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WELCOME

To Our New Employee:

All of us at the Housing Authority of the County of Grundy welcome you as a new or continuing employee.  We are delighted you  are a part of our organization.

We believe you'll find that the Housing Authority is an excellent organization with which to work. We intend to be available as a resource to you in  helping you to advance your career and satisfy your ambitions so that we, together, can make progress toward our goals.

The following pages tell you some things about our organization, our policies and practices, and the benefits that are part of your employment with the Housing Authority.  Please read this Handbook carefully, and if you have questions, our staff will be happy to answer them.  Please also understand that this is merely a summary of our practices and our personnel policies and practices are under constant review.  Therefore, you should not rely on or consider anything in this Handbook as a promise or a guarantee of a specific term or condition of employment.  This Handbook will serve as a welcome to the new employee and a good reference for every employee.  We have written this Handbook to assist you in understanding many of the  policies and personnel practices for employment with the Housing Authority. More specific policies, practices and procedure statements regarding certain aspects of your employment (as applicable) are available to review with your supervisor upon request.  

Our shared goal is to provide decent, safe and clean low income housing to people in need, and to do this in a manner that is efficient, effective and respectful of our clients.  When you accept employment with the Housing Authority, you become a representative of the Housing Authority.  All of us keep that in mind every day as we relate to residents, the community and each other.  The quality of our services will be measured every day by how you perform your job and how you relate to our residents, guests, and applicants for our services.  

I trust that each of you will do your best to represent the Housing Authority in the best manner possible.  I, too, hope that your employment with the Housing Authority is an interesting and challenging experience.  If you ever have questions or concerns about your employment, please talk to any management representative, including me, about your concerns.  








Yours very truly, 

Brent Newman








C.E.O.

GCHA – OUR ORGANIZATION

The mission of the Housing Authority of the County of Grundy is to provide quality, affordable living opportunities for all program qualified residents of Grundy County, Illinois.

The Housing Authority of the County of Grundy is a municipal Corporation and body, both corporate and politic.  Pursuant to a resolution of the Board of Commissioners of the County of Grundy adopted in 1947, finding and declaring a need for a Housing Authority, the State Housing Board of the State of Illinois issued a Certificate of Necessity, and approved the appointment of the original five commissioners.  The Housing Authority of the County of Grundy held its organizational meeting and adopted its original bylaws on April 3, 1947.  

In July, 1977, the first public housing units were occupied by elderly residents at Saratoga Tower. Twelve units of elderly apartments were built in 2003, all with one bedroom, and are known as Gardner Village Commons.  In 2006, we began construction of Mazon Park Place.  This development has twenty apartments for the elderly, all of which have one bedroom.  There is also a community center at Mazon Park Place

Our Housing Authority has a long history of excellence, and is highly regarded by our peers.  We have been rated as a “High Performer” by the United States Department of Housing and Urban Development for many years.  We have received numerous awards from the Assisted Housing Risk Management Association for our ability to provide a safe work place for our employees.  We have twice been recognized by the Illinois Association of  Housing Authorities for our outstanding efforts – once for our resident relations program, and an once for our creativity.  We are also very proud that many of our employees have routinely held elected leadership positions in regional and state wide trade organizations.

We are happy you have decided to join our team, and have every expectation you will help us continue this tradition of excellence!

Employment At-Will/Contract Disclaimer

We live and work in a rapidly changing business environment.  As a team, the Housing Authority and its employees must be ready to adapt and change when presented with new challenges and opportunities.  For these reasons, this Employee Handbook is not an employment contract and should not be interpreted as such.  We need to retain flexibility when addressing new and unique business situations.  This Handbook is merely a guideline to the current employment practices of the Housing Authority.  The guidelines contained in this Handbook may be changed or discontinued from time to time, with or without prior notice.

Your employment with the Housing Authority of the County of Grundy is employment at-will.  This means that either you or Grundy County Housing Authority can discontinue the employment relationship at any time for any reason.  Nothing in this Handbook should be construed as a promise for permanent employment or a guarantee of a specific term.

No one has the authority to enter into a contract changing the at-will nature of your employment, except the C.E.O. Any such contract cannot be oral and must be in writing and signed by you and the C.E.O.

Changes or Revisions of this Handbook
GCHA reserves the right to make amendments or revisions to any personnel policy, including this Employee Handbook.  While we will make reasonable attempts to communicate such changes to employees, it may be necessary to change policies based on the needs and judgment of the Housing Authority of the County of Grundy.  Moreover, the Housing Authority management shall interpret this Handbook or any specific personnel policy in a manner that takes into consideration all of the relevant circumstances, issues and facts involved.  This Employee Handbook will provide you with information about working conditions, employee benefits, and some of the policies affecting your employment.  This Handbook is not an all-inclusive list of policies governing your employment with the Housing Authority.  

Equal Employment Opportunity

The Housing Authority of the County of Grundy supports the concepts of Equal Employment Opportunity and pledges to conduct all personnel transactions without (1) discrimination because of race, color, religion, sex, sexual orientation, age, physical or mental handicap or disability, marital status, military status, certain unfavorable discharges from military service, citizenship, ancestry, national origin or any other characteristic protected by law;  (2) retaliation for engaging in conduct consistent with the public policy of the State of Illinois, (3) or unlawful retaliation or raising a complaint of discrimination or harassment and/or participating in a complaint investigation .  It is the Housing Authority’s philosophy to comply with all state, federal, and local equal employment opportunity laws.  Employees are hired and promoted on the basis of their qualifications and ability to perform assigned work responsibilities (with or without a reasonable accommodation) in a skilled, efficient manner, and in a positive and cooperative manner with other employees.  Any employee with questions or concerns about any type of discrimination, harassment or retaliation in the workplace is encouraged to bring these issues to the attention of the C.E.O.  Employees can raise concerns and make reports without fear of retaliation.  Anyone found to be engaging in any type of unlawful discrimination, unlawful harassment and/or retaliation will be subject to disciplinary action, up to and including termination of employment.

Disclosure and Non Retaliation

The Housing Authority of the County of Grundy enjoys a proud tradition of ethical conduct and service.  We value and seek to preserve this tradition.  As the business of public housing continues to evolve, we are asked to understand and comply with increasingly complex laws and rules.  For the protection of our clients, fellow employees and each of us individually, it is vital that we understand and follow the laws and regulations that apply to our jobs.  If you are aware of any know or suspected violation of law or regulation, you must immediately report it to the C.E.O.  If the conduct involves the C.E.O., you must immediately report it to the Board of Commissioners.  Employees can raise concerns, make reports or engage in any other conduct consistent with the public policy of the State of Illinois (and/or other applicable laws) without fear of retaliation.  Anyone found to be engaging in any type of unlawful retaliation will be subject to disciplinary action, up to and including termination of employment.   

Unlawful Harassment

The Housing Authority of the County of Grundy is committed to providing and maintaining a work environment free from all forms of unlawful harassment.  For that reason, the Housing Authority does not and will not tolerate harassment.  Discussed below are the types of conduct that are prohibited, as well as the complaint procedure to investigate and remedy (if appropriate) allegations of unlawful harassment.  

Definition.  Unlawful harassment includes any verbal or physical conduct that denigrates or shows hostility toward an employee because of the employee’s race, color, ancestry, national origin, gender, physical or mental handicap or disability, age, religion, unfavorable discharge from military service, military status or other basis which may be protected by applicable law.  Unlawful harassment occurs when such conduct has the purpose or effect of interfering with an employee’s work performance, creating a hostile or offensive work environment, or otherwise adversely affecting an employee’s employment opportunities.

Examples of Harassment.  Examples of harassment include: use of epithets, slurs, negative stereotyping or insulting or degrading words or actions directed toward another or used in the presence of others.  Harassment also includes threatening, intimidating or violent acts directed against an employee.  Harassment may exist in the use of written or graphic materials, such as cartoons or jokes. These and all other forms of unlawful harassment are strictly prohibited.

