.png
PHRC Case Management System-Cases
Characters

Witness

Address Means of Communication Accommodation

Add Hew

Primary Communication

o Phone
Moblle - (717)565-6783  Last Moied an 0212712013 by Jlobur

Other Communication





image77.png
Inbox.

Add Case Library.

PHRC Case Management System - Cases
Update Character Means Of Communication

Osmasis Jones vs. ABC Corporation

Case Number: 200210336

Place of Communication:

“Type of Communication:

[Business.

[Phone.

Phone: (717 Ji5  Ji212

Extension:
Current:
Primary: ¥

[ B Locanuanet





image78.png
>

Inbox Add Case Library RBepots. Help

PHRC Case Management System-Cases
Characters

Osmosis Jones vs. ABC Corporation

|complainant

Means of
Communication

Accommodation |

Last
Modified On

Address

Personal Information

Last
Type Comments Modified By

Update. Dolete





image79.png
Vera Bennett us. SCI Wentworth Case Number: 200481072

Accommatation Details

Accommadation Type:

Braile
(Computer Screen Magrificatian
Exra Large print

Interpreter

I

Cther

Sion Language
Tape Recording
Teletype nterpreter
Velce Recogniian
Wheelchalr Access

T sae Cancel




image80.png
PHRC Case Management System-Counts
Witnesses
Paticia Bowman ve. abe Case Number: 200163036

Education(Discipling - Detontion)-SexFemale) Count Number: 2.

Reason Witness Cannot
Source Narme. Can be Contacted o

[Complainant Ness, Wit INo

Add Viswpdato Romove





image81.png
PHRC Case Management System-Counts

Update Witness
Paticia Bowman vs. abc Case Number: 200163036
Education®iscpline - Dotention)-Sox(Female) Count Number: 2

Ness, Wit
Canthe witness be contacted?

Why cant th witness be contacted?

Is the witness avalble t work? T
Isthewitness employed by the Respondent?
Isthewitness a frs hand observer?
Was the winess naniswed?

Why wasn the winass inteniewed?

|
|

What ars they vling to provde?

Winss Souce [Compm =]
Sovo Concel




image82.png
PHRC Case Management System-Counts
Add Decision Maker

Vera Bennett us. SCI Wentworth

Employment(Demation)--Sex(Female)

Case Number: 200481072

Count Number: 1

Decision Maker Name

Phone Number

(7175553838

Douglas, Theodore.

Sove Cancal




image83.png
PHRC Case Management System-Counts
Decision Makers

Vera Bennett us. SCI Wentworth

Employment(Demation)--Sex(Female)

Case Number: 200481072

Count Number: 1

Decision Maker Name

Douglas, Theodore.

Protected Class

Add Vievwpdate Remoe,





image84.png
PHRC Case Management System-Counts
Update Decision Maker

Vera Bennett us. SCI Wentworth

Employment(Demation)--Sex(Female)

Protected Class sex

Female

Decision maker replaced Hs.

"What s the Decision Maker's role inthe.
decision?

spnnece

with mr. Fletcher after the riot.

swo Cancal

Case Number: 200481072

Count Number: 1

Douglas, Theodore




image85.png
2 PHRC Case Management System - Webpage Dialog,

‘ou Have Chosen to Remove the highlighted Decision Maker

IRemoving this Decision Maker will also Remove all of their reasons.

iContinue with Delete?

=





image86.png
PHRC Case Management System-Counts
Add Similarly Situated

Vera Bennett us. SCI Wentworth Case Number: 200481072

Employment(Demation)--Sex(Female) Count Number: 1

4 riot took place at Barnhurst in 2009 and the (male) Deputy Governour at that
institution was not replaced or demoted.|

swe Cancal




image87.png
PHRC Case Management System-Counts

Similarly Situated
Wera Bennett vs. SCl Wentworth Case Number: 200481072
Employment(Demotion)--Sex(Female) Count Number: 1

similarty Situated

& it took place ot Barnihurst n 2008 an th (male) Depty Govermou at that nsttutin was nefiher replaced nor demoted

