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WELCOME
The provisions of the manual have been developed at the discretion of management and the Board of Commissioners and may be amended or cancelled at any time, in the Authority’s sole discretion. These provisions supersede all existing policies and practices and all prior manuals distributed to you or statements made to you. The guidance in this manual may not be amended or added to without the express written approval of the President and the Board of Commissioners.

We know that our major asset is people and no one can anticipate every human resource issue or need that may arise. Therefore, if you have a special concern, idea, or need please tell us. We appreciate your service and the good work you are doing each day to make the Authority effective in carrying out our important mission. We look forward to a mutually rewarding relationship with you.


Again, may we extend a sincere, WELCOME,




President & CEO

Sample Housing Authority Personnel Policy
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The purpose of this personnel policy manual is to provide a source of information for all employees of the Sample Housing Authority (SHA), (hereafter referred to as the Authority) concerning the benefits and obligations associated with their employment.

THE HANDBOOK IS, HOWEVER, ONLY A REFERENCE: IT IS NOT A CONTRACT. NEITHER THE PROVISIONS OF THIS HANDBOOK NOR ANY OTHER HUMAN RESOURCE POLICIES OF THE AUTHORITY ESTABLISHES A CONTRACT OF EMPLOYMENT BETWEEN YOU AND THE AUTHORITY. YOUR EMPLOYMENT IS “AT WILL”; WITH THE EXCEPTION OF THE PRESIDENT, NO EMPLOYEES ARE COMMITED TO ANY EMPLOYMENT RELATIONSHIP FOR A FIXED PERIOD OF TIME. EMPLOYMENT CAN BE TERMINATED WITH OR WITHOUT CAUSE AND WITH OR WITHOUT NOTICE, AT ANY TIME AT THE OPTION OF THE EMPLOYEE OR THE AUTHORITY. NO ONE AT THE AUTHORITY MAY CHANGE THIS UNDERSTANDING.

No manual can anticipate every circumstance or question about policy. As we progress to grow and as applicable laws are enacted or amended from time to time, the need may arise to change the guidance described in the manual. The Authority therefore reserves the right to revise, supplement, or rescind any policies or portions of the manual from time to time as it deems appropriate or as may be necessary to comply with changing laws or for other reasons, in its sole and absolute discretion. The authority will make reasonable efforts to notify employees of changes as soon as practicable, and employees are encouraged to review all posted notices and to read all memoranda concerning such policy changes.
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We are committed to providing quality, affordable housing, that enhances the lives of our residents and promotes their independence.

SHA Core Values

SHA has set forth the following core values that all members of our team are expected to follow during their employment with the housing authority.

Integrity – We hold to the highest level of person principles that include honesty, ethics, trustworthiness, and responsibility in our decisions, actions, and behaviors.

Accountability – We are answerable for specified results or outcomes (over which one has authority), both as individuals and as a team.

Teamwork – We work together to do whatever is necessary to help us achieve our agency mission, vision, and goals.

Proactivity – We plan, anticipate possible needs, and address challenges before they become issues without needing to be asked to do so.

Respect – We treat ALL people in a considerate and courteous way.

Diversity – We appreciate and embrace the many unique backgrounds, styles, beliefs, perspectives, and cultures of our clients and out team members.
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This statement establishes basic rules and regulations affecting personnel of the Authority. The Authority’s Personnel Policy goals are:

A) To provide employees with a professional environment in which they can further their personal careers while meeting the performance goals and advancing the mission of the Authority.

B) To ensure that all employees are aware of their obligations to the Authority and the regulations governing their employment.
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This manual sets out some of the basic employment policies and procedures for employees. The manual policies are not to be read narrowly as “terms of contract” between you and the Authority, but rather as guidelines which provide a frame work for day-to-day practices. The manual does not alter amend or change in any way the status of all employees as employees are terminable at the will of the Authority. No employee or supervisor has the authority to alter, orally or in writing, the terminable-at-will status of an employee.

Moreover, the Authority reserves the discretion to vary these policies so that specific circumstances may be treated on an individual basis. The manual policies are subject to amendment or discontinuation, as the needs of the Authority require. We will make reasonable efforts to keep you informed of all changes. However, occasionally changes must be made immediately to meet unforeseen circumstances or situations.
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The President shall act as the “Authority” unless otherwise designated. The Director of Human Resources shall be primarily responsible for implementation of and compliance with the provisions of this personnel manual. Supervisors are also expected to utilize and comply with this policy in managing their staff. However, all new hires and terminations must be approved by the President.

[bookmark: _TOC_250013]SHA Organization

SHA is organized consistent with its mission as a local provider of affordable, low-income rental housing, and consistent with HUD requirements and state law regarding governance of a Public Housing Authority (PHA).

The Board of Commissioners establishes policy, while the President has the duty to implement policies through effective supervision and delegation of duty to the appropriate staff person.

Major functions of SHA include: agency administration (e.g., personnel management, risk management, financial management & procurement); modernization and capital improvements; and property management (e.g., tenant selection, leasing, rent collections, lease enforcement and routine, preventive, extraordinary and emergency maintenance).

The staffing plan of SHA shall be determined by the President subject to the budget as approved by the Board.
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This manual has been prepared for your reference and you should maintain your copy of the manual for that purpose. If, however, your manual is lost or misplaced during your employment, the Authority will supply you with a new manual or with copies of policies upon your request to the Director of Human Resources.

Equal Employment Opportunities
It is SHA's policy to provide equal employment opportunity for all applicants and employees. SHA does not unlawfully discriminate based on race, color, religion, age, national origin, disability, sex or sexual orientation. SHA also makes reasonable accommodations for employees with disabilities or handicap. Finally, SHA strictly prohibits the harassment of any individual on any basis listed above. For information about the types of conduct that constitute impermissible harassment and SHA's internal procedures for addressing harassment complaints, please refer to the Policy against harassment.

This nondiscrimination policy applies to all areas of employment.  It is the responsibility of every manager and employee to conscientiously follow this policy. Any employee having any questions regarding this policy should discuss them with the President for written or oral clarifications.
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SHA has an open-door policy that encourages employee participation in decisions affecting them and their daily professional responsibilities. Employees who have job-related concerns or complaints are encouraged to talk them over with their supervisor or any other management representative including the President with whom they feel comfortable. SHA believes that employee concerns are best addressed through this type of informal and open communication.

Employees are encouraged to raise work-related concerns with their immediate supervisor, or with a supervisor or other management representative of their choice, as soon as possible after the events that cause the concern. Employees are further encouraged to pursue discussion of their work-related concerns until the matter is fully resolved. Although SHA cannot guarantee that in each instance the employee will be satisfied with the result, SHA will attempt in each instance to explain the result to the employee if the employee is not satisfied. SHA will also attempt to keep all such expressions of concern, the results of its investigation and the terms of the resolution confidential. However, during investigating and resolving the matter, some dissemination of information to others may be appropriate.

Employees who conclude that their work-related concerns should be brought to the attention of SHA by written complaint and formal investigation may avail themselves of the "Internal Grievance Review" procedure set forth in this Manual.
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The Authority is committed to employing only United States citizen and registered aliens who are authorized to work in the United States and does not unlawfully discriminate based on citizenship or national origin.

In the compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition of employment must complete the Employment Eligibility Verification Form I-9 and present documentation establishing identity and employment eligibility.

Former employees who are rehired must also complete the form if they have not completed an I-9 with the Authority within the past three years, or if their previous I-9 is no longer retained or valid.
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As already stated SHA is an equal opportunity employer and has set procedures for hiring staff when a position becomes open or is created.

I. Job Posting
All full-time positions will at a minimum be posted internally and in most cases, shall be publicly posted as they become available. Resumes will be accepted for a minimum of seven days for all posted positions.

II. Interviewing Process
All resumes received will be reviewed for proper minimum qualifications and those applicants with the highest level of qualifications will be called for an interview. Each applicant will be reviewed based on their resume and how it matches up with our current job description.

III. Offer of Employment
Once the interview process has been completed, the candidate selected will be given an offer letter stating the position, rate of pay, and general benefits offered as well as a date to reply by.

IV. Employee Requirements
Once the candidate has accepted the position the candidate must qualify for coverage under auto insurance, pass a pre-employment drug screen, and pass a criminal background check. If the candidate does not clear these three checks the offer will be revoked.

V. New Hire Checklist/Orientation
SHA has a new hire checklist which is utilized for each new employee to ensure that all paperwork is properly signed and turned in for each new hire. In addition, each new hire has a brief orientation with the Director of HR and is given a tour and introduction to agency staff.
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SHA maintains current job descriptions for each position within the housing authority. Hard copies of these job descriptions are kept in the Human Resources office and may be viewed at any time by staff upon request. There is also an electronic file of the job descriptions on our computer server.  When an interview is conducted each interviewee will be presented a copy of the job description for which they are being interviewed.

The job descriptions include all pertinent information including the pay scale range for the position and expectations of the position.
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It is the intent of the Housing Authority to clarify the definitions of employment classifications so that each employee understands their employment status and benefit eligibility. These classifications do not guarantee employment for any specified time period.
Each employee is designated as either NON-EXEMPT or EXEMPT from Federal and state wage and hour laws. NON-EXEMPT employees are entitled to overtime pay under the specific provisions of the Fair Labor Standards Act (FLSA). EXEMPT employees are excluded from specific provisions of Federal and state wage and hour laws.
In addition to the above categories each employee will belong to one or more other employment categories:
Probationary		An employee hired to fill a full-time regular position (40-hour week), will be on a probationary period of three months during which time he or she will be evaluated for regular employment. Vacation and sick leave may be utilized as accrued after the completion of the first 90 days of employment. Health, life and medical benefits will be granted on the first day of employment.