Complaint Procedure.  If you believe that you have been subject to harassment, you should promptly report the incident to the C.E.O.  If you witness conduct that you believe is unlawful harassment, that conduct should be promptly reported as well.  All complaints of harassment will be promptly investigated and remedied, if appropriate..

A designated Housing Authority representative, or in the sole discretion of the Housing Authority, an outside party for the investigation of sensitive matters, will investigate complaints of harassment.  The investigation may include interviewing the alleged victim, potential witnesses and the alleged harasser.  The Housing Authority  representative may also receive any documentary or other evidence produced by the investigation.  Upon completion of the investigation, a determination as to the merits of the allegations of harassment will be made.  The employees involved will be informed of the results of the investigation.

Discipline for Harassment.  Harassment is a serious violation of state and federal law and the rules of conduct expected of all employees.  If it is determined that an employee participated in the harassment, the employee will be subject to discipline, including immediate discharge.

Alternate Investigator.  If you have a harassment complaint against your Housing Authority representative, or if you are uncomfortable reporting a complaint to your Housing Authority representative, you should file the complaint of harassment with the C.E.O.  An alternate investigator may then be appointed to proceed with the investigation pursuant to this policy.

Protection against Retaliation.  Retaliation against those who believe reasonably and in good faith that they have been victims of harassment, or have otherwise opposed harassment in the workplace, is prohibited.

The employee will read and sign the Housing Authority policy on Unlawful Harassment as part of the orientation process.

Sexual Harassment

The Housing Authority of the County of Grundy strongly disapproves of and does not tolerate sexual harassment of any kind.  All employees must avoid offensive or inappropriate sexual behavior at work and assure to the best of their ability that the workplace is free from sexual harassment at all times.  The Housing Authority does not and will not tolerate sexual harassment.    Discussed below are the types of conduct that are prohibited, as well as the complaint procedure to investigate and remedy allegations of sexual harassment.

Definition.  Sexual harassment is any verbal or physical conduct that denigrates, threatens, or shows hostility toward another employee because of that employee’s gender.  Either males or females may commit sexual harassment.  Victims of sexual harassment may be of the same or opposite sex.

Sexual harassment may consist of unwelcome sexual advances, requests for sexual favors or other verbal or physical acts of a sexual or sex-based nature, without regard to whether submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment, evaluation, wages, advancement, assigned duties, shifts, or any other condition of employment or career development.  Such actions may also constitute sexual harassment without regard to whether such conduct may interfere with an individual’s work performance or may create an intimidating, hostile or offensive work environment.

Further, verbal or physical conduct need not be of a sexual nature to constitute sexual harassment.  Where hostility toward an individual because of the presence of the individual’s gender in the workplace motivates the hostility, such conduct may be sexual harassment. 

Examples of Sexual Harassment.  Sexual harassment can come from superiors, co-employees or others on work premises.  Examples of sexual harassment include:

· Making unwelcome sexual advances, requests for sexual favors, requests for dates, and other verbal or physical conduct of a sexual nature, a condition of an employee’s continued employment.

· Making submission to or rejection of such unwelcome conduct the basis for any employment decision, including, but not limited to, hiring, firing, failing to promote, reassignment with different responsibilities or a decision causing a significant change in benefits.

· Engaging in preferential treatment or a promise of preferential treatment to an individual in exchange for sexual conduct or dates.

· Denying or threatening to deny privileges, benefits, or entitlement to an individual, or the denial or threat of denial of employment or advancement of an individual because of that individual’s refusal to consent to sexual advances.

Denying or threatening to deny privileges, benefits, or entitlements to an individual, or the denial or threat of denial of employment or advancement of an individual because of hostility toward the presence of that individual’s gender in the workplace.

· Displaying cartoons, pictures, photographs, jokes or similar materials which are of a sexual nature.

· Swearing, or other offensive language or jokes of a sexual nature.

· Accessing inappropriate web sites or using computers to convey or access materials of a sexual nature.

Complaint Procedure.  If you believe you have been sexually harassed, you should promptly report the incident to the C.E.O.  If you witness conduct that you believe is sexual harassment, that conduct should be reported as well.  All complaints of harassment will be investigated and remedied if appropriate..

The Housing Authority representative will investigate complaints of sexual harassment.  Investigations will be conducted expeditiously, with due regard for the sensitive and serious nature of the allegations.  The Housing Authority representative will conduct a thorough investigation, which may include interviewing the alleged victim, potential witnesses and the alleged harasser.  The Housing Authority representative may also receive any documents or other evidence produced by the investigation.  To the greatest extent appropriate to do so, the investigation and its results will remain confidential; however, disclosure of some details to certain employees may be necessary in the investigation process.

Upon completion of the investigation, a determination as to the merits of the allegations of sexual harassment will be made.  The employees involved will be informed of the results of the investigation.

Discipline and Penalties for Sexual Harassment.  Sexual harassment is a serious violation of state and federal law and the rules of conduct expected of all employees.  If it is determined that an employee participated in sexual harassment, the employee will be subject to discipline, including immediate discharge.

Alternate Investigator.  If you have a  harassment complaint against your Housing Authority representative, or if you are uncomfortable reporting a complaint directly to your Housing Authority representative, you should file the complaint of  harassment with the C.E.O. or her designee.  An alternate investigator may then be appointed to proceed with the investigation pursuant to this policy.

Protection against Retaliation.  Retaliation against those who believe participate in a report or investigation of alleged harassment, or have otherwise opposed harassment in the workplace, is prohibited.

While we hope to be able to resolve any complaints of sexual harassment within the Company, we acknowledge your right to contact the Illinois Department of Human Rights (IDHR) at the James R. Thompson Center, 100 West Randolph Street, Suite 10-100, Chicago, Illinois 60601, about filing a formal complaint.  The IDHR will investigate your complaint, and if it determines that there is sufficient evidence of harassment to proceed further, it will file a complaint with the Illinois Human Rights Commission (HRC), located at the same address on the fifth floor.  If the IDHR does not complete its investigation within 365 days, you may file a complaint directly with the HRC between the 365th and 395th day.
I. EMPLOYMENT POLICIES

Employment Status

The Housing Authority of the County of Grundy recognizes the following categories of employment:

· Exempt Employees.  Employees who are paid a salary and perform the type of responsibilities that cause them to be deemed to be ineligible for overtime pay. They are expected to work those hours necessary to ensure their work and their department’s work is completed in accordance with company rules, procedures and policies.

· Non-Exempt Employees.  Employees who are paid an hourly rate or salary and who are eligible for overtime pay due to the nature of their responsibilities and/or the extent of the discretion and independent decision making authority they have.

· Regular Employees.  Employees who are expected to work on a regular basis, but typically for an indefinite period of time.  Regular full-time employees include those employees regularly scheduled to work 40 hours or more per week.  Regular part-time employees are those employees regularly scheduled to work 19 hours or more per week but fewer than 40 hours per week  

· Temporary Employees and Restricted part-time.  Employees whose employment is anticipated to be six months or less.  The time period may be extended in certain circumstances deemed appropriate by management.  Temporary and restricted employees are ineligible for most benefits.  Restricted part-time employees are those employees who are intermittently scheduled or regularly scheduled, but for less than 20 hours per week.  