Add Vievwpdate DoEiE.





image88.png
PHRC Case Management System-Counts
Update Reason

Vera Bennett vs. SCI Wentworth Case Number: 200481072
Employment(Demotion)--Sex(Female) Count Number: 1
© Respondert

O Decision Maker

The Department has the right to allocate personnel according to operational
needs. In this case Hr. Fletcher vas needed and he just happens to be male.

swo Cancal




image1.gif
Q pennsylvania

HUMAN RELATIONS COMMISSION




image89.png
PHRC Case Management System-Counts

Reasons

Wera Bennett vs. SCl Wentworth Case Number: 200481072
Employment(Demotion)--Sex(Female) Count Number: 1
Role Wame Reason

pecifon—oouies, |y ccher was th bt mn orth o

cspoden sttt 2Ot e e e ool gt el ods. i s . i

Add Vievwpdate DoEiE.





image90.png
PHRC Case Management System -
Organization Details

Vera Bennett us. SCI Wentworth

Respondent

Business Information I Address

I Means of Communication

Case Number:

200481072

Hame: SCI'ertwarth
Legal Name: Stats Correctonal nsttion at Wertworth
FER:
si
naic:
Institution Types: Not Appicable
Employee Count Range: 501+
Federal Employer: No

Last Mocified on: 032612013
Last Mocified by. lobur




image91.png
Inbox Add Case Library

PHRC Case Management System - Cases
Update Organization

Osmosis Jones vs. ABC Corporation

Name: [ABC Carporation

Legal Name:
FEIN:
sic:

Case Number: 200210336

=

[Respondent Type: [Business and Repair Senvices
BPOA Status:

Institution Type: [Not Applicable =

I~ Federal Employer





image92.png
7} View Event Details - Web Page Dialog

Organization History

Name

ABC Corporation

Legal Name





image93.png
o asicus [re Broats b

PHRC Case Management System - Cases
Add New Document

Jon Young e Amrok Case Number: 200210310

oo,
rrress =
e T —

[om— coun
™. Rumpol Camplainnt Ataney - Py 7 . RupolCompisnantAtomey - Pivay)
™ an Yung Complanan) I dn YourgComplane

™ Ak Gospodont) [

b —

AdaDocument | Concal




image94.png
2 lnquiry. add Case. AddNote Library Beporls Help
RC e Management System Inbox

Charlene Couch

All, All, False, ccouch, 0, , 0

Notifications

A1)
Assign Attomey (4)

Probable Cause Review Requested (.
Reassign Investigator 9)

Category

Total Number of Tasks (0)

[ar 69

| Case | Due | Received From [

Category

View Hark Complete Hide Unhide Show All

Notifications

Category
= Sl Total Number of Notifications (1)
came|| RRs | Ccamecwton | Omte | ReseaFom | Casgory
[ [ ——
View Accent Accoptl | Closo mbox_| Past Due Events

Total Number of Past Due Events (0)

[ Case Event Type [ Due





image95.png
7} View Event -- Web Page Dialog

View Event

Event: Compleint Fied
Event Type: Compisint Filed
Date Due: 211772002
Date Completed: 2/17/2002
Initiating Party Type: Character
Initiating Party: Chris Alen
Responsible Party Type: PHRC Person
Responsible Party: Marva Gaymon
Description: No comments.
Extentenuating Circumstances:
Date Created: 02/17/2002
Created By: Marva Gaymon





image96.png
2 Task Complete Date — Web! 2l x|

Please enter the date on which the
task was completed.