Regular Full- Time

An employee who satisfactorily passes the probationary period will attain regular, full-time status. Regular, full-time employees are subject to all rules and regulations and entitled to all benefits and rights outlined in the Personnel Policies.

Temporary	The majority of the employee’s time is spent performing specific tasks or filling a specific need at the convenience of the Authority. This type of position will be created to complete a special project or to handle a short- term increase in the workload. While legally mandated benefits, such as worker’s compensation and Social Security may apply, sick leave and  fringe benefits do not apply unless the position is created to last longer than 12 months. Then all benefits would apply except pension.
Acting	An existing employee of SHA may be appointed to serve in an acting capacity with approval of the President. The employee who is appointed to an acting capacity will serve for a period not to exceed 12 months. In the event the 12-month period expires, the President must determine how the position will be filled.

The employee shall receive an increase in salary while in an acting capacity, if the acting position has a higher pay classification, as recommended by the Director of Human Resources and approved by the President.


Full Time

Employees hired to work 30 or more hours per work week on a regular basis.


Part Time		Employees may be hired on a part-time basis to work less than 30 hours per workweek on a regular basis.
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The initial evaluation period for all employees begins on the first day of employment and continues for ninety (90) calendar days. During this period, you have the opportunity to demonstrate that you possess attitudes and abilities for the position for which you are employed which will ensure a productive relationship between you and the Authority. After you have successfully completed the initial evaluation period, you will be evaluated and you will be granted permanent status. This period may be extended or shortened in individual circumstances or the employee may be terminated at the discretion of the President.

After you have successfully completed your initial evaluation period, in accordance with your employee classification, you will also become entitled to the benefits provided by the Authority as outlined in this manual for your employee classification.

During the probationary period, an employee who is unable to perform the duties of the position satisfactorily, or whose habits and dependability do not merit his or her continuance in service, may not be retained by SHA.
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The Authority is committed to making a reasonable accommodation to a qualified employee with a disability who is unable to perform the essential functions of his/her position without such an accommodation to the extent required by applicable law.

If you believe that a physical or mental impairment is keeping you from performing the essential functions of your job, and you would like to request an accommodation from the Authority, take the following course of action:

(a) Inform the Director of Human Resources, in writing, of your request for an accommodation; describing in detail the degree of accommodation you believe you need to successfully perform the essential functions of your job.

(b) The Authority will evaluate requests for accommodation as soon as practicable.

(c) The Authority will advise you of additional information needed to evaluate your request and, ultimately, of the Authority's decision.

(d) The Employee may be asked to supply information from their medical professional.
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All personnel records shall be stored and maintained by the Director of Human Resources or his/her designee and must be in a secure file cabinet at all times.

Employees may request the opportunity to inspect portions of the employee’s personnel records, which are available for review under applicable law.

If the employee desires copies of his/her records, copies will be provided to the employee upon payment which is based upon appropriate applicable laws; they will be provided within a reasonable length of time. An employee may inspect only their own personnel file and only in the presence of the Director of Human Resources or designated person. Personnel files are the property of SHA and may not be removed from SHA's premises without written authorization from the President.

The information in the employee's personnel file is permanent and confidential, and must be kept up-to- date by submitting a yearly update form. The employee should inform the President or designated person, immediately, whenever there are changes in personal data such as address, telephone number, marital status, number of dependents, and person(s) to notify in case of emergency. The employee is also responsible for maintaining a current life-insurance beneficiary designation.
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This Section highlights some features of the Authority’s benefit programs. These benefits are more fully described in the summary plan description booklets, which you are provided upon eligibility. If the information in this manual and the summary plan contradict information in the actual contracts, those contracts and formal documents shall govern in all cases. Original contracts and formal documents are maintained in the President’s office or other designated area. These benefits are subject to change at any time at the discretion of the Board of Commissioners

I. Social Security
All employees shall be covered by the Social Security Act.

II. Worker’s Compensation
SHA carries workers' compensation insurance coverage as required by law to protect employees who are injured on the job. This insurance provides medical, surgical and hospital treatment in addition to payment for loss of earnings that result from work-related injuries. Compensation payments begin from the first day of an employee's hospitalization or after the seventh day following the injury if an employee is not hospitalized. The cost of this coverage is paid completely by SHA.

III. Medical, Dental, and Disability Insurance
All regular, full-time employees are eligible to participate in SHA's health, disability, and dental insurance plan starting the 1st day of employment. SHA currently pays 100% of the health premium for staff. Premiums for family members must be paid by the employee. Employees must pay via payroll deductions the total premium for employee’s spouse and/or dependent premium coverage. Consult plan documents for more specific information.
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IV. Life Insurance
All regular, full-time employees are eligible for term life insurance commencing the first of the month following 90 days of continuous employment. SHA pays 100% of the premium for the employee. Consult plan documents for more specific information.
V. COBRA
Pursuant to the Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA), eligible employees and their dependents are entitled to enroll and pay the premium for the continuation of insurance coverage after employment with SHA ends. Employee insurance coverage will end at the end of the month in which the employee leaves SHA.
VI. Retirement
SHA's Retirement Plan is available to all regular, full-time employees who have completed at least six months of credited service. Employees become members and participants in SHA's Retirement Plan and upon meeting plan eligibility requirements, SHA currently contributes a partial match based on the employee’s contribution. This is subject to change should the need arise based on budget constraints and other agency obligations. The plan is funded through a trustee and meets all the requirements of the Employee Retirement Income Security Act of 1974. Consult plan documents for more specific information.

Vesting means that the employee retains a right to a benefit even if the employee terminates employment before retirement. However, benefits are payable only when the vesting requirements are met. Under the Plan, the employee retains a vested right to the benefits provided by contributions of the employer in accordance with the following schedule: One year of service – 20%, two years of service- 40%, three years of service-60%, four years of service- 80% and five years of service -100%. The employee is always entitled to 100% of his/her contribution.

When an employee leaves the employment of SHA they have the right to take their retirement with them based on the policies of the rules of the plan.
[bookmark: _TOC_250002]EMPLOYMENT

I. At-Will Employment
SHA has an at-will employment policy; which means that the term of employment is for no definite period and may be terminated by the employee or by SHA at any time and for any reason, with or without cause or advanced notice. Terminations by the President may not be appealed.

II. Performance Evaluations
All employees will receive their first formal performance evaluation at the end of the 90-day probation. However, supervisors may also evaluate the employee’s performance at any time during their first 90 days.

Formal performance evaluations for all employees will occur annually prior to the fiscal year end. Should an employee receive a negative evaluation they will be moved to quarterly reviews with an improvement plan put in place. They will remain on quarterly reviews with their supervisor to ensure that the improvement plan is being implemented and progress has been made. Once the employee has established a positive review they will resume annual reviews. Failure to establish a positive review may result in termination of employment.
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III. Merit/Cola Increases
Each year all staff may receive a cost of living adjustment (COLA) consistent with COLA established by the consumer price index, but will be subject to budget constraints. This will be evaluated during the budget preparation period (Jan-March) and implemented during the first quarter of the fiscal year (April – June).

Each year as stated in the handbook all employees will receive an annual review of their past 12-month performance. It is at this time that an employee may receive -- based on his/her performance -- a merit increase as recommended by the supervisor and approved by the President. If SHA’s budget allows for merit increases, these increases will then be budgeted into the new fiscal budget for board consideration and approval and the merit increase will be awarded during the first quarter of the new fiscal year. It is important to understand that a merit increase is not a mandated increase but instead is based on performance and does not have to be awarded.

This system of merit pay reflects an organizational culture of recognizing, incentivizing, and rewarding the performance of our staff.

Other salary/wage adjustments may be made with regards to transfers, demotions, and promotions as they occur and are approved by the President throughout the year.

Once every five years a comparative compensation analysis will be completed to verify that our pay scale is in line with other housing authorities within the state of State.

IV. Holidays
SHA recognized holidays:

New Year's Day
Martin Luther King JR’s Birthday President's Day
Good Friday Memorial Day
July 4th Independence Day Labor Day
Veteran's Day or Columbus Day
Thanksgiving Holiday (4th Thursday & Friday in November)
Christmas Holiday (2 days in December to be determined annually by the President)

All Regular, full-time employees will receive the above paid holidays at their normal base rate for eight hours unless otherwise provided in this policy. An employee must work the normal working day before and after the holiday to be paid for that holiday. Approved leave by the employee’s supervisor for either of these days would qualify as worked.

Holidays falling on a Saturday or Sunday will be observed on the preceding Friday or following Monday at the discretion of the President. Holidays that occur during an employee's approved vacation are not to be counted as vacation days taken.

 (
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Due to the nature of the Authority's services, it reserves the right to schedule any employee to work on holidays.

An employee who wishes to observe religious or ethnic holidays other than those designated above may do so by notifying the Director of Human Resources or designated person in writing, at least two weeks prior to such holiday. Late notices may be accepted in certain circumstances at the President's discretion, but may be rejected. Employees may use annual leave or personal leave for such holiday observance or, may take an unpaid absence for this purpose if the holiday absence is approved.