Exempt Employee Disclaimer

Regulations promulgated by the United States Department of Labor, Wage and Hour Division prohibit certain deductions from the salary of an exempt employee.  It is a violation of the Housing Authority policy to make deduction that conflict with the obligations imposed by federal law and the corresponding regulations.  Any exempt employee who believes an improper deduction has been made from his or her salary must promptly file a written complaint to the C.E.O.  If the Housing Authority determines that an improper deduction has been made, it will reimburse the employee for the deduction in the first pay period following the Housing Authority’s determination.  To the extent any provision of this Handbook could be construed as authorizing a deduction prohibited by federal law or the regulations promulgated by the United States Department of Labor, it will not be applied to an exempt employee.  Be assured that no retaliation will be taken or tolerated against any employee who reports a complaint of an improper deduction or payroll error under this policy.

Introductory Period

A new employee is hired and shall serve an introductory period of six months.  Such time period shall serve to determine the suitability of the employee for further employment by the Housing Authority, and for the employee to determine if continued employment is desired.  Unsatisfactory performance, excessive absenteeism that is not approved and/or poor work behavior can result in the discharge of the employee at any time during the introductory period.  The successful completion of the introductory period does not imply any permanent employment status upon the employee.   The performance of the employee shall be reviewed upon completion of the introductory period as determined by management.

Changes in Status

Certain changes in employment may occur, which may or may not affect the employment status of the individual employee.  Such changes include; promotions, demotions, and transfers.  Decisions about such changes are based on the individual’s knowledge, skills, abilities and past performance and how his/her qualifications match the open position.  Generally, such changes will not affect the status of the employee, unless there is a substantial change in hours or should the employee accept a transfer to a temporary assignment.  

A resignation or discharge clearly changes the status of the employee to a terminated employee effective the date of the resignation or discharge.  

While we intend and work toward a stable work environment, it may be necessary to implement reductions in the workforce if the workload decreases significantly or if the Housing Authority finds it necessary for good fiscal management reasons.  A reduction in force may result in the elimination of certain positions or a reduction in the scheduled hours for certain positions as deemed appropriate for our business needs.  

Attendance and Requests for Time Off

Punctuality and good attendance are important for the efficient and successful operation of any business and constitute essential job functions for all positions at the Housing Authority. Excessive absenteeism and tardiness have detrimental effects on an organization and generally make it impossible for you to fulfill the requirements of your job.

It is recognized, however, that illnesses and emergencies do occur.  In the event you are unable to report to work or will be late in arriving, you must call your supervisor or a designated Housing Authority representative prior to the start of your scheduled shift.  Excessive absenteeism, unexcused absences and tardiness or failure to follow the above procedure could result in disciplinary action up to and including immediate discharge.  Any employee who fails to report to work will be considered as having voluntarily resigned.
It is expected that an employee shall, whenever possible, submit a request for time off at least 48 hours in advance.  Such request should be in writing on the form required by the Housing Authority, and your supervisor must approve such request.  Requests for absences of more than one day (planned vacation, etc) should be submitted well in advance of the planned time.  In instances where more than one employee requests time off, and to have more than one employee off would pose a hardship for the Housing Authority, management will not approve more than one request.  In most cases, the date of the request shall determine the order of approval.  The only exception is as necessary and appropriate to reasonably accommodate an individual with a disability or handicap if required by law.

Computer Use and Voice Mail Policy

The Housing Authority of the County of Grundy e-mail, computer network, voice mail and/or related equipment (including, but not limited to, computer hard drives, software, telephone transmission lines, etc.) are to be used solely for company business.  Without the prior approval of the Housing Authority, the non-job related use of such equipment is strictly prohibited.  The use of e-mail, computer network, voice mail and/or related equipment shall be in accordance with the following.  Employees are prohibited from:

· Using or misusing passwords, accessing files or retrieving stored information without proper authorization.

· Displaying or transmitting any communication which may be construed as harassment on the basis of race, sex, national origin, age, disability, religion, sexual orientation, or other group protected by law.  Such prohibited communications include, but are not limited to, sexually explicit images, messages, cartoons, ethnic slurs, racial epithets and similar communications.

· Deleting, examining, copying or modifying data, files, e-mail and/or voice mail belonging to a client or the Housing Authority, or their respective employees or agents, without prior consent.

· Introducing, forwarding or copying computer viruses or other disruptive or destructive programs into the Housing Authority's network or their other equipment and programs.

· Accessing any inappropriate web site, including but not limited to all sex-related, dating, hate crime and other such inappropriate web sites.

· Using e-mail, computer network, voice mail and/or related equipment in other non-business and non-work related manner which the Housing Authority views as inappropriate.

All electronically generated information produced on the Housing Authority equipment and property is considered to be company record and is the property of the Housing Authority.  To ensure the proper use of e-mail, computer network, voice mail and/or related equipment, the HOUSING AUTHORITY RESERVES THE RIGHT TO MONITOR AND ACCESS ANY OF THOSE SYSTEMS AND EQUIPMENT AT ANY TIME, WITH OR WITHOUT NOTICE. 
A violation of this policy (no matter when discovered) may result in discipline, up to and including immediate termination.

The employee will be asked to read and sign the Housing Authority Computer Policy and the Housing Authority Internet Policy as part of the orientation process, or as required of any current employee.

Driving Records and Vehicle Use

Your safety and the safety of all of our employees are important to us.  As part of our safety program, employees whose work requires operation of a motor vehicle must present and maintain a valid driver’s license, car insurance (if applicable) and driving record acceptable to our insurer. Driving records may be reviewed on a regular basis to determine fitness for driving duties.  Employees whose work involves driving a motor vehicle for the Housing Authority business purposes, also must maintain an appropriate personal auto insurance policy.

If your license is expired, suspended or revoked during your employment with us, you must immediately contact your Housing Authority representative.  Driving duties will be discontinued until your license is reinstated/a work permit is received and the Housing Authority determines that your driving duties may be re-established.

If driving duties are an essential part of the job, an employee whose license is suspended or revoked may face suspension or termination of their employment with the Housing Authority. 

Failure to comply with this policy and/or failure or refusal to cooperate with an investigation to ensure compliance with this policy will result in discipline including possible termination of employment with the Housing Authority.

Employees may be authorized to drive Housing Authority-owned vehicles.  This is at the discretion of the Housing Authority and such discretion may disallow usage at any time.  An assigned vehicle may be re-assigned at time, to another authorized user.  

Employees utilizing Housing Authority vehicles are expected to drive and treat such vehicles with respect and due care.  Failure to properly maintain the vehicle and/or reckless or careless use of the vehicle will result in the termination of the privilege of vehicle use and likely disciplinary action.  

Vehicles are to be used for Housing Authority business purposes only.  Employees will document/distinguish business usage and any mileage incurred for personal use.  

In those cases of the business use of a personal vehicle, the employee is expected to maintain their own personal auto insurance.  Any damage that may be done to a personal vehicle, or any liability resulting from an accident, is the responsibility of the driver and not the Housing Authority.

Gifts

Gifts of any kind are normally not accepted, nor extended in order to avoid a conflict of interest or even the appearance of inappropriate conduct. No employee shall accept gifts of more than nominal value from any individual or business who does business or seeks to do business with the Housing Authority.  Employees shall accept no gifts from residents or potential residents in return for favorable treatment.  Employees may accept no gifts made with the intent of inappropriately influencing a decision or otherwise causing a conflict of interest.  No employee shall accept any travel, living or entertainment expenses from such persons or business organizations as a gift or expense allowance.  When in doubt about whether to accept a gift or any material of value, contact the C.E.O. before accepting the item.

Political Activities

As employees of a public employer, various laws including but not limited to the Hatch Act, Public Law 252, and other legislation or regulatory rulings limit those political activities in which we may engage.  Please consult with the C.E.O. should you have any questions regarding this policy or your rights and obligations under this policy. 

HIPAA

The “Privacy Rule” under the Health Insurance Portability and Accountability Act of 1996 (HIPAA) was enacted to help ensure that an individual’s health information is protected for privacy purposes. The Housing Authority is the plan sponsor of your fully insured “small” health plans.