02/19/2003

OK Cancel




image97.png
PHRC Case Management System-Cases
Events

Hary Pate s Leaky Cautian Corp. PR a—

[ Event [ Due Date [ Date Completed | Chronology Type | ntiating Pary | Responsible Pary
[Closur Roauested-NPC -No Probable Cavse 03312003 (03312003 [case - Detals__[Brunson, Kasba_[Floyd, Homer
[Glosurs Requestad - Adusted and Wihdrawn (Pror o PC) (13912003 03312003 (Case-Ootads[Grunsan, Kasba_Floyd, Homer
[Closur Roaues Dared - Closre Request Deniod 033172003 (03312005 [case - Datts__[arnson, Kasba_ Raynock.Pegsy
[Document Recens - Lete om C stomey 05312003 033VAITS[Case - Detats[Grunso, Kaaba_[Eht, Hida
[Rssig niske Perso - Assgn take Prson 20203 (03202005 [Case - Davas_[oWS Vg, At
[Complin Dockeed - Complat Docketed 0202003 (03202005 [case - Summary__[owiS

[ Gomplant Serce - Complant Samce 04192003 04222003 [Case - Surmmary_[GHS

[Phons Contact - Complamant 533172003 (0312005 [Case - Dats__ Raynock. Pegay_ Raynock.Pegay
[Phons Contac Complainant 03312003 (09312003 [case - etats_[ta,abby____Raynock, Pegay
[ Gomplant Fied - Complart Fisd 020205 (3202005 (Case - Summary _Wagner, At Wagner, At
[Rssign vestigator- Assign mestgtar 0020203 (03202005 [oase - Summry_(Wagner, At Wagner, A

As [ i || owais Dule





image98.png
2 View Event - Webpage Dialog,

Event: Compaint Docketed
Event Type: Compiaint Docketed
Date Due: 3192013
Date Completed: 311312013
Initiating Party Type: PHRC Person
Initiating Party: cms.
Responsible Party Type: PHRC Person
Respansible Party: cns
Comments:
Extenuating Circumstances:
Date Created: 031872013
Created By: cs





image2.jpeg
pennsylvania

OFFICE OF ADMINISTRATION





image99.png
obox ddCase Library

PHRC Case Management System - Cases
Add Event

[Harry Ptorvs. Loaky Cauldron Corp.

Case Number: 200280052

Event: [Ac31 Revew Action Taker =
e T —
O T —
b o —
.
—
e E—
A e [——
© orizaion [ =B I No sxlnsion
- s
g Py R oo
T —

o [y =10
[ e |

Sovo Add Another Concel

|

[ Btocaniant




image100.png
Iniiating Party:

& PHRC Person [Wagnor, At e =]

 Chanscter  [2en, /4

 orgarizaion [0 59 First Name:

Responsible Party: Middle Name:

© PHRC Person |Wagner, ~ Middle Name 2:

e @ e

© Organization S Suffix: ’7
Swo || Addnoter || Concel

21|

Save| Cancel





image101.png
Investigator’s Dashboard

Priority Cases

|

201303421 Faye Quinn
201304329 Hannah Simpson
201400654 Hazel Kent
201400782 GailSummers

2014006723 Mery King

EREN A =il

‘esdinesPastDue Case Age Summary
Date /case acton

729 2014001165 el Smart. 0oy cal

7101 2014006733 Jrice Grant 080 Request

DusTodsy ‘action

201302577 pewaRcberts CollCperlegal

2014006733 Janice Grant Follow up- ncome taxdocument

2013001643 Gleys Bucharan Callatiarney

2012003786 Py k. 08D Request





image102.png
Supervisor’s Dashboard

Case Age Summary

e e

V. Bennett 1. Conway s. Fawkner
J. Furguson M. Jackson M. Morris

Deadlines Past Due

Investigator A | Date A | Case A | Action 4
1. Fletcher 6/29 2014001165 Helen Smart 10-day call

J.Fletcher ~ 7/01 2014006733 Janice Grant D&D Request

1. Conway 7/01 2014006509 Nola McKenzie Income tax document

S. Fawkner 7/03 2013001643 Glenys Buchanan  Call attorney

J. Conway 7/15 2012003786 Phyllis Hunt D&D Request -





image103.gif
PA Human Relations Commission Use Onl

Revised 08.05

Social Security No.