V. Annual Leave
All regular, full-time employees will start to accrue annual leave time upon their date of hire. Continuous service is defined as service that is uninterrupted by termination of employment and subsequent rehire by SHA or a break in service that has been bridged. Annual leave time accrues in accordance with length of continuous service as described below.  Generally, scheduled annual leave will not be approved during employee’s first three (3) months of employment. Exceptions will be made for extenuating circumstances, and at the sole discretion of the President. Only full-time employees are eligible to receive Annual Leave.

Accrual:
All regular, full-time staff will earn 12 days annually (8 hours per month) for the first five years of employment, and after their 5-year anniversary they will earn 15 days annually (10 hours per month) for the remainder of their employment. No staff hired under the previous policy will see a reduction in accrual of annual leave.

Payment of Leave:
Annual leave is paid at the employee's regular rate of pay at the time the vacation is taken in accordance with the Authority's regular payroll policy.

Upon termination only, all pay for accrued but unused annual leave will be included in the employee's last paycheck.

Request for Leave:
Annual leave requests must be submitted to the supervisor at least two weeks before your requested first day of vacation. Every effort will be made to give you the vacation period you prefer. Of course, the needs of the Authority and its operating efficiency will be considered foremost. Priority will be given to those who planned ahead and submitted their leave request first.

Leave Advances:
An employee is not permitted to borrow on future accrual of annual leave benefits. In no case may annual leave be borrowed or taken before an employee becomes eligible to begin accruing annual leave as described above.

Annual Leave Increments:
Accrued annual leave can be taken by eligible employees in half-hour increments.

VI. Sick Leave
In order to help prevent loss of earnings caused by accident or illness, or by other emergencies, SHA has established paid sick leave. All regular, full-time employees accrue sick leave at the rate of eight (8) hours per month, a total of 96 hours (12 days) per year. Employees will accrue sick leave during their probationary period but will not be able to use this time until they become a regular, employee.

Use:


· Sick leave may be taken for personal illness, emergency, or disability involving the employee or a family member. A family member is defined as an individual with any of the following relationships to the employee:


1. Spouse, and parents thereof;
2. Sons and daughters, and spouses thereof;
3. Parents, and spouses thereof;
4. Brothers and sisters, and spouses thereof;
5. Grandparents and grandchildren, and spouses thereof;
6. Domestic partner and parents thereof, including domestic partners of any individual in 2 through 5 of this definition; and
7. Any individual related by blood or affinity whose close association with the employee is the equivalent of a family relationship.
· Hours absent for medical and dental appointments will be treated as sick leave.
· New employees who are absent due to illness or disability during their introductory periods will not be compensated.

There will be no cap on the total amount of sick leave that can be accumulated by an employee. Unused sick leave cannot be converted to annual leave time or other leaves of absences or compensation. SHA will not pay out sick leave balances when an employee leaves. Sick leave can be taken in half-hour increments.

Except in an emergency, an employee must give reasonable advance notice at least one-half hour prior to the start of his/her shift, to their immediate supervisor or the President, regarding the employee's intention to be absent and to be paid for that absence in accordance with this policy.

The President may request a physician's written verification of inability to work at any time from the employee's treating physician or from a physician chosen by the Authority. In order for an employee to be eligible for paid sick days when an employee is unable to work, the employee must intend to return to work.

The Authority may request an employee who is absent for three (3) or more consecutive days to obtain a medical verification from his/her physician certifying that he/she is able to resume his/her regular job responsibilities. If medical verification is requested it must be presented to the supervisor before the employee will be allowed to return to work. Paid absence days may be used only for periods of actual incapacity.
SHA has established a policy for donating accumulated sick leave to a co-worker. Employees who wish to donate their unused earned sick leave to another employee who has exhausted their paid leave may do so by written request to Human Resources. Hours donated must be in 4-hour increments.
VII. Personal Leave
All full-time employees shall have one (1) personal leave day per calendar year commencing the beginning of each calendar year (Jan.1st), after the initial evaluation period has been completed. Personal leave days must be used in the year in which they are earned; they are not cumulative and must be taken in eight (8) hour increments. Personal days except in emergency situations must be requested in writing two weeks in advance and approved in advance by the president.
VIII. Family & Medical Leave Act (FMLA)
SHA provides (A) disability leave as required to reasonably accommodate employees with a qualified disability under the Americans with Disabilities Act (ADA) or with a workplace injury; and (B) leave for other legally required absences as set forth below. Employees having any questions regarding this policy should contact the Director of Human Resources for added clarification.
Leave of Absence
A. Pregnancy-Related Disability Leave or Transfer
1. Eligibility and Duration:
Any employee may take up to ninety (90) days leave of absence during a 12-month period for the birth or adoption of a child. The employee must first exhaust any accrued vacation and sick time before becoming eligible for authorized unpaid disability related leave.
(a) Temporary Transfer before Childbirth
Any employee affected by pregnancy is entitled to transfer temporarily to a less strenuous or hazardous position or to less strenuous or hazardous duties if the transfer is medically necessary and the transfer can be reasonably accommodated.

2. Substitution of Paid Leave for Pregnancy-Related Disability Leave:
An employee taking pregnancy-related disability leave must substitute any available sick pay for her leave and may, at her option, substitute any accrued vacation time for her leave. The substitution of paid leave for pregnancy-related disability leave does not extend the total duration of the leave to which an employee is entitled.

B. Legally Required Leaves of Absence
Employees will be granted a leave of absence, as required by law, for the purpose of fulfilling any required legal or military obligation (for example: jury duty, appearance as a witness in a legal proceeding, military-reserve duty, appearance at school by a parent when requested pursuant to the Education Code or performance of emergency duty). Some form of verification should be presented so that leave of this type may be granted.

C. Leave for Family-Care and Medical-Leave Purpose
Such leave is generally taken to care for a spouse, child or parent who has a serious health condition, or when you are unable to work because of your own serious health condition. It is also frequently used for leave due to the birth of a child or to bond with a newborn child.  This leave applies to men and women equally. To request such leave, please contact HR. Employees who request family care leave or medical leave may first use accrued sick leave time and annual leave before resorting to unpaid leave.

D. Other Leaves of Absence
Situations sometimes arise, beyond your control, which interrupt regular work attendance. Where the needs of the Authority permit, the Authority will consider requests for unpaid personal leaves of absence for regular, full-time and part-time employees who have worked continuously at least one (1) year prior to the requested leave. It is expected that a request for leave generally will be for an important reason.

Any eligible employee who desires to take a personal leave of absence from work must first obtain permission for a personal leave of absence. All requests for personal leaves shall be submitted in writing to HR. Whenever possible, requests shall be made at least fourteen (14) days prior to the leave of absence. The president shall notify you of this decision and if the leave of absence is granted the president will explain and provide a written copy of the terms and conditions of the personal leave of absence.

Unless expressly stated in writing and signed by the president, employee benefits (e.g., annual leave, personal leave, paid sick days) will not accrue to an employee on an unpaid personal leave of absence. An employee will be returned to the same or comparable position after the leave, based upon the following: the needs of the Authority; the length of the leave; and the prior performance of the employee.

No person has the authority to guarantee an employee's position with the Authority. If an employee's position is available after a leave of absence or the employee is offered a comparable position, the employee's failure to return to work on the day specified will be construed to be a voluntary resignation by the employee. Prior to returning from a leave of absence involving medical incapacity, an employee may be required to submit to the President a medical report from his/her physician certifying that he/she is able to resume the regular job responsibilities of his/her position.

The employee's employment with another employer while on leave of absence will automatically constitute a voluntary resignation.

E. Bereavement
Bereavement leave is provided expressly for a period not to exceed 3 days of bereavement and for attending the funeral of a family member.

A family member, for bereavement purposes, is defined as spouse, daughter, son, sister, brother, mother, father, mother-in-law, father-in-law, granddaughter, grandson, grandparents, aunt, uncle, sister-in-law, or brother-in-law. Bereavement for anyone other than those family members referred to above will require the use of sick leave or vacation.

If more than three days bereavement leave is needed, prior approval must be obtained from the President. Such leave must be earned leave and if exhausted, unpaid personal leave may be used.

Part-time and temporary employees are not eligible for bereavement benefits, but may be granted unpaid time off for this purpose, upon request, in accordance with these procedures, in the President's discretion.

IX. Jury Duty/Court Appearance
Employees who have received a notice or summons for jury duty, will be granted regular paid leave for the duration of the period for which called, unless released earlier, without charge to annual leave. However, the employee must deliver to the Authority a copy of the summons for jury duty received by the employee within ten (10) days of the date of issuance of the summons to the employee. Employees are required to return to work each day or portion of the day that they are not selected for jury duty or called for a witness.

This policy does not apply when an employee is a defendant or plaintiff in a civil or criminal suit. If an employee is subpoenaed to appear in court, he/she will also be granted regular paid leave.

X. Voting Time
All employees are entitled and encouraged to exercise their right to vote and will be given time off not to exceed 1 hour between the time of opening and closing of polls in which to vote in a general, primary or special election.

The Authority will make reasonable efforts to grant employees time off at the requested time. However, the needs of the Authority are paramount, and the Authority reserves the rights to specify the hours during which employees may be absent from work for this purpose.

XI. Military Leave
Military Leave is granted to employees to receive time away from work to serve in any branch of the military service of the United State of America and to comply with applicable law.