The Housing Authority has elected to receive only Summary Health Information (SHI) from your health insurance carrier. We have elected not to receive Protected Health Information (PHI) from your insurance carrier.  SHI summarizes:

· Claims history,

· Claims expense, and 

· Types of claims experience by enrollees.

The Summary Health Information will not have any individually identifiable information. All information we receive will be in summary fashion. However, neither participation, enrollment, nor dis-enrollment information is considered Protected Health Information.  Any information received during those processes will be carefully safeguarded as legally required.

By electing not to receive Protected Health Information, the Housing Authority acknowledges that it will be unable to receive individual health information. This will limit our ability to help plan participants process claims, appeal denied claims or otherwise audit claims. If you need assistance with these matters, we ask that you discuss this only with our Benefits Coordinator and/or a designated alternate.  If discussions with the carrier are needed, you may be asked to execute a Release allowing us to do so.

In the event Protected Health Information is accidentally received by us, it will be promptly returned with all copies immediately destroyed.

Oftentimes in the workplace we are exposed to diagnoses or to knowledge about the medical treatment being received by others. Repeating any of this information with a health insurance provider, physician, co-worker or any other individual could violate this Privacy Rule. We ask you to safeguard any such information by not disclosing it to others.

Media/Public Inquiries

Employees of the Housing Authority are restricted from releasing any Housing Authority employee or client information to the media and/or public. Employees are asked to refer all those soliciting information to the C.E.O., or the C.E.O.’s designee.

Medical Records

Under applicable state and federal law, there are certain restrictions placed on your ability to release, use or otherwise misappropriate  any medical information that you may come into possession of while you are an employee. Any release of such information could be a violation of state or federal law and could subject you to personal liability.  This means that you must have a valid medical release form before you can release any information, including, but not limited to, an employee’s or resident’s name, address, age, sex, nature of illness or injury, general condition, etc.  You must also have approval from your supervisor prior to releasing any such information.  Please refer to the HIPAA policy, above.

It is imperative that any Housing Authority employee having access to medical information, be familiar with this policy and adheres to it.  Should you have any questions, please check with a Housing Authority representative before reviewing or sharing any confidential medical records with others.

Open Door Policy

The Housing Authority maintains an open door policy for you to discuss and resolve any questions or complaints you may have concerning any aspect of your employment (including, but not limited to: claims or situations relating to discrimination, harassment, and/or wage and hour disputes).  Employees may also feel free at any time to discuss matters with a Housing Authority representative  that may affect your own welfare or the Housing Authority.  We want you to know that we care about you as an employee, and as an individual.  Our "door is open" at any time to offer you assistance.

To alleviate problems, air complaints, or resolve differences of opinion relating to your employment, you are encouraged to discuss such matters with a Housing Authority representative. If you are subjected to any type of discrimination (due to race, gender, age, religion, color, national origin, disability or handicap, sexual orientation or other protected group), sexual or other unlawful harassment, or if any situation arises regarding a state or federal wage and hour issue, you must follow this Open Door Policy first before proceeding with any other action.  Following this procedure should help resolve any misunderstandings, and no employee will be retaliated against for making use of this procedure. 

If you would rather not approach your Housing Authority representative (normally, your supervisor or his/her manager), or if the problem is not addressed adequately, you should then feel free to discuss the problem with the C.E.O. or her designee. You may rest assured that you will not be retaliated against  for using this open door policy.

Should the complaint directly involve the C.E.O., the Board of Commissioners (or subcommittee) shall generally hear the grievance and make a final determination.  

Personal Information

It is important that the Housing Authority be advised of your current address, marital status, number of dependents, etc. for insurance and other business and legal compliance reasons.  Please make every effort to provide correct information to us before a change takes place.  In some instances, specific forms (such as the life insurance or retirement plan beneficiary forms) must be completed to effectuate changes.  Employees should contact the Housing Authority to ensure changes are administered properly and promptly.  

Proprietary/Confidential Information

In some cases, employees may have access to sensitive confidential and/or proprietary information. The disclosure of confidential/proprietary information, or any similar protected information, could create a serious breach of confidence and/or conflict of interest.  In fact, in some cases, the release of this type of information could subject you to personal liability.  In order to avoid any such liability, and to protect the interests of our clients, it is necessary for you to fully understand your obligations and responsibilities as they relate to this type of information.  It is the policy of the Housing Authority to treat all information (of any kind - including verbal, written or electronic) as confidential. This means that anything you see or hear, during your employment with us at any location, must remain confidential even after your employment with us ceases.  Any actual or threatened breach of this rule, no matter how slight, may result in immediate discharge (no matter when discovered).  The obligation imposed upon you, as set out in this paragraph, is in addition to those set out in the following paragraph.

EVERY EMPLOYEE is required to sign a Confidential and Proprietary Agreement before beginning employment.  The execution of this agreement helps to ensure that all confidential information which an employee has access to on the work site, including but not limited to, reports, charts, graphs, records and all other similar documents (electronic or hard copy) which are either the property of the Housing Authority or its client(s), remains the property of the Housing Authority or its client(s).  This agreement also provides employees an opportunity to protect inventions, patents, etc.  The terms and conditions of the agreement still survive the termination of your employment with us for any reason. It is important that the Housing Authority enforces this provision since the nature of our business is such that you may come into possession of confidential and/or privileged Housing Authority or client information, and this material must be protected to the fullest extent allowed by law.

Conflict of Interest

Housing Authority employees must conduct business transactions in a manner that does not involve or suggest an actual or potential conflict of interest.  In short, members of the Housing Authority management, or other employees in a position of influence, shall not enter into any agreement which shall benefit themselves or family members.  This policy shall be interpreted broadly, thus it is important to report to the C.E.O. or the Chairperson of the Board, any actual or potential conflict of interest involving purchases, contracts, leases or other arrangements which may, or may seem to, benefit any individual (or family member of such individual) associated with the Housing Authority.  

Management employees of the Housing Authority shall avoid any actual or perceived conflict of interest in the employment process, as well.  The referral and hire of family members may infer special treatment and should be avoided if possible; these cases will be addressed on a case-by-case basis to determine if an actual or perceived conflict exists.  HUD requirements provide that family members of the Board of Commissioners may not be hired.

Qualifications/Tests/Professional Licensure

Job related tests may be given to help determine suitability to perform the essential functions of a  particular job (either with or without a reasonable accommodation).

Employees whose work requires operation of a motor vehicle must present and maintain a valid driver's license and driving record acceptable to our insurer.  A copy of individual automobile insurance coverage may also be required if employees are required to use a vehicle for purposes of business travel.

In some cases, you may be required to present and maintain professional licensure.  You will be notified if this is true for your particular job classification. 

Reasonable Accommodation Policy

Consistent with our philosophy and the requirements of the Americans with Disabilities Act (ADA) and State and local handicap laws, the Housing Authority will provide a “reasonable accommodation,” to qualified individuals with disabilities (or handicaps) who can otherwise perform the  individual’s  essential functions.

When a qualified individual with a disability believes that he or she may be able to perform the job’s essential functions but cannot do so without a “reasonable accommodation,” the individual should address such a request in writing to their Supervisor.  Once a request for a “reasonable accommodation” has been made, the Housing Authority will consider the appropriateness of the requested accommodation and whether such an accommodation can be granted without creating an undue hardship on the Housing Authority.

Safety and Workplace Injuries

The safety of employees, visitors and others on work premises is of the utmost importance to the Housing Authority.  Any unsafe condition should be promptly reported to your Supervisor.  If you witness an accident of injury to another, please document the accident and report it to your Supervisor immediately.

It is the intention of the Housing Authority that all employees work safely and be provided a safe working environment.  As part of this effort, all employees must recognize and carry out their responsibility for their own safety and the safety of others.  Any employee subjected to unsafe working conditions should report such to the Housing Authority immediately. 