PHRC can investigate complaints of discrimination in: (1) Employment based upon race, color, religion, ancestry, age
(40 and above), sex, national origin, non-job related handicap or disability, known association with a handicapped or
disabled individual, possession of a diploma based on passing a general education development test, or willingness or
refusal to participate in abortion or sterilization.

IN-11 FORM - UNEQUAL PAY QUESTIONNAIRE

Questionnaire on the incident you are complaining about

To avoid rewriting your answers, please read this short questionnaire from beginning to end before filling out your answers to
individual questions. Please answer every applicable question as fully as possible, and to the best of your present knowledge,

information and belief. If you are unsure of your answer, please say so. It is your responsibility to notify this Agency of a change o
address or times of unavailability. Failure to notify this Agency may result in dismissal of the matter.

Name

Address

City State Zip Code
County Phone H: Phone W:

May we call you at work? (Circle one) YES NO

Caution: Failure to correctly identify the name of the legal entity you are complaining about will hinder the

processing of your complaint. Bring pay stubs, W-2 forms, contracts, etc. to aid in verification of the name
and address.

Information about the Organization your complaint is against:

Name

Address
City State Zip Code

Type of Business

County Phone No.

Number of employees who work at the organization named above. Please circle one.
Less than 4 15to 100 201 to 500 Unknown

4to 14 101 to 200 501 plus
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IN-11 FORM Unequal Pay Questionnaire Page 2
Name and address of person who will know how to contact you and who does not reside in your
home.

Name

Address

City State Zip Code
Phone No. Home Phone No. Work

JIn this Questionnaire, you will see the word "class" mentioned. Class means the person's race, sex, age, !
!ancestry, religion and so on. Depending on the issues in the complaint, you may belong to two or more !
|classes. For example, a Black female could belong to two classes: race/Black and sex/female. A White male |
jcould belong to race/White and sex/male. All persons named in the complaint or questionnaire should be i
'identified by their class as follows: John Doe (White male), John Doe (under age 40), Jane Doe (Black '
female). or example, if your complaint is based on race, include the race of all persons mentioned. If it is a !
!sex complaint, mention the sex of all persons mentioned. !

1 Discrimination means difference of treatment. Please explain what happened to you and why
you feel you were treated differently. In other words, what happened to persons of a different
class that makes you feel they received more favorable treatment than you. Give specific dates.

2 If you believe the organization treated you this way because of one or more of the reasons listed
below, please check those reasons. If you believe the employer treated you this way for a reason
which is not listed, explain what you believe to be the reason.

Sex National Origin

Race Age Date of Birth
Color GED

Religion Retaliation

Ancestry Use of guide dog or support animal

Non-job related disability
Identify your disability:

Participation in/or refusal to participate in Abortion/sterilization
What is your:

Job Title/Department

Rate of Pay

o o W W

Date of Hire
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IN-11 FORM Unequal Pay Questionnaire Page 5

13 Are there any other factors or considerations, (for example: annual and merit increases,
job seniority, etc.), that are considered in determining the pay scale of your job or the
jobs of others in your company. Please explain.

14 Concerning your present job, have you ever received an award, special compliment, oral
or written commendation for your performance? If so, please explain.

15 Specify what reprimands, warnings, probations or disciplines you received while on your
present job. If such actions were in writing, please attach copies.

16 Is there a union contract or document which tells how

much employees are to be paid? YES NO

If so, please submit a copy of this union contract or document, if you have it.
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IN-11 FORM Unequal Pay Questionnaire Page 4
Some of the persons you have named may have slightly different duties than you do.

Please tell us what those duties are for each person and exactly how they differ from
yours.

9 List the relevant experience/education of the persons listed in question 6, if you have
knowledge of it.

10 Were you given any written tests as part of determining your pay

level? YES NO

11 Were you given any physical tests as part of determining your pay

level? YES NO

If yes, please describe, if you can, the kinds of questions this test contained.

12 Were you given any oral tests as part of determining your pay
level?
If yes, please describe, the tasks you were asked to perform.