XII. Overtime Pay
Compensation for overtime shall be paid in accordance with applicable Federal and State law.

1. Pre-authorization
All overtime must be authorized in writing, in advance, by the supervisor.
2. Overtime Pay
Employees will be paid overtime at 1.5 times the rate of pay. Overtime is calculated when the employee exceeds forty (40) hours worked during a workweek. Hours worked include all time that an employee is required to be on duty and all time that the employee is permitted to work. Vacation and sick leave hours are not counted as hours worked even though they are paid hours.
3. Workweek & Work Day
Unless otherwise provided, the workweek on which weekly overtime calculations will be based begins each Monday at midnight, and each workday on which daily overtime calculations will be based begins at midnight.

4. Maintenance On-Call
Maintenance staff will be responsible for taking call. Call will be assigned on a weekly basis. One person will take call for all properties and such person will be paid $50.00 for being on-call for the week. The staff person will denote at the bottom of their timecard that they took call for the week and the supervisor will sign off. On-call staff must submit an emergency request form to their supervisor for each emergency they are called to during their call period. Each of these must be turned in within 24 hours of providing on-call service. The staff member is to record only the time worked at the location of the emergency. The form will automatically include pay for an additional 30 minutes of time for travel. On call hours worked will only be paid at an overtime rate if the employee has worked their normal 40-hour workweek.
[bookmark: _TOC_250001]TRAINING
The agency encourages continued training, education, and certification. It is the policy of the agency to provide high-quality services to the public by assisting staff in improving their job performance skills. Training is a tool for the development of employees in the attainment of departmental long-term goals.
1. Eligibility: All regular, fulltime staff is eligible to participate in training/continuing education. Employees must submit a request form to the supervisor with final approval by the President.
2. Amount: The Director may approve reimbursement/payment for a maximum of $5,000.00 per request for an individual requesting training or continuing education.
3. Eligible Training:	The agency may cover training/schooling/certification costs associated with specific job skills which enhance the employee’s skill set and benefit the agency.
4. Reimbursement Agreement: Employees will be required to sign a reimbursement agreement for training/classes/certifications only if their training cost exceeds $500.00. SHA requires that an employee must stay with the agency for 24 months following any type of completed training/certification funded by the agency. If the employee leaves less than one year after certification is received SHA will require the employee to reimburse the agency 100% of costs incurred. If the employee leaves after one year but before two years the employee will have to reimburse the agency 66% of cost incurred.
[bookmark: _TOC_250000]EMPLOYEE RESPONSIBILITIES
I. General
All employees are expected to observe the Authority's policies and procedures and to perform their assigned duties in a satisfactory manner. Such observance would include, but not be limited to, work as scheduled; recording time at the proper hours; being at your place of work during working hours; following the instructions of your supervisor; taking responsibility and care of Authority property and equipment assigned to you; and obeying safety regulations and other policies and practices of the Authority.
II. Attendance and Punctuality
It is expected that all employees be at work on time and work a full day. Good attendance by all employees is essential to our operation. Each employee is needed on the job every day. When an employee must be absent or tardy, that puts a burden on other employees who must perform the work of the absent employee. Employees must call their supervisors to report their absence from work no later than their designated start time. Unexcused absences or tardiness, other than for instances permitted in this manual, may result in disciplinary action or termination of employment.

III. Dress Code
All employees are required to wear appropriate dress and/or uniform while employed at the Authority. The Director of Human Resources will inform new employees of uniform regulation or dress requirements. Prohibited clothing includes shorts, miniskirts, jeans, and T-shirts other than SHA shirts.
Maintenance staff will be provided with six navy blue work pants and uniform shirts, which they will be expected to wear every work day. In addition, maintenance staff will be provided an allowance to purchase a pair of steel toed work boots each year. They will be permitted to turn in a receipt and request reimbursement for the work boots. Office staff working with the public on a daily basis will wear the SHA provided shirts with casual pants or dress business casual.
An employee who reports to work in inappropriate attire may be asked to leave and will not be paid for time missed from the workday as a result.
IV. Safety
All employees are required to conduct themselves in a safe manner. Please use good judgment and common sense in matters of safety, observe any posted safety rules.
If any employee is injured on the job, the employee is to report the incident to the supervisor immediately. The supervisor must report the accident immediately to Human Resources. HR will work with the supervisor to complete the accident report and forward it to the Worker’s Compensation Carrier in a timely manner. In addition, HR will follow up with a drug test to be done on any employee filing an accident report. The test is to be done as soon as the employee is stable.
V. Media
Employees other than the President are strictly prohibited from speaking to the media; unless directed otherwise by the President. Specific policies relating to the use of social media is included in the IT section of the policy.
VI. Smoking
SHA is a smoke free working environment. No smoking is allowed within any SHA facility.  This includes the use of e-cigarettes.

HARASSMENT

I. General Policy
It is illegal to harass others based on their sex, age, race, color, national origin, religion, marital status, citizenship, disability and other personal characteristics. Harassment includes, but is not limited to, making offensive or derogatory remarks, “jokes” and other verbal, physical and visually offensive behavior.

The harassment of another employee will lead to disciplinary action up to, and including, immediate termination in cases of gross misconduct.

Any employee who believes he/she has been harassed should speak first with his or her supervisor. If speaking to the supervisor is not feasible under the circumstances, the employee may go to the next level supervisor and the President, if necessary, in an attempt to reach a resolution. It is the supervisor’s duty to listen to such complaints and refer them to HR. Supervisors must immediately report any reports of harassment to the President.
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II. Sexual Harassment
The Authority is committed to maintaining a workplace free from sexual harassment. Sexual harassment is a violation of Title VII of the Civil Right Act of 1964, as well as State discrimination laws. The Authority will not tolerate such misconduct. This policy serves to protect all employees, applicants, guests and other persons visiting our premises. Sexual harassment is prohibited, whether directed towards men or women. Reprisals against individuals filing complaints under this policy will not be tolerated. Employees who violate this policy will be subject to discipline, including possible discharge. Other persons who violate this policy will be subject to expulsion from the Authority’s premises. Any supervisor or manager who receives a complaint and does not act upon it under the procedures of this policy will also be subject to discipline, including possible discharge.

III. Definitions
Sexual harassment is unwelcome sexual advances, requests for sexual favors or verbal conduct or physical contact of a sexual nature when:
· submission to such conduct is either implied or stated to be a term or condition of employment or a factor in evaluating the individual’s job performance, eligibility for promotion, eligibility for an increase in compensation or any other component of employment; or
· such conduct interferes either directly or indirectly with an individual’s work performance by creating a hostile, offensive or intimidating environment.
Sexual harassment includes but is not limited to:
· unwelcome social advances such as repeated uninvited requests for social dates, dinners or any other non-business-related activity where the invitee has indicated that she/he is not willing to accept such invitations.
· verbal harassment such as sexual innuendo, demands or request for sexual favors, comments or jokes of a sexually vulgar nature, including threats or slurs, remarks about an individual’s physical anatomy, derogatory comments about gender or sexually explicit telephone calls.
· Physical harassment such as sexual advances, touching (or the threat to touch) in a sexual manner, physical interference with normal work or movement, or otherwise invading the personal privacy of employees inside or outside the workplace.
· distribution or display of written or graphic sexual material such as sexually oriented magazines or posters, nude pictures or sexually explicit writings of any kind.
Occasional compliments of a socially acceptable manner or statement or acts that are acceptable to all elements of society are not sexual harassment.

IV. Procedure
Any individual who feels sexually harassed by a supervisor, manager, co-worker, subordinate or other person should take the following course of action:

(a) Tell the offending individual(s) to stop the harassment. State your objection to the action and the specific behavior to which you object. If this discussion does not resolve the problem, if you fear reprisals will result from such discussion, or if you are uncomfortable confronting the harassing individual, proceed to step (b).

(b) Inform your supervisor of the situation, or if it is the supervisor harasser or if you feel uncomfortable telling your supervisor, inform another supervisor or management employee with whom you feel comfortable, or inform the President.

(c) Only if the harassment complaint is against the President, should the employee contact the Board Chairman. The Chair shall then notify the entire board of the complaint via email and copy the board attorney.

(d) All complaints received by anyone in management will be directed to the Director of Human Resources for investigation unless the complaining employee specifically requests otherwise. During the course of the investigation, the complaining employee’s identity, as far as possible, will be withheld from all involved parties. The Authority will attempt to do the utmost to protect the privacy of the complaining employee and to protect the integrity of any individual who may have been wrongfully accused of sexual harassment.

(e) The investigation will be thorough and will usually be completed within 10 business days. The Director of Human Resources shall present all documentation received and preliminary findings and recommendation to the president and the immediate supervisor.  As soon as possible thereafter, the president and the harasser's immediate supervisor will tell the harassing employee what, if any, discipline will result.

(f) The outcome will be shared both in writing and verbally with the involved persons and written documentation will be properly noted in the employee’s Personnel file.

(g) If the accused harasser is not an employee of the Authority, upon completion of an investigation which indicates that harassment did occur, the Authority will take corrective action. Possible actions range from letters of objection to the accused harasser, to refusal to allow the alleged harasser on Authority premises.

TRAVEL REPORTING AND REIMBURSEMENT

State Statutes authorize a housing authority to approve and implement policies for per diem, travel, and other expenses of its officials, officers, board members, employees, and authorized persons in a manner consistent with federal guidelines, exclusive of the statutory rates established in Section 112.061(6)(a), State Statutes, Section 112.061(6)(b), State Statutes, and Section 112.061(7)(d)l, State Statutes, respectively.

The United States General Services Administration establishes rates for per diem, subsistence, and mileage for business travel which are accepted by the Internal Revenue Service without documentation of expenses. These rates are published for public use on the web and will be used as specified on the GSA web site. SHA will also utilize the breakdown of per diem offered by GSA.