Depending on the nature of your job and the location, you may be required to wear certain safety equipment for your protection such as safety glasses, safety shoes, gloves, hearing protection, etc.  Your Supervisor and/or the Housing Authority representative will inform you of any special requirements.  Employees are provided specific information (as in the Housing Authority Safety Manual) on safety requirements and procedures.  Employees are expected to be familiar with this information and to engage in safe work practices at all times while on our property or engaged in Housing Authority business.  Any injury, no matter how slight, must be reported to your Supervisor and your Housing Authority representative immediately, but not later than the end of your scheduled work day in which the injury occurred. 

Smoking

As evidenced by the Surgeon General's report, and an increasing body of medical knowledge, tobacco smoke presents a health hazard to those who are exposed to it.  The harmful effects of smoking are also a threat to non-smokers.  For reasons of health, fire, safety and housekeeping, the Housing Authority encourages employees to not smoke during working hours.  Additionally, smoking during non-working hours is only permitted in designated areas outside the building and at a location that is at least 15 feet away from an entrance of the building.

Solicitation 

Solicitation for any cause during working time and/or in any work area is not permitted.  Working time is defined as the time you are assigned for the performance of your job and/or expected to be working.  Solicitation is also prohibited if it causes interruption of another employee's work time.  Work areas do not include areas such as designated break rooms.  You are not permitted to sell chances, merchandise or otherwise solicit money or contributions for any reason  Additionally, distribution of literature of any kind is prohibited at all times on Housing Authority property in all working areas because of the threat of safety risks, litter, etc.

Use of the Housing Authority Property

The personal use of Housing Authority property, equipment, tools, or other assets is prohibited.  Employees may not “borrow” the Housing Authority property of any kind for your personal use or for the benefit of anyone except the Housing Authority.  Exceptions will be considered only on a case by case basis with approval of the C.E.O.

Substance Abuse and Testing Policy

The Housing Authority of the County of Grundy's employees are its most valuable resource and, for that reason, their safety and health are of utmost concern.  The use and abuse of drugs and alcohol is a significant legal, economic and social problem affecting today's workplace.  The Housing Authority will not tolerate any drug (including legal drugs taken contrary to prescription) or alcohol use which imperils or could potentially harm the health and well being of its employees or threatens its business.  For that reason, the Housing Authority maintains a policy prohibiting the unlawful manufacture, distribution, possession, dispensation, being under the influence of or use of controlled substances or alcohol on Housing Authority's premises (including parking lots) and/or while on working time.

Testing.  Consistent with the above, the Housing Authority may require alcohol and drug testing (blood and/or urine) of employees under certain circumstances.  The testing that may be required of employees includes the following:

Candidates for Employment.  Candidates for employment may be subject to a drug and/or alcohol test as part of the physical examination required after a conditional job offer has been extended but before the candidate has actually started to begin work.  

Employees.  The Housing Authority may implement drug and/or alcohol screening programs to test employees for the use of drugs and/or alcohol.  If the Housing Authority has a reasonable basis, in its sole discretion, to believe that an employee's job performance or conduct is being affected by alcohol or the unlawful use of drugs or that the employee is under the influence of such substances while at work, the Housing Authority reserves the right to require drug and/or alcohol testing.  

Post Accident Testing.  The Housing Authority will require testing of all employees involved in a work-related accident.  Typically, an "accident" is an occurrence which results in the death of an individual or bodily injury to an individual who immediately receives medical treatment away from the scene of the accident.  An "accident" is also such an occurrence resulting in damage to property in an amount of $100.00 or more.  Testing shall occur as soon as possible after the accident; however, nothing in this Policy shall be construed to require the delay of necessary medical attention for the injured employee following the accident.  Each employee whose performance could have contributed to the accident shall be tested.

Prohibitions.  The Housing Authority's policy prohibits the following:

· Manufacturing, distributing, possessing, dispensing or being under the influence of or use of controlled substances or alcohol on Housing Authority's premises, the premises of client, and/or while on working time.

· Switching, altering or adulterating any urine and/or blood sample submitted for testing in accordance with this policy.

· Refusing to immediately consent to testing or to submit a specimen for testing when requested by the Housing Authority.

· Tampering with a test sample or test result will be considered a positive drug and/or alcohol test which is grounds for immediate termination of employment.

Enforcement.  Any employee, who, as a result of the testing required under this policy, is shown to have identifiable traces of drugs and/or alcohol in his/her system shall be subject to discharge by the Housing Authority.  Furthermore, if an employee does not submit to drug or alcohol testing required under this policy, the refusal will be considered cause for termination from employment with the Housing Authority.

Any employee found in the possession of unlawful drugs or alcohol while on the Housing Authority premises (including parking lots), client premises, or on working time will be subject to discipline, including discharge.  Similarly, any employee involved in the sale, transfer, dispensation, manufacture or purchase of drugs or alcohol on Housing Authority premises and/or while on working time shall be subject to discipline, up to and including discharge.

Reporting Convictions.

· Every employee is required to notify management of any criminal drug statue conviction against them for activities which occurred in the workplace no later than five days after such conviction.

· Any employee convicted of a criminal drug statute violation shall receive a sanction up to and including termination of employment or be required to satisfactorily participate in a drug abuse assistance or rehabilitation program that is properly approved by a federal, state, or local health, law enforcement or other appropriate agency.

Travel

Occasionally, you may be required or expected to travel on Housing Authority business.  The Housing Authority maintains a current policy on expense reimbursement and other practices relevant to business travel.  Please review the current policy with your supervisor prior to engaging in travel.

Violence in the Workplace

Expected employee conduct.  To ensure both safe and efficient operations, the Housing Authority expects and requires all of its employees to display common courtesy and engage in safe and appropriate behavior on the job at all times. Any involvement in incidents of physical violence or  horseplay is considered dangerous and unacceptable behavior that violates this policy and may result in disciplinary action including dismissal if appropriate.

Off-duty and off-site conduct.  Employees are responsible for their conduct on Housing Authority and client premises (including parking lots), whether they are on or off duty. Our general rules of conduct and behavior expectations also apply when employees are traveling on Housing Authority or client business, as well as any time employees are working for or are representing the Housing Authority away from the premises.

Discipline.  The Housing Authority will promptly investigate any physical or verbal altercation, threats of violence, or other conduct by employees that threatens the health or safety of other employees or the public, our property or the property of our clients and/or  which otherwise might involve a breach of or departure from the conduct standards enunciated in this policy. All incidents of physical altercations (or threats) are treated as gross misconduct and can result in disciplinary action, up to and including immediate termination of employment.

Workplace Inspections

It is the policy of the Housing Authority, when deemed necessary, for authorized persons to search and inspect Housing Authority  owned or controlled property, equipment and premises (including parking lots, desks and work stations)_, as well as property brought on to the Housing Authority  premises by employees, contractors, vendors or others. A refusal or failure to fully  cooperate in an inspection may result in disciplinary action up to and including termination.

II. WAGE AND SALARY POLICIES

Compensation

Initial compensation is established after a review of a candidate’s experience and skills, competitive market rates and pay rates established for comparable positions within the Housing Authority.  Once employed, compensation is typically reviewed on an annual basis; however, annual pay increases are not guaranteed.  Pay increases are dependent upon appropriate factors including the employee’s overall performance, financial considerations and other relevant business factors.

Housing Authority salary ranges are generally reviewed on an annual basis to determine facts such as the general relationship of the Housing Authority wage ranges to the representative market for similar jobs.  An individual’s rate will typically move from a starting rate through the salary range for his/her particular job.  That salary movement is determined by multiple factors, including individual performance, possible general increases to reflect general market wage movement, the financial resources of the Housing Authority, and other relevant business factors.  The Housing Authority cannot guarantee that employees will receive an increase every year, and employees may reach a maximum salary for their current position.  