YES NO
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IN-11 FORM Unequal Pay Questionnaire Page 3
4 List your relevant, previous experience and education.

3 List all of the duties and responsibilities of your job that you can recall, and submit the
company's written job description, if you have it.

6 List every other person who is doing the same job that you are doing, even if his/her job
title is different and receives less pay than you do. (Use the Continuation Page if
needed.)

a Name

Job Title

Class (race, age, sex, etc.)
Date of Hire Pay
b Name

Job Title
Class (race, age, sex, etc.)

Date of Hire Pay

c Name
Job Title

Class (race, age, sex, etc.)

Date of Hire Pay
7 Is there a salary range for this job? YES NO
7a  How many shifts are there? YES NO
7b Does the pay rate differ for each shift? YES NO

If yes, please indicate the rate for each shift.
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IN-11 FORM Unequal Pay Questionnaire Page 7
21 Are you a civil service employee’ YES NO

Did you file a civil service complaint regarding the above problem? YES NO

What is/was the status of your civil service complaint, if applicable?

22 Have you filed a complaint about this matter with any other commission or agency? If so, please
specify the Commission or agency and the date you filed, to the best of your recollection.

YES NO

Name of Agency or Commission

Date Filed

23 Have you taken any court action regarding this matter? If so, please specify in what court and
the date you filed, to the best of your recollection.

Name of Court
Date Filed

City

County

State

If there are other facts you feel should be considered, record these on the last page of the questionnaire
(Continuation Page).
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IN-11 FORM Unequal Pay Questionnaire Page 6

17

18

19

20

Did you talk to any company officials (including your supervisor) or any union officials
(including you shop steward or committee person) about your receiving lower pay for
equal work?

YES NO

If you did, please list the name and title of each person you talked to, when you talked to
him/her and what you and the person said to each other. BE SURE TO STATE THE
REASONS YOU WERE GIVEN EXPLAINING YOUR LOWER RATE OF PAY.

Name
Title

What was said?

Name
Title

What was said?

Name
Title

What was said?

Are you a union member? YES NO

What is the name of your union?

Address:

City, State and Zip Code:

Phone No.:

Business Agent (Rep.)

Did you file a union grievance? YES NO

If so, attach a copy of the grievance. Explain what step your grievance is now in. Give

both step number and letter, and the name and title of the union official dealing with your
grievance.
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I hereby verify that the statements contained in this complaint are true and correct to the best of my
knowledge, information and belief. I understand that false statements herein are made subject to the
penalties of 18 PA.C.S. Section 4904, relating to unsworn falsification to authorities.

Signature Date

Address

City, State and Zip Code

Phone No. Home
Phone No. Work

Phone No. Cell
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CONTINUATION PAGE

For use if additional pages are needed to answer any question(s). Indicate the question number that
is being answered before each response below.
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Record Complaint (Manual Process): Clerical staff member
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Counts with an Act Of Harm Date of: 12/15/2012

Enter the order number in the text hoxes to the left of the count. The current order is displayed.

Due to the other counts in the case, the counts listed below must be in one of the following positions: 1 or 2.
Count Begin Date Proof Guidance

1 (Count - 1: Employment(assignment (unequal)-Sex(Fema) 12150012 Negative Action

2 Count - 2: Employment(Harassmert (different restment))-Sex(Female) (121152012 Herassmert by Non-Supervisory Employee

v ][ o

200481073
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Vera Bennett us. SCI Wentworth Case Number: 200481072

Employment(Demation)--Sex(Female) Count Number: 1

By law we can only secure for you that which you have lost as a result of the discrimination you have suffered. This only occurs when the Commission concludes that you have been
discriminated against

Negotiated Settlements Prior to a Deten n

Maost complainants which settle do so before the investigation s finished. By law we are required to encourage an early voluntary settlement between the parties. With the first contact of
each party after a corplaint has been docketed, the investigator wil begin a negotiation process, which is most eflective when all parties are flexible. The benefit of early settlement is
that you avoid what may be a lengthy investigation and the risk that you might lose your case.