The use of privately owned vehicles for official travel in lieu of publicly owned vehicles or common carriers may be authorized by the agency head or his or her designee. Whenever travel is by privately owned vehicle, the traveler shall be entitled to a mileage allowance at the current rate set by the IRS.

RULES AND REGULATIONS

To achieve its objectives in an orderly, efficient and safe manner; to facilitate cooperation between employees; to assure the rights and interests of employees and the Authority are maintained, the Authority must have and enforce certain written and unwritten rules and procedures regarding the conduct of its employees.

It is essential to the successful operation of the Authority's business and the welfare of its residents, participants and employees that fairly established standards of discipline, health, safety, attendance, workmanship and honesty be maintained. Disregard or violation of these rules and regulations, inability or unwillingness to meet such established standards or unauthorized disclosure of confidential facility matters will subject an employee to warning, suspension, or discharge, in the President's discretion, in accordance with these rules and regulations.

SOLICITATION AND DISTRIBUTION OF LITERATURE

To avoid disruption of operations or disturbance of clientele, the following rules apply to solicitation and distribution of literature on the Authority's premises:

I. Employees
Solicitation, for any purpose, is prohibited during working time. Thus, solicitation must be confined to periods when employees are on non-working time. Further, an employee may not distribute materials at any time, for any purpose in working areas. Employees may not distribute materials anywhere during working time. Thus, distribution must be confined to periods when employees are on non-working time, and in non-working areas.

Non-working time refers to the period(s) during the employee's workday when the employee is not engaged in the performance of work, such as meal and break periods, immediately before or after the employee's work hours, or other times when no work is expected to be performed.


II. Non-Employees
Persons not employed by the Authority may not solicit, or distribute literature, on the Authority's property, at any time, for any purpose. The Resident Council may distribute material to residents so long as the materials are approved by SHA (shall not be unreasonably denied) and is limited to resident council business.

CONFLICT OF INTEREST

Employees are expected to devote their best efforts and attention to the full-time performance of their jobs. They are expected to use good judgment, to adhere to high ethical standards and to avoid situations that create an actual or potential conflict between the employee's personal interests and the interests of SHA. A conflict of interest exists when the employee's loyalties or actions are divided between SHA's interests and those of another, such as a competitor, supplier or customer. Both the fact and the appearance of a conflict of interest should be avoided. Employees unsure if a certain transaction, activity or relationship constitutes a conflict of interest should discuss it with the President for clarification and written instruction.

While it is not feasible to describe all possible conflicts of interest that could develop, some of the more common conflicts, from which employees should refrain, include the following:

· Accepting personal gifts/cash gratuities or entertainment from tenants, suppliers/vendors or potential suppliers;
· Conducting financial transactions of any kind with residents, other than accepting payment for official charges posted to a resident’s account;
· Working for a supplier/vendor or customer;
· Using proprietary or confidential Agency information for personal gain or to SHA's detriment;
· Having a direct or indirect financial interest in, or relationship with a vendor, customer or supplier, except that ownership of less than 1 percent (1%) of the publicly traded stock of a corporation will not be considered a conflict;

· Taking and/or using Agency assets or labor for personal use;
· Acquiring any interest in property or assets of any kind for the purpose of selling or leasing it to SHA; or
· Committing SHA to give its financial or other support to any outside activity or organization.
If an employee or someone with whom an employee has a close relationship (a family member or close companion) has a financial or employment relationship with a customer, supplier or potential supplier, the employee must disclose this fact in writing to the President.

Employees shall not enter into a romantic or sexual relationship with a vendor/supplier, a subordinate employee, or a resident, as a conflict of interest may exist where decisions may be influenced by the relationship rather than what is in the best interest of SHA.
Employees may engage in outside employment, provided they disclose such employment and receive written approval from the President to evidence no actual or perceived conflicts.
Failure to adhere to this guideline, including failure to disclose any conflicts or to seek an exception, will result in discipline up to and including termination of employment.

PROHIBITED POLITICAL ACTIVITIES
Each employee has the right to vote as he or she chooses and to express his or her opinions on political subjects or candidates. However, Authority employees and officers are prohibited by federal law [5 U.S.C. Section 1502] from taking part in the following political activities:
A. Using their official authority or influence for the purpose of interfering or affecting the result of an election or a nomination for office;
B. Directly or indirectly coercing, attempting to coerce, commanding, or advising a State or local officer or employee, including another employee of the Authority, to pay, lend, or contribute anything of value to a party, committee, organization, agency or person for political purposes; or
C. Being a candidate for elective office.

Employees who have questions about their involvement in political activities, or who believe that others may be involved in political activities in violation of this provision, are encouraged to consult the President.

BOARD INTERACTION

The staff of the housing authority is employed at the discretion of the president, whom is the sole employee of the SHA Board of Commissioners. The interaction of the staff with the Board of Commissioners should be limited and respectful of an open environment. Staff should not circumvent supervisors and agency leadership by going directly to commissioners, especially to address issues that they have not first communicated to a supervisor and agency leadership (respecting the chain of command). No Commissioner shall make, nor attempt to direct, day-to-day management decisions of the SHA.

PAYROLL

I. Work Schedule
SHA business hours are 7:30am to 5:00pm Monday through Thursday and 8:00am to noon on Friday except on designated holidays. It is SHA’s policy that all regular, full-time employees work a regular 40-hour work week. Staff at SHA may have varying work schedules depending on the work schedule, including lunch breaks) agreed to by consensus in each department. Employee must call-in within 30 minutes of their start time to their immediate supervisor or the Administrative Office if they are unable to report to work. If the employee receives an answering service, they shall leave a message and call back to speak directly to their supervisor or the Administrative Office regarding the absence. Failure to do so will result in an unauthorized absence and subject employee to disciplinary action up to and including termination. An employee may only take two (2) 15-minute breaks within their work day at times designated by the supervisor.

For all full-time employees, the work week shall consist of forty hours. Employees are expected to be working on the premises during their regularly scheduled hours, unless they have properly notified their supervisor of illness or other absence.

Leaving the premises during the working hours without the express consent of your supervisor is not permitted. If your supervisor grants you permission to leave the premises for non-work reasons, you will be required to note the time off on your time record.

Any employee that exceeds time allocated for lunch must submit a leave slip for any time absent beyond such allocated lunch time. In this instance, leave is taken in 15-minute increments.

II. Time Cards and Pay
Your time record is the basis for computing your pay. All employees must record time worked each day. Time records must be totaled and signed by the employee and the immediate supervisor and presented to the Personnel & Finance Manager at the end of the last working day of each pay period.

1) Time Card Policy for hourly (non-exempt) employees. It is your responsibility alone to care and maintain your timecard so that your daily entries are recorded accurately. Accounting will NOT accept your timecard for processing if it has any written entries and/or notations on it. Your failure to comply with your responsibility will require SHA to take the following corrective steps to encourage your consistent compliance with these procedures.
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A. 1st and 2nd Incident – written reprimand recorded by your immediate supervisor in a memorandum attached to your timecard in question, with a copy to your personnel file.

B. 3rd and 4th Incident – One (1) day disciplinary suspension without pay issued by the President upon notification by your immediate supervisor of these incidents of non-compliance.

C. 5th & 6th Incident – Three (3) day disciplinary suspension without pay issued by the President upon notification by your immediate supervisor of these incidents of non-compliance.

D. 7th Incident – Dismissal

If an employee completes a period of twelve (12) months between incidents, the corrective procedure will begin anew.

As a reminder and in addition to the above-mentioned corrective actions, SHA employees who punch or alter, in any way, another employee’s timecard subject themselves to disciplinary action.

Payroll is processed bi-weekly. The housing authority requires pay to be transacted via direct deposit. Employees who do not have a checking account may apply for a debit card to have their pay directly deposited to the debit card. Paystubs will be distributed the week in which payroll is processed.  Paystubs are only issued to the person named on the stub unless advance arrangements have been made with the President to deliver the paystub by mail to the person named or to deliver it to another person pursuant to a written consent signed by the named person. The employee should examine paystubs as soon as received and any errors or discrepancies reported immediately to the Director of Human Resources.

III. Pay Period
The regular pay period is two (2) weeks. The workweek begins on Monday at 12:01 a.m. and ends seven (7) days later on Sunday at 11:59 p.m. Paychecks will be issued every two (2) weeks.  Changes  in job title, rate of pay, etc. will be effective at the beginning of the next regular pay period following the date of the change.

USE OF SHA PROPERTY AND EQUIPMENT

It is the intent of SHA to supply its employees with the equipment, supplies and materials necessary for superior performance of their assigned jobs. Equipment, tools, materials and supplies that belong to SHA shall not be used or removed from SHA property except in the conduct of SHA business.

Equipment assigned to employees’ peculiar to their particular skills, crafts and assigned duties shall be maintained and kept in good working condition by SHA. If it is found that the equipment is being abused, the employee shall be reprimanded, suspended, placed on suspension or terminated depending on the seriousness of the abuse.  If it is determined that the employee is negligent in the proper storage of tools, materials or supplies and they are misplaced or lost or stolen, the employee will be asked to replace same because of negligence.

DISCIPLINE PROCEDURE

Except as set forth below, discharge for poor performance ordinarily will be preceded by an oral warning and a written warning.

SHA reserves the right to proceed directly to a suspension or to termination for misconduct or performance deficiency without resort to prior disciplinary steps when SHA deems such action appropriate and in the best interest of the agency and/or its customers. Nothing in these rules is intended to modify the at-will nature of your employment with the agency.