Job Descriptions and Plan of Organization

The Housing Authority maintains a plan of organization which describes the various business and service functions of the Housing Authority, typically represented by departments and a related organizational chart or structure.  Job descriptions are normally established for each position within the organization, which provides a summary of essential job functions and a brief statement of the minimum knowledge, skills and abilities necessary to perform the job requirements at a competent level.  An employee may review their job description at any time, upon advance written request.  

Overtime and Compensatory Time

Occasionally, it may be necessary for you to work overtime.  You must have your Supervisor's approval prior to working any overtime.  The working of unauthorized overtime is prohibited and may subject an employee to discipline.  It is also improper for an employee to work overtime, but not to record those hours on the employee’s timecard.  The Housing Authority complies with state and federal regulations regarding payment of overtime wages.  Salaried exempt employees are ineligible for overtime pay.

At the discretion of the Housing Authority, compensatory time may be substituted for overtime wages in order to manage wage costs.  A non-exempt employee is eligible for overtime for any hours actually worked over 40 in a work week.  Normally, such overtime is paid at 1½ times the employee’s regular rate.  The Housing Authority may, in lieu of paying such rate, substitute paid time off in an equivalent amount to the overtime earned.  Thus, if an employee works one hour of overtime in the workweek, the Housing Authority may provide the employee with 1½ hours of paid compensatory time off rather than pay the hour at overtime rate.  

Compensatory time may accumulate to a maximum of 240 hours and shall be paid according to the guidelines issued by the Housing Authority and as regulated by the Fair Labor Standards Act. Please ask your supervisor about Housing Authority policy and practices relative to compensatory time.  

Payment of Wages

Employees will be paid on the schedule established (currently bi-weekly).  If you do not elect to participate in our direct deposit program (as discussed above), your check will be distributed according to the then-applicable practice(s) of the Housing Authority.  The security and timeliness of mailed paychecks are outside of the Housing Authority’s control, and thus not a recommended practice.  

Payroll Deductions

In addition to the statutory requirements for the withholding of social security and income taxes, the Housing Authority will make the following deductions from your paycheck when authorized by the employee or when required by applicable law:

· Pre-approved direct deposit;

· United Way contributions;

· Insurance coverage; and,

· Retirement plan loan payments;

Authorization forms for these and related deductions are available through the management? offices of the Housing Authority.  Enrollment and participation in Flexible Benefit Plan must be completed at specific times during the year, according to the Plan's documents, in order to be valid.  See plan booklets for remaining details and eligibility requirements.

Time Reports

The Housing Authority requires accurate time records from all of its non-exempt employees.  Therefore, it is the responsibility of all non-exempt employees to ensure that their daily time record is reviewed and signed by their supervisors at the end of each week.   Forms for recording your time will be provided by the Housing Authority. The inaccurate, misleading or false reporting of hours worked is a serious matter which will lead to discipline, up to and including discharge.  If you discover an error in the manner in which you completed your time record you are obligated to report it to your supervisor immediately so that it can be promptly corrected.

III. BENEFIT POLICIES

Please note:  If there is any conflict between the terms of any benefit plan described in this Handbook and the terms of any benefit plan as described in the plan’s summary plan description or plan document, the terms of the summary plan description or plan document shall be controlling.  For more detailed information about your benefits, coverage or eligibility requirements, you are encouraged to consult those documents or the Chief Executive Officer or designee.

Benefit Waiting Period

In order to be eligible for certain benefits provided by the Housing Authority, one of the requirements is that the "benefit waiting period" be completed.  The benefit waiting period differs by benefit.  You should refer to the actual plan document for each benefit described herein for specific requirements and/or consult with the Chief Executive Officer or designee.

Your qualifications for benefits and participation in any benefit plan do not change the at-will nature of your employment with the Housing Authority  Your status as an at-will employee continues through and after the completion of your "benefit waiting period".

Retirement Plan

All regular full-time and part-time employees who are regularly scheduled to be working 20 or more hours per week,  are eligible for the retirement program provided by the Housing Authority subject to remaining provisions of the plan documents.  Employees shall be offered the opportunity to participate in the program, following the introductory period of employment.  This program is currently non-contributory, which means the Housing Authority funds the plan and the employee is not required to contribute to the plan.  The Housing Authority management will inform you regarding the current level of employer contribution on your behalf.  Such contribution may change from time to time in the discretion of management.  

Insurance Benefit Plan

Group health, dental, life and accidental death and dismemberment insurance is available for eligible employees of the Housing Authority. 

If you qualify for coverage and are an eligible employee who elects coverage under the Plan, you  may receive or should ask for specific information on the Plan via a Booklet or Booklets (each separate portion of the benefit plan e.g., health, dental, life, may have a separate Booklet) at your time of eligibility.

Premiums for employee only coverage for insurance plans are presently paid by the Housing Authority. Employees are responsible for a spousal and/or dependent coverage where applicable.  If this changes, we will notify the affected employees. 

IV. VACATIONS (PAID TIME OFF) AND LEAVES

Bereavement Leave

Employees with prior approval, will be allowed time off with pay to attend funerals in the event of a death of an “immediate family member”.  Consult with your Supervisor and a Housing Authority representative, as soon as possible if it becomes necessary for you to miss work to attend a funeral for this purpose.

All regular full-time and part-time employees are eligible for paid bereavement leave in the event of the death of a family member.  For purposes of this policy, the phrase “immediate family member” is defined as:  parent, step-parent or legal guardian, partner, parent of a partner, siblings, grandchildren, and grandparents.  With prior approval of the C.E.O., time off without pay may be granted for individuals who need time away from work to attend the funeral of someone other than an immediate family member.

A maximum of three paid bereavement days is available to eligible employees.  Additional time off may be requested under extraordinary circumstances (exceptional travel to the funeral, etc), but must be approved by the C.E.O.  Though this additional time is unpaid, the employee may utilize accumulated vacation, personal time or compensatory time.

Vacation Pay and Other Paid Time Off

Paid vacation shall be deposited into the vacation account of each Regular, Full Time Employee at the beginning of the Housing Authority fiscal year, and using the following schedule:

Less than one year of service: 10 business days, prorated by using the percentage of the Housing Authority’s fiscal year which remains as of the Employee’s date of hire.

1-5 years of service:  10 business days (deposited on the first day of the fiscal year after the employee has obtained the requisite number of years of service).

5-10 years of service: 15 business days/year. (deposited on the first day of the fiscal year after the employee has obtained the requisite number of years of service).

Greater than 10 years of service: 20 business days/year (deposited on the first day of the fiscal year after the employee has obtained the requisite number of years of service).

Paid vacation is subject to a maximum accrual.  All vacation days must be used within 18 months from the date they are deposited in an Employee vacation account.  Thereafter, any unused amounts are considered forfeited.

Under no circumstance with the Housing Authority pay an employee cash in lieu of the use of vacation days.  The only exception is as required by law at termination where employees will be compensated for unused vacation days on a pro-rata basis based on the portion of the year worked and the amount of vacation days remaining as unused.

Holidays

The following  designated holidays are observed by the Housing Authority:

New Year’s Day

Dr. Martin Luther King’s Birthday

President’s Day

Good Friday

Memorial Day

July 4th

Labor Day

Veteran’s Day

Thanksgiving

Friday after Thanksgiving

Christmas Eve day

Christmas Day

New Year’s Day

One Floating Holiday (common date to be determined annually)

When a designated holiday falls on a Saturday, the holiday normally will be observed on the Friday before the holiday.  When a designated holiday falls on a Sunday, the holiday will be observed on the Monday following the holiday.  