Your complaint is about which of the following;

© Employment

O Housing or Cormmercial Property

O Government Senices

O Schools

O Seniices Available to Public

O Accessitilty to Placess open to the Public
OFinancial Senices

Olnsrance Coverage

O Mitigation
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Vera Bennett us. SCI Wentworth Case Number: 200481072

Employment(Demation)--Sex(Female) Count Number: 1

Employment
To Begin the Negolistion, we ask you to answer the follawing auestions,driifying and pririzing wht you needt resolve your compaint.For example, your promery need may be ajob, healthinsurance, franing,
lost wagies, removl of derogatory information from your record, a eference o & policy change. SUCCESSFLL NEGOTIATION REGLIRED BOTH THE COMPLANANT AND THE RESPONDENT TO BE FLEXIBLE

‘What do you hope to achieve by filing your complaint?

I vant to be reinstated in my former position and back pay for the
time that I have been in the lower rank.

Listin order of importance the actual losses you experienced as a result of the alleged discrimination.

1. Loss of salary.
2. Loss of esteem within the prison.

Since you may be unable to get all you think you are entitied to receive, list some alternatives that you would be willing to accept to settle your complaint.

I will forgo the back pay if my rank is reinstaced.

‘What pressing needs do you have which we should know about for settiement discussions?

I have the goods on Fletcher.

What is the date of dischargeferminationfayoft?

Explain the dischargefterminationfayoff.

Were you dischargedterminatediayed off?

‘What amount of damages did you experience do to the dischargeerminationtayoff?

‘What is the date for your previous rate of pay?

I vas promoted to deputy Governowr on Nay 12, 2001.

Explain your previous rate of pay.

I was paid a base salary as Deputy Governour plus shift differential
and overtime.

Rate of pay?
Current base pay: $27.37/hr

‘What was your previous rate of pay?

§32.74/br plus shift differential and overtime.

‘What do you hope to achieve by filing your complaint?

I would like to be reinstated as Deputy Governour, given full back
pay fo rthe time in which I demoted from that position, and Fletcher

to be sent back to Pentridge.

I>

il

Mitigation

By law you must mitigate your damages. Tht s, you are responsible for limting the losses you sufered. If you oo not miigate your damages, any relief rectirec by the Commission may b crasticaly imitec. You
shouid keep detalld recards of il your effors to make up fo your osses! I there i & formal hearing for your case, you will e rectirect o testify and presert evidence of what you fid fo make up for your osses.

List what you have done so far to make up for the Iosses you have suffered as a result of the alleged discrimination.

I have comainted to the Govenour that the situation is unfair and g

demanded my old position back. I have been working overtime to
compensate for the financial loss.

What do you intend to do in the future to make p for these losses?

I plan to continue working overtime.

swe Back to Remedy




image45.png
PHRC Case Management System - Counts
Add Event

Doreen Anderson us. Sally Lee House

Event: | Complint Fict v
Event Type: | Compaint Fied v
Date Due: (037212013

Date Completed: (037212013

—
TR

(G)PHRC Persan | Person, Elizabeth v

Ocreracr 8] e
L &) Do sptretin

[sitting prirites

Responsible Party:
[IHRR on Leave.

(G)PHRC Persan | Person, Elizabeth v
Ocraracer 2]
Oorgrizain 2]

Swe | [[Addanoiner | [ Coneet

Case Number:

200481074




image46.png
PHRC Case Management System-Cases

Events
Doreen Anderson us. Sally Lee House Case Humber: [200431074
I Event | DueDate | DateCompleted | ChronolomType | InistinaPorty | Responsible Party

[ teke Porson - Assin ok Person

oamsa0is oawsors

[case -Detals

s

[Person, Eizabeth

[conpart Fied - Conplant Fiea

oz oot

[case -sunmary

[person, ezabetn

[person, Ezabetn

add View,

Datais.

| e |





image47.png
PHRC Case Management System - Counts
Docket Across Cases

Doreen Anderson us. Sally Lee House
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