Progressive Discipline

Employees who fail to comply with agency rules, HUD regulations, board adopted policies, or have otherwise committed acts of misconduct and/or have shown minor problem(s) meeting job standards, shall be subject to the following progressive discipline by their supervisor.

1. Written Reprimand

The written reprimand should emphasize the importance of the employee’s situation when misconduct has been committed or performance has been below standards.

Procedure:

a. The supervisor will discuss the act of misconduct with employee. If the problem is job performance, the supervisor, in writing, will describe the deficiency, indicate corrective actions. At an appropriate future date, the supervisor will determine if improvement is achieved within the required time.

b. A copy of the written reprimand dated and signed by the supervisor will be made a part of the employee’s personnel file.

2. Suspension Without Pay

Employees may be suspended from active duty for misconduct or poor performance when the problem areas are clearly documented by the supervisor subject to approval of the President. A suspension is effective upon approval by the President or his/her designee. A suspended employee shall lose all rights to wages during the period of suspension, but shall not lose other employee rights and benefits. Suspension shall be from 1-5 days at the discretion of the President depending on severity of the problem.

Procedure:

a. Misconduct: If the supervisor’s decision is to suspend without pay for misconduct, the supervisor will meet with the employee and discuss the problem and any previous disciplinary actions as applicable. The supervisor will prepare a written statement which will state how long the suspension is to last and that any additional problem would subject the employee to termination.

b. Performance: An employee, who is suspended for poor job performance, will be placed on a 90-day performance evaluation period upon return to work.     Specific employee improvement tasks will be established as part of a Performance Improvement Plan (PIP). Specific job standards will be set, short term goals should be met within 30 days and long-term goals should be met within 90 days, at which time a second performance evaluation will be performed. The written statement prepared by the supervisor will also inform of the consequences of failure to bring conduct and/or performance up to the required level. A copy of the PIP will be given to employee.

· Two copies of the PIP are to be signed and dated by employee and supervisor.
· A copy of the PIP will be placed in the personnel file
c. Surrender of Property: Upon your suspension, employee shall turn in SHA keys, radio (phone), and vehicle to the agency supervisor taking such action.

3. Involuntary Termination

Only the president can terminate an employee and such decision is final and not subject to appeal. When a supervisor wishes to recommend termination, he/she shall submit written recommendation to the president. The president shall notify the board of all involuntary terminations.

Potential Discipline

No guide will substitute for the President's judgment in the use of the forms of discipline discussed above. However, general guidelines are offered as an aid to imposing equitable solutions where possible to disciplinary problems that may arise. Nothing in these rules is intended to modify the at-will nature of employment with the Authority.

1. Some Major Violations that may Result in Immediate Discharge:

The following infractions include some, but not all, of the major violations, which shall be grounds for immediate discharge of an employee, even for a first offense, depending upon the circumstances:

a) Stealing from a resident, visitor or other employee, or from the Authority.

b) Possession, use, sale, purchase or being under the influence of alcohol, or of an illegal drug during working time or on Authority premises.  "Illegal drug" means any drug
(a) which is not legally obtainable or
(b) which is legally obtainable but obtained, including prescribed drugs not legally obtained and prescribed drugs not being used for prescribed purposes.

A determination of whether an employee is "under the influence" can be established by a professional opinion, a scientifically valid test, and, in some cases, by a layperson's opinion. In any event, an employee will be conclusively considered "under the influence" of illegal drug(s) if at the time they are tested the drug test reveals that the employee has illegal drugs in his/her system. An employee will be conclusively considered "under the influence" of alcohol if at the time they are tested

an alcohol test reveals a concentration of 0.1 percent of alcohol in the employee's blood stream.

c) Unauthorized possession or use of a weapon of any type during working hours or on Authority premises. Any employee with a permitted weapon shall store it under lock and key as directed by the President.

d) Insubordination or refusal to obey instructions (disobedience or disregard of the President, an immediate supervisor, or some other person in authority).

e) Destruction or damage to property belonging to the Authority or to any person.

f) Abusing or attempting to injure in any way a resident/participant or any other person.

g) Altering, falsifying or making a willful misstatement of fact on any work record, employment application, or timecard.

h) Verbal or written threat to injure or harm any other person.

i) Failure to report injury, accidents or safety hazards involving a resident or staff [such reports may be confirmed in writing in an appropriate log].

j) Completing another person's time record or asking another person to complete your time card.

k) Asking for, or accepting, tips or gratuities of any kind from residents/participants or the families of residents/participants.

l) Revealing to any person any confidential information concerning a resident/participant, other than to an employee working with the resident/participant.

m) Fighting or provoking a fight.

n) Unless reasonable accommodations are necessary and approved, failure to meet health test requirements, where the test is not satisfactorily completed within seven (7) days of the required date (employees not meeting health test requirements will not be permitted to work until the test is satisfactorily completed).

o) Any misconduct which, in a prudent person’s judgment, is so serious as to warrant immediate discharge.

2. Other Offenses:
Other offenses may subject an employee to the imposition of one of the progressive disciplinary forms as follows:

First Offense	-	Written Warning Reprimand Second Offense-	Suspension 1-5 days
Third Offense -	Termination

The administration of discipline by the president, or his/her designee, may embrace all the disciplinary forms in this three-step process in a progressive manner, or may include only one of them, depending upon the gravity of the offense and other circumstances.
As previously mentioned, there is no exhaustive list of all possible offenses. However, the following should be used as a guideline for the types of infractions, which may fall within this progressive disciplinary process:

a) Gambling on Authority premises.

b) Unauthorized posting, removal or tampering with items on Authority bulletin boards.

c) Playing radios or other equipment loudly, so as to disturb residents or others.

d) Unauthorized use of telephones or other equipment for purposes other than for SHA business.

e) Loitering in work areas when scheduled to work.

f) Failure to follow dress code and good hygiene.

g) Smoking in unauthorized areas.

h) Engaging in horseplay or otherwise acting in an unsafe manner.

i) Failure to notify the President of address or telephone number change(s), which the Authority shall keep confidential.

j) Failure to be in your assigned workplace at starting time or quitting time.

k) Failure to record time.

l) Any swearing or obscene language, or discourteous language to another employee, a resident/participant, or visitor.

m) Being in an unassigned area during working hours without permission, other than in the line of duty.

n) Overstaying rests or lunch period.

o) Failure to follow any work standard or any policy or procedure established by the Authority.

p) Inefficiently or negligently performing assigned duties.

q) Loafing or sleeping while on working time.

r) Unauthorized use of cameras or recording devices.

GRIEVANCE PROCEDURE
1. Purpose and Scope

The purpose of the Grievance Procedure is to afford all employees of SHA the opportunity to seek internal resolution of their work-related complaints. This policy is intended to supplement the open-door policy of the president as set forth in this Manual, which states the philosophy of SHA that, all employees have free access to their immediate supervisors or to other appropriate Agency supervisors of their choice to informally express their work-related concerns. The Authority encourages prompt and informal resolution of disputes as they arise. A sincere attempt shall be made to resolve any dispute informally, however, if no informal resolution is possible, employees may invoke this Grievance Procedure in any dispute arising out of or relating to their employment relationship. This Grievance Procedure is intended to provide employees with recourse to orderly procedures for the adjustment of disputes. Employees are expected to exhaust all avenues available under this Grievance Procedure rather than resorting to any civil action or filing other claims concerning any dispute arising out of or relating to the employment relationship.
2. Procedure

a) Filing of Grievance (Other Than Terminations)

Employees may file written grievances no more than (7) business days after the events that give rise to the employee's work-related concerns. The written grievance should detail the basis for the employee's grievance and any resolution sought.
Step 1, Human Resources: Within seven (7) business days after the dispute or concern, an employee must present the grievance to Human Resources and notify Human Resources that he/she is formally invoking this Grievance Procedure. Human Resources shall hear and consider the grievance and respond to the grievance in writing within seven (7) business days after the grievance has been filed.
Step 2, President: Within three (3) business days after Human Resources has responded to the grievance in writing with the grieving employee, thereby completing Step 1, the employee may request a grievance hearing with the CEO. The employee must notify the CEO that he/she is invoking Step 2 of this grievance procedure and explain the grievance. Within seven (7) business days of the invocation of Step 2, the CEO shall hear the grievance. Within ten (10) business days after the invocation of Step 2, the CEO shall issue a written decision. The time limits provided for Steps 1 and 2 may be extended by the CEO. If more than 14 days are required to resolve the matter, the grieving employee shall be given written notice.

Decisions resulting from Step 2 reviews by the CEO will be final and may not be appealed to the Board. However, this does not preclude nor restrict the employee’s right to seek judicial relief.
b. Grieving a Termination

An employee who is terminated may request a grievance hearing directly with the CEO within three (3) business days of being terminated. The CEO’s decision regarding the grievance hearing shall be final and may not be appealed to the Board.
3. Nonretaliation

If an employee has filed a grievance in good faith, the employee should not be disciplined or otherwise penalized because of the grievance, regardless of whether or not the grievance is sustained.

SECURITY AND CONFIDENTIAL INFORMATION

The security of employees, employee property and Agency property is of vital importance to SHA. All employees share responsibility to ensure that proper security is maintained.

1. Confidential Information

Confidential information is any Agency information that is not known generally to the public or the industry. Customer lists, customer files, personnel files, computer records, financial data, process descriptions, grant applications, etc., are examples of confidential information.