All full-time employees are eligible for paid holidays when a designated holiday falls on the employee’s regular work day.  Regular part-time employees working 20 or more hours per week on a regular basis are eligible for 4 hours of pay for each holiday, when not scheduled to work due to a designated holiday.  A part-time employee scheduled to work on a holiday receives their regular rate of pay for all hours actually worked on the designated holiday.  

Personal Days

All regular full-time employees are eligible to take up to three paid personal days in each fiscal year. 

Personal days not taken within 18 months of their deposit are forfeited.  Personal days must be scheduled in advance, whenever possible.  Personal days may not be used during a period of notice and are not paid upon termination.  Additionally, personal days may not be carried over into subsequent fiscal years (except if within the 18 month period described earlier).

Sick Leave

Regular full-time and part-time employees who are regularly scheduled to be working 20 or more hours per week are eligible for paid sick leave.  While sick leave is provided as a benefit to employees, the Housing Authority expects each employee to be at work whenever their health allows.  Suspected abuse or excessive absenteeism is of concern to the Housing Authority and attendance is monitored on a regular basis.  We reserve the right to ask for proof of illness and medical inability to work in order to ensure compliance with this policy.

The Housing Authority will deposit sick days into the employee time off account at the beginning of the fiscal year, and using the following schedule:

Less than one year of service: 10 business days, prorated by using the percentage of the Housing Authority’s fiscal year which remains as of the Employee’s date of hire.

Greater than one year of service:  12 business days.

Any absences of 3 days or more will require the employee to provide a doctor’s note that the employee has been seen and treated during this period.  

Sick leave may accumulate to a maximum of 30 business “sick” days.  The employee (who) accumulates 30 business days will maintain those sick days until such time as they may be used.  Should the employee fall below the maximum of 30 business days, then they will begin to accrue using the scheduled referenced in this section, until such time as they reach the maximum of 30 business days.  All other unused sick days are forfeited.

In those cases when the employee may be off due to illness or injury and is receiving income from other sources (workers’ compensation, Housing Authority provided disability income, social security disability, etc), the payment of sick leave hours is limited to the number of hours necessary to bring the employee to a maximum of 100% of their normal weekly income (or such other appropriate amounts as provided by law), taking into account the other applicable income.  This paragraph will be construed in accordance with applicable law.

Accumulated sick leave is not earned time or additional vacation time off and is not paid to the employee at the time employment terminates, or for any other reason.  

Hours Worked for Overtime Purpose

Overtime is paid to all non-exempt employees for all hours actually worked over 40 in the workweek.  Paid vacation, personal time and sick time are not hours worked, and shall not count toward the accumulation of 40 hours for the purpose of overtime calculation.

Payment at Separation (for vacation and other paid leave)

Employees are, normally, not paid wages in lieu of not taking earned vacation, personal or sick leave.  So, employees are encouraged to use their vacation and personal time for the purposes intended.  Therefore, requests for pay in lieu of taking vacation or personal time generally will be denied, with a potential exception when the Housing Authority would request the employee to forego paid time off due to workload requirements, or other circumstance which may benefit the Housing Authority.  The exceptions will be addressed on a case-by-case basis and should only be considered excused if authorized in writing by your supervisor.

Jury Duty

Employees are encouraged to serve on jury duty when called.  In order to reduce interruptions to the normal flow of work which may be caused by your absence, you must contact your supervisor as soon as possible after you have received notice.  Arrangements may then be made for your absence.  Time off for jury duty will be paid at the employee’s base rate of pay, to a maximum of two work weeks (i.e., 10 business days).  If jury duty extends beyond a two week period, the employee must utilize paid vacation, personal time or compensatory time. 

Leaves of Absence

Purpose.  The intent of this policy is to specify some of the circumstances when a leave of absence may be granted if deemed appropriate by management.  The intent of this policy is also to identify the normal types of situations for which a leave of absence is provided.

Eligibility.  All regular employees, who have completed the introductory period, are eligible to apply for a leave of absence for medical or compelling personal reasons.  Granting of the leave is at the discretion of the Housing Authority and is subject to conditions stated in the following sections.

Practice.  Any eligible employee may apply for a leave of absence.  The maximum amount of leave granted will depend upon the reason for which the leave is granted. The typically accepted reasons for leave of absence are:

Medical.  (Note:  The Housing Authority of the County of Grundy is not a covered employer under the Family and Medical Leave Act).

An employee may qualify for a leave of absence for medical reasons due to illness, disability (including those related to maternity), or injury (work related or non-work related).  The employee may qualify for leave of absence if the employee is unable to perform the essential functions of his/her job (either with or without a reasonable accommodation) because of the employee's serious medical condition.  A medical statement from the treating physician must accompany the request to verify the need and estimated length of disability.  An employee who suffers a sudden accident or illness should complete a leave of absence request as soon as he/she is able.

An employee will be required to pass a fitness-for-duty medical exam upon the return from a personal medical leave.  A medical leave may be granted by the C.E.O. for up to two months provided there is a medical need and as long as it does not present an undue hardship to the Housing Authority.  Under extraordinary circumstances, and solely at the discretion of the C.E.O., such leave may be extended for up to an additional two months generally limited to those circumstances where this is appropriate as a form of a reasonable accommodation for an individual with a disability or handicap.  

Personal.  Leaves may also be granted for emergency or compelling personal or medical reasons. Typically, a leave of absence for personal reasons may not exceed two months duration.  The C.E.O. must approve any personal leave.  Personal leave is not paid leave, though the employee may utilize any vacation, personal days or compensatory time during such unpaid personal leave time.

The C.E.O., in consultation with the Board, may approve an extension of personal leave for up to an additional two months in extraordinary circumstances and subject to appropriate documentation of the need for the additional time off.  In some cases, we may not be able to grant an extension due to our business needs and these cases will be addressed on a case-by-case basis.

Employees on personal leave remain eligible for Housing Authority benefit programs, but must submit premiums on a timely basis to retain coverage for insured benefit programs. 

Return to Work.  Whenever possible and appropriate, the Housing Authority will attempt to place an employee in his/her former position or position of similar nature upon return from leave of absence.  However, the Housing Authority cannot guarantee that a position will be available upon expiration of the leave of absence.  If a suitable position is not available, the employee may be terminated.  If a terminated employee wants to be considered for future job openings, he/she must apply for the available opening when it arises.

Request for Leave/Notification of Absence 

Employees must have advance approval from their Supervisor and a Housing Authority representative prior to taking time away from the worksite.  You should contact your Housing Authority representative if you need to request a specific day(s) off.  Leaving work early without permission and/or failing to report to work as scheduled is grounds for disciplinary action.

Military Leave

The Housing Authority complies with all aspects of the Uniformed Services Employment and Re-employment Rights Act (USERRA) and state military leave laws.  Employees should advise the Housing Authority of the date(s) for any mandatory service requirements, and the date of return, if known.  For remaining details and your rights and obligations under these leave policies, consult your supervisor or the C.E.O.

School Visitation Leave

Employees may take up to eight hours unpaid per school year to attend primary or secondary school conferences or classroom activities related to the employee's children that cannot be scheduled during non-work hours.  However, no more than four of the eight hours may be taken on any one day.  The employees must schedule the leave time with his/her supervisor so as not to unduly disrupt department operations.

Eligibility.  To be eligible, an employee must:

· Have been employed at least six consecutive months immediately preceding a request for leave

· Work at least half-time during those six months

Leave Issues

Notice.  You must provide a written request at least seven days in advance.  In emergency situations, however, you need only give 24 hours' notice.

Written Verification.  You are required to provide written verification of the school visit from the school administrator.  If you do not provide written verification within two days, the time may be treated as unexcused and disciplinary procedures applied as appropriate.