However, any record/information defined as “public information” under any federal/state/local law is exempt from this requirement.

In addition to observing this policy, you will be asked to sign a written nondisclosure/confidentiality agreement.

The Authority maintains certain information which it considers to be confidential, including but not limited to the following: Authority employee information; client information; and any and all other confidential information provided by the Authority to the employee and which is maintained as confidential and/or marked as "confidential."

The materials, products, designs, plans, ideas, data and all other proprietary and confidential information belonging to the Authority are the property of the Authority and should never be given to an outside firm or individual without appropriate authorization from the President. Any improper transfer of material or disclosure of information, even though it is not apparent that an employee has personally gained by such action, constitutes unacceptable conduct. Any employee who participates in such a practice will be subject to disciplinary action, including termination, and possible legal action.

Unless required in the course of their business responsibilities, no employee is authorized to make copies, excerpts or compilations of any of the confidential information or to take that information from the Authority's premises without the permission of the President.

2. Proprietary Information

Agency property includes not only tangible property like desks and typewriters, but also intangible property such as information. Of particular importance are proprietary information and confidential information. Proprietary information includes all information obtained by Agency employees during the course of their work. This Manual, for example, contains proprietary information.

All employees must observe good security practices. They are expected to keep proprietary and confidential information secure from outside visitors and all other persons who do not have a legitimate reason to see or use such information.

Agency rules regarding document control, restricted access to areas of the facility and other such procedures must be strictly observed by each employee. Failure to adhere to Agency policies regarding confidential information will be considered grounds for discipline including dismissal.

3. Security Regulations

Agency will establish the rules for maintaining control of entrances, exits, restricted areas, document control and record keeping. Specific rules regarding the protection of Agency property, traffic throughout the developments and designation of restricted areas are issued by the President and posted on Agency bulletin boards. Employees are expected to abide by these rules.

AGENCY PROPERTY

In order to ensure access at all times to Agency property and because employees properly in possession of Agency property or information related to agency business may not always be available to produce the property or information when needed in the ordinary course of SHA’S business, SHA reserves the right to conduct a routine inspection or search at any time for Agency property on Agency premises. SHA reserves the right to access information and communications stored on Agency Technology Resources at all times.

IT USE AND PRIVACY

II. Overview
· Sample Housing Authority’s intentions in publishing the Acceptable Use Policy are to help protect employees, partners and the company from illegal or damaging actions (knowingly or unknowingly) by individuals.
· It is the responsibility of every system user to know these guidelines, and to conduct their activities accordingly.

III. Purpose
· The purpose of this policy is to outline the acceptable use of computer, communications, and electronic information systems while performing Sample Housing Authority related job functions. These rules are in place to protect the employee and Sample Housing Authority. Inappropriate use exposes Sample Housing Authority to risks including virus attacks, compromise of network systems and services, and legal issues.

IV. Scope
· This policy applies to employees, contractors, consultants, temporaries, third parties, and other workers at Sample Housing Authority. This policy applies to all systems owned, leased, or used, including but not limited to computer equipment, software, operating systems, storage media, network accounts, electronic mail, internet, chat rooms, blogs, electronic communications systems, and mobile phones, in the course of performing Sample Housing Authority related job functions or conducting business with, for, or on behalf of Sample Housing Authority.
· Corporate owned systems are to be used exclusively for business purposes in serving the interests of the company, and of our clients and customers in the course of normal operations.

 (
33
)
V. General Use and Ownership
· Users should be aware that the data they create on the corporate systems remains the property of Sample Housing Authority. Because of the need to protect Sample Housing Authority's network, management cannot guarantee the confidentiality of information stored on any network device belonging to Sample Housing Authority.
· Employees are responsible for exercising good judgment regarding the reasonableness of personal use. If there is any uncertainty, employees should consult their supervisor or manager.
· For security and network maintenance purposes, authorized individuals within Sample Housing Authority may monitor equipment, systems and network traffic at any time, per Sample Housing Authority’s Audit Policy.
· Sample Housing Authority reserves the right to audit or monitor networks and systems to ensure compliance with this policy.
· All system users are responsible for ensuring that any information on their personal or business system, that is critical to the continued operation, security, safety, or reporting of financial information for Sample Housing Authority, is backed up and secured on a regular and appropriate basis.

VI. Security and Proprietary Information
· Sample Housing Authority information contained on company and personal systems should  be labeled as either confidential or not confidential. Examples of confidential information include but are not limited to: company financials, competitor information, corporate  strategies, trade secrets, specifications, and customer lists. Employees should take all necessary steps to prevent unauthorized access to this information.
· Authorized users are responsible for the security of their passwords and accounts. Passwords should be changed every six months. Passwords are not to be shared and are treated as Confidential Sample Housing Authority information.
· All PCs, laptops and workstations should be secured with a password-protected screensaver with the automatic activation feature set at 10 minutes or less, or by logging-off when the system will be unattended.
· Postings with Sample Housing Authority identifiable information by employees to  newsgroups or forums should contain a disclaimer stating that the opinions expressed are strictly their own and not necessarily those of Sample Housing Authority, unless posting is in the course of business duties.
· All hosts used by the employee that are connected to the Sample Housing Authority Internet/Intranet/Extranet, whether owned by the employee or Sample Housing Authority, shall be continually executing approved and current virus-scanning and anti-spyware software.
· Employees must use extreme caution when opening e-mail attachments received from  unknown senders, which may contain viruses, e-mail bombs, or Trojan horse code.
VII. Unacceptable Use
· The following activities are, in general, prohibited. Under no circumstances is an employee of Sample Housing Authority authorized to engage in any activity that is illegal under local,  state, federal or international law while utilizing Sample Housing Authority-owned resources. This list is by no means exhaustive, but an attempt to provide a framework for activities, which fall into the category of unacceptable use.
System and Network Activities
The following activities are strictly prohibited, with no exceptions:

1. Violations of the rights of any person or company protected by copyright, trade secret, patent or other intellectual property, or similar laws or regulations, including, but not limited to, the installation or distribution of "pirated" or other software products that are not appropriately licensed for use by Sample Housing Authority.
2. Unauthorized copying of copyrighted material including, but not limited to, digitization and distribution of photographs from magazines, books or other copyrighted sources, copyrighted music, and the installation of any copyrighted software for which Sample Housing  Authority or the end user does not have an active license.
3. Any violation of international or US law, is illegal.
4. Introduction of malicious programs into the network or server (e.g., viruses, worms, Trojan horses, etc.).
5. Revealing your account password to others or allowing use of your account by others. This includes family and other household members when work is being done at home.
6. Using a Sample Housing Authority computing asset to actively engage in procuring or transmitting material that is in violation of sexual harassment or hostile workplace laws in the user's local jurisdiction.
7. Making fraudulent offers of products, items, or services originating from any Sample Housing Authority account.
8. Making statements about warranty, expressly or implied, unless it is a part of normal job duties.
9. Effecting security breaches or disruptions of network service. Security breaches include, but are not limited to, accessing data of which the employee is not an intended recipient or logging into a server or account that the employee is not authorized to access, unless these duties are within the scope of regular duties.
10. Port scanning or security scanning is expressly prohibited.
11. Executing any form of network monitoring which will intercept data not intended for the employee's host, unless this activity is a part of the employee's normal job/duty.
12. Circumventing security, system updates, or system policies of any network, system or account.
13. Using any program/script/command, or sending messages of any kind, with the intent to interfere with, or disable, a user's terminal session, via any means, locally or via the Internet/Intranet/Extranet.
14. Using Sample Housing Authority’s access to the Internet for personal entertainment, information, or financial gain. Use of the Internet for soliciting money or for advocating a religious or political cause.
15. Streaming audio/music via internet is strictly enforced.
Email and Communications Activities
1. Sending disruptive or offensive messages or communications, including offensive comments about race, gender, hair color, disabilities, age, sexual orientation, pornography, religious beliefs and practice, political beliefs, or national origin.
2. Sending unsolicited email or communications, including the sending of "junk mail" or other advertising material to individuals who did not specifically request such material (email spam).
3. Any form of harassment via email, telephone or paging, whether through language, frequency, or size of messages.
4. Unauthorized use, or forging, of email header information.
5. Knowingly sending Virus or other Malware is prohibited.
6. Creating or forwarding "chain letters", "Ponzi" or other "pyramid" schemes of any type.
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Social Media
This includes all means of communication or posting information or content of any kind on the internet whether it is posted on your personal space or someone else’s. We kindly remind you that your conduct is a direct reflection of this agency and inappropriate statements may result in disciplinary action up to and including termination of your employment with the agency.

Do’s:
1. Know the policies within this handbook and understand that they apply to work	related social media content.
2. Be respectful of all people around you in the workplace, ie clients, co-workers,	vendors, board members, and other partners.
3. Be honest and accurate when posting information. Post respectful content.
4. Express only your opinion.

Don’t:
1. Speak on behalf of the agency at any time. This is reserved solely for the President.
2. Do not defame, slander, or otherwise post false information.
3. Do not use social media to bully a client, vendor, coworker, or other work associate.
4. Do not gossip or spread rumors relating to the agency.

VIII. Enforcement
Any employee found to have violated this policy may be subject to disciplinary action, up to and including termination of employment.

DRUG FREE WORK PLACE

A. SHA Duty to Comply
SHA has an obligation to its employees, clients and the public at large to reasonably ensure safety in our workplace and in our services, is required to provide a drug-free work environment and to promote drug-free awareness among its employees, in accordance with the Drug-Free Workplace Act of 1988 and prevailing federal regulations.