Compensation.  School visitation leave is granted without pay; however, you may choose to make up the time off on a different day.  Note that you are not required to make up the time taken.  The Housing Authority will make a good faith effort to allow you to make up the time-off; however, if no reasonable opportunity exists for you to make up the time, no make up time will be granted.  Note that a reasonable opportunity to make up the time off does not include the scheduling of make-up time in a manner that would require the payment of overtime.

Inclement Weather

Employees are expected to report to work except when their personal safety or the safety of others is in imminent risk of harm.  Our residents depend on our services and your attendance and completion of duties is important to everyone.  Should weather conditions make it impossible or unsafe for you to arrive at work, such time is unpaid except the employee may utilize accumulated vacation, personal time or compensatory time.  You should consult your supervisor if you have questions about whether the weather conditions will excuse you from your obligation to report to work.

V. EMPLOYEE CONDUCT AND TERMINATIONS

Discipline

Employees of the Housing Authority are expected to be responsible adults who   observe basic rules of good conduct and behavior.  There are times, however, when problems arise.  For that reason, it is necessary to have guidelines to address those situations.  The following rules are designed to protect the welfare of employees and to promote a safe and efficient work place.  Of course, no list of rules can address every possible situation.  Common sense and reasonable behavior should be your guide.  The “Rules of Conduct” section below contains a partial list of work rules, the violation of which may lead to discipline or discharge. As indicated earlier, the Housing Authority reserves the right to discipline or discharge employees for reasons not listed below.

Whenever an employee's actions or conduct is contrary to these work rules or other policies or procedures of the Housing Authority, it may be necessary to implement disciplinary measures at a level deemed appropriate by management and based on the particular facts involved and the employee’s overall work record. The Housing Authority evaluates each case of misconduct and takes those steps it deems appropriate.  Disciplinary action may include verbal warnings, written warnings, suspension, or termination. The Housing Authority, in its sole discretion, will determine what level of discipline is appropriate.  At all times the relationship between the Housing Authority and its employees is employment-at-will.

Personnel Actions by Management

The Housing Authority management, the C.E.O. and designated management team members, have the responsibility and authority to determine and implement all employment-related actions including, but not limited to:  initial employment, promotions, transfers, wage changes, and disciplinary action up to and including termination.

Rules of Conduct

Workplace rules are necessary in order to promote a safe, efficient business operation.  The following list of Rules of Conduct is not all-inclusive, but rather it is intended to serve as an illustration of the types of conduct that will not be accepted in the workplace.  The Housing Authority reserves the right to discipline or discharge for reasons not listed below.  The Housing Authority will evaluate each case of misconduct and take whatever steps it deems appropriate.  Depending upon the seriousness of the violation, the employee’s past record, or other factors, the employee may be subject to disciplinary measures up to and including immediate discharge.  The Housing Authority, in its sole discretion, will determine what level of discipline is appropriate.  The following actions may result in discipline up to and including discharge for even the first offense (list is not all inclusive):

· Insubordination, including failure or refusal to follow a reasonable work instruction;

· Disregard of rules or policies in this Handbook or otherwise announced by management;

· Violation of confidences or disclosure of confidential records;

· Carelessness or safety violations (including horseplay or violence);

· Falsifying time cards, personnel forms, application or work records (including misrepresentation or omission of material facts); 

· Immoral or disorderly conduct;

· Theft or destruction of employer, co-worker or client property;

· Conviction of a crime or other conduct of an illegal nature that results in action beyond arrest;

· Reporting for work under the influence of drugs or alcohol, or violating the policy on substance abuse;

· Leaving work without permission;

· Excessive tardiness, including early leaves;

· Excessive absenteeism; 

· Refusal to accept a new job or work overtime when reasonable request is made;

· Use of obscene or threatening language or gesture to a member of management, a co-worker, a tenant or a visitor;

· Violating policies on computer security or email use;

· Creating dissension and causing morale to degenerate;

· Violation of solicitation/distribution policy;

· Conducting personal business at work;

· Waste or destruction of property including carelessness;

· Illegal gambling;

· Inadequate or defective job performance and/or failure to meet expectations of supervisor;

· Failure to follow safety rules or report an accident or safety risk promptly

· Violating policy on sexual harassment;

· Violating policy on unlawful protected harassment;

· Violating any of the other “Employment Policies” listed in this Handbook; 

· Taking any other action not listed above which the  Housing Authority believes warrants discipline or discharge;

· Code of Conduct Policy violation or other conduct deemed detrimental to the Housing Authority, our residents, property or reputation.

The Housing Authority and its employees have the right to discontinue their employment relationship at any time and for any reason and nothing in this policy alters or limits that right.

Dress Code

All employees are required to wear appropriate attire or uniforms while employed and on our property.  You may seek specific information regarding dress requirements from your immediate supervisor.  In some cases, where no particular uniform requirements apply, you will be expected to exercise good judgment in deciding what to wear to work.  Generally, casual business attire is the appropriate dress.  Jeans, t-shirts, warm-up or other athletic clothing, and sweat shirts are examples of casual attire that would not meet the definition of appropriate business attire. In addition, no tennis shoes, thongs, flip-flops, athletic shoes, or the like is appropriate footwear.  The list of appropriate dress attire is not all-inclusive, but rather it is intended to serve as an illustration of the types of attire that will not be accepted in the workplace.  

The Housing Authority management may determine that an employee’s attire is not appropriate, and in such circumstances, will send the employee home to change their attire.  Such time is generally considered not paid and the employee shall return to work as soon as practicable, appropriately dressed.  Repeated violations also will result in disciplinary action.

Voluntary Termination

To allow for a smooth transition, the Housing Authority requests that you give two weeks of advance written notice of resignation. Your notice helps to give the Housing Authority time to find a replacement for your position. On occasion, the C.E.O. may waive the need for two weeks notice. Your written resignation should be given to your Supervisor.

When possible, the last day of employment should coincide with the last day of a pay period. The use of vacation during the two-week notice period is not allowed.   Every effort will be made to grant you an exit interview when deemed to be appropriate so that you have the opportunity to discuss any relevant issues you may have, or to make any suggestions.

RECEIPT OF EMPLOYEE HANDBOOK

I, __________________________, acknowledge that this employee Handbook is not an employment contract and should not be interpreted as such.  This Handbook is merely a guideline to the current employment practices of the Housing Authority of the County of Grundy.  The guidelines contained in this Handbook may be changed or discontinued from time to time, with or without notice.
I acknowledge that my employment with the Housing Authority is employment at-will.  This means that either I or the Housing Authority can discontinue the employment relationship at any time for any reason.  Nothing in this Handbook should be construed as a promise for permanent employment or a contract or promise of any kind by management.
I hereby acknowledge that I have voluntarily accepted employment as an employee of the Housing Authority  

I agree that if at any time during my employment I am subjected to any type of discrimination, including discrimination because of race, gender, age, religion, color, national origin, marital status, ancestry, disability or handicap, sexual orientation and/or other protected group as provided by law, or if I am subjected to any type of harassment, including sexual harassment, or if any situation arises regarding a state or federal wage and hour law issue, I will immediately follow the open door policy set out in this Handbook.  I am aware that no retaliation will be taken or tolerated against me for exercising my rights under those policies.

I agree to report all work place related injuries to my Supervisor and my Housing Authority representative immediately, but not later than the end of my scheduled work day in which any injury occurs.  If I have a work related injury, I agree that my only remedy is under the Housing Authority’s workers’ compensation benefits, except as provided by law.

I understand that no one has the authority to enter into a contract changing the at-will nature of my employment, except the C.E.O.  Any such contract cannot be oral and must be in writing.

This Handbook replaces all prior editions of the Housing Authority Employee Handbook and all such prior editions are void.  I further acknowledge that the most current version of the Employee Handbook (which may replace in whole or in part this Handbook) is available from the C.E.O.

Date ______________________________, _____.

Employee signature ____________________________________________________
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