In accordance with the Drug-Free Workplace Act of 1988 and to promote drug-free awareness among employees, SHA, through the posting of notices and discussions  with  employees,  will inform employees that:

a) Drug abuse in the workplace creates a dangerous environment in the workplace for the employee(s) who engages in drug abuse and endangers the health, safety and welfare of all employees, residents, vendors/suppliers, and other persons in the workplace.

b) It is the policy of SHA to maintain a drug-free workplace. The illegal manufacture, distribution, possession or use of drugs, or acting under the influence of drugs in this workplace is strictly prohibited.

c) Information will be available on a confidential basis from Human Resources on public and private drug counseling, rehabilitation, and employee assistance programs, upon the request of any employee.

d) Penalties may be imposed upon employees for drug abuse violations, up to and including termination of employment and/or criminal prosecution.

e) SHA maintains a zero-tolerance policy towards users/traffickers of illegal drugs.

B. Purpose of Guideline
It is the intent of SHA to maintain a workplace that is free of drugs and alcohol. SHA has a vital interest in maintaining safe and efficient working conditions for its employees and customers. Substance abuse is incompatible with health, safety, efficiency and success at SHA.

SHA has established this Guideline concerning the use of alcohol and drugs. As a condition of continued employment with SHA, each employee must abide by this Guideline.

1. Definitions
"Illegal drugs or other controlled substances” means any drug or substance that (a) is not legally obtainable; or (b) is legally obtainable but has not been legally obtained; or (c) has been legally obtained but is being sold or distributed unlawfully.

"Legal drug" means any drug, including any prescription drug or over-the-counter drug that has been legally obtained and that is not unlawfully sold or distributed.

"Abuse of any legal drug" means the use of any legal drug (a) for any purpose other than the purpose for which it was prescribed or manufactured; or (b) in a quantity, frequency or manner that is contrary to the instructions or recommendations of the prescribing physician or manufacturer.

"Reasonable suspicion" includes a suspicion that is based on specific personal observations such as an employee's manner, disposition, muscular movement, appearance, behavior, speech or breath odor; information provided to management by an employee, by law enforcement officials, by a security service or by other persons believed to be reliable; or a suspicion that is based on other surrounding circumstances.

"Possession" means that an employee has the substance on their person or otherwise under their control.

“Working Under Influence of Alcohol” is defined as the effect produced upon the mind or body by drinking intoxicating beverages to such an extent that the normal condition of the subject (employee) is changed and his/her capacity for rational action and conduct is diminished.

2. Prohibited Conduct
The prohibitions of this section apply whenever the interests of SHA may be adversely affected, including any time the employee is:
· On Agency premises;
· In a resident’s home;
· Conducting or performing Agency business, regardless of location;
· Operating or responsible for the operation, custody or care of Agency equipment, vehicles, or other property; or
· Responsible for the safety of others.
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3. Alcohol
The following acts are prohibited and subject an employee to discharge:

· The unauthorized use, possession, purchase, sale, manufacture, distribution, transportation or dispensation of alcohol; or
· Being under the influence of alcohol.

4. Illegal Drugs
The following acts are prohibited and subject an employee to discharge:

· The use, possession, purchase, sale, manufacture, distribution, transportation or dispensation of any illegal drug or other controlled substance; or
· Being under the influence of any illegal drug or other controlled substance.

5. Legal Drugs
The following acts are prohibited and subject an employee to discharge:

· The abuse of any legal drug;
· The purchase, sale, manufacture, distribution, transportation, dispensation or possession of any legal prescription drug in a manner inconsistent with law; or
· Working while impaired by the use of a legal drug whenever such impairment might:
· Endanger the safety of the employee/co-workers, customer, or some other person;
· Pose a risk of significant damage to Agency property or equipment; or
· Substantially interfere with the employee's job performance or the efficient operation of SHA’Ss business or equipment.
6. Disciplinary Action
A. Discharge for Violation of Guideline
A violation of this Guideline will result in immediate termination.

B. Effect of Discharge on Eligibility for Rehire
Employees who are discharged for a violation of this Guideline will not be eligible for rehire by SHA for at least five (5) years from the date of termination.

7. Drug Testing
A.  Suspicion
If a supervisor has reasonable suspicion that an employee may be under the influence of alcohol or a controlled substance the supervisor may go to the President and/or HR Director and request that a drug screen be done.
8. Consent
All employees will be asked to sign a form acknowledging the procedures governing testing outlined above and consenting to (1) the collection of a urine and or blood sample for the purpose of determining the presence of alcohol or drugs, and (2) the release to SHA of test results. Refusal to sign the agreement and consent form or to submit to the drug test will result in the revocation of an applicant's job offer or will subject an employee to discipline up to and including termination.

9. The Right to a Hearing
If a positive test result has been confirmed, employee is entitled to a meeting with the supervisor, department head, or the President before any disciplinary action may be taken.

10. Confidentiality of Test Results
Except for a claim for unemployment compensation, hearing, or civil litigation where drug use by the tested employee is relevant, all information from an employee’s or applicant’s  drug and alcohol test is confidential and only the President, employee or applicant, or authorized representative of the agency are to be informed of test results. Disclosure of test results to any other person, agency, or organization is prohibited unless written authorization is obtained from the employee or applicant.
11. Notification to Employer
All employees are required to notify the President if they are convicted of any drug criminal activity within five (5) days of such conviction. Failure to report shall result in disciplinary action including suspension with or without pay or termination of employment. Said action shall be at the sole discretion of the President.


12. Privacy in Drug Testing
Drug testing shall be done in such a manner that will ensure as much privacy as practicable  to the person being tested.

SEPARATION OF EMPLOYMENT

Voluntary Termination

SHA will consider an employee to have voluntarily terminated their employment if an employee does any of the following:

· Resignation – If you resign your employment, you are encouraged to submit a two (2) week advance notice in writing of your resignation. The notice should state  the effective date of your resignation.
· Abandonment of Position – If you are absent from work without properly notifying a supervisor within your department for two (2) consecutive workdays, you are considered to have abandoned your employment, unless there are extenuating circumstances, such as an unplanned hospitalization. Retirement – Normal retirement date reached in accordance with the provisions of the retirement plan.
· Fails to return from an approved leave of absence on the date specified by SHA
Involuntary Termination

An employee may be terminated involuntarily for reasons that include poor performance, misconduct or other violations of SHA’S rules of conduct as set forth in this manual. Notwithstanding these rules, SHA reserves the right to discharge with or without cause and with  or without prior notice.

Termination Due to Reorganizations, Economics or Lack of Work

From time to time, SHA may need to terminate an employee as a consequence of reorganizations and/or a reduction in force. SHA will attempt to provide all affected employees with advance notice when practical. Layoff benefits associated with such terminations, if any, will be as specified in the notice.

Severance Pay
In the event of an involuntary termination for reasons other than misconduct or other violation of SHA’s rules of conduct or a termination due to reorganizations, financial condition or reduction in force, SHA may provide severance pay to assist regular employees through the period following a termination. Severance pay will be limited by the financial constraints of the agency and based on a sliding scale dependent on the term of service the employee has with the agency (one week of pay per each year of service.)

Obligations on Termination

On termination of employment, whether voluntary or involuntary, all Agency documents and   other tangible Agency property in the employee's possession or control must be returned to the Authority, such as cell phones, uniforms, tools, equipment, ID cards, keys, key fobs, credit cards, documents and training materials.. Employee will be responsible for the loss or damage to any property or equipment issued to them by SHA. These costs, if not paid for in advance of termination, will be deducted from the employee’s final paycheck.

Terminated employees will receive their final paycheck on the first regularly scheduled payday following their termination date.

WORKPLACE SAFETY

1. Policy

SHA is committed to providing and maintaining a healthy and safe work environment for all employees. Accordingly, SHA has instituted an Injury and Illness Prevention Program designed to protect the health  and safety of all personnel. Every employee will receive a copy of SHA’S General Safety Rules and will receive health and safety training as part of the Injury and Illness Prevention Program. A complete copy of the Injury and Illness Prevention Program is kept by the President and is available for your review.

You are required to know and comply with SHA's General Safety Rules and to follow safe and healthy work practices at all times. You also are required to report immediately to your supervisor any potential health or safety hazards and all injuries or accidents. First aid kits are located in the administrative office, Section 8 Department and property management offices.

2. Safety Rules

Safety is to be given primary importance in every aspect of planning and performing all SHA activities. We want to protect you against workplace injury and illness, as well as minimize the potential loss of production. Please report all injuries (no matter how slight) to your supervisor immediately, as well as anything that needs repair or is a safety hazard. Below are some general safety rules. Your supervisor may post other safety procedures in your department or work area:

· All employees are responsible to ensure that their work areas are maintained in a clean, neat and orderly fashion.
· Avoid overloading electrical outlets with too many machines.
· Use flammable items such as cleaning fluids with caution.
· Report to your supervisor if you or a coworker becomes ill or is injured.
· Ask for assistance when lifting heavy objects or moving heavy furniture.
· Start work on any machine only after safety procedures and requirements have been explained (and you understand them).

EXIT INTERVIEW

Employees who leave SHA for any reason may be asked, but not required to participate in an exit interview. This interview is intended to permit terminating employees the opportunity to communicate their views regarding their work with SHA, including job duties, job training, job supervision and job benefits.. Arrangements for clearing any outstanding debts with SHA and for receiving final pay also will be made at this time.
