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PERSONNEL POLICY



1. BASIC PRINCIPLES

A. Employment At Will.   All employees of the Housing Authority of the City of Booneville are employees at will and, as such, are free to resign at any time without reason.  The Housing Authority, likewise, retains the right to terminate an employee’s employment at any time with or without reason or notice.  Nothing contained in this policy or any other document provided to the employee is intended to be, nor should it be, construed as a guarantee that employment or any benefit will be continued for any period of time.  Any salary figures provided to an employee in annual or monthly terms are stated for the sake of convenience or to facilitate comparisons and are not intended and do not create an employment contract for any specific period of time.

B. Nondiscrimination.  There shall be no discrimination against employees or applicants for employment on account of race, creed, color, national origin, sex, age, handicapped individuals in accordance with Section 504 of the Rehabilitation Act of 1973 or any political or union affiliation.

C. Merit System.  The employment of personnel and all actions affecting employees shall be based solely on merit, ability, sound judgment and justice.

D. Politics.  All members, officers, and members of the Local Authority shall be subject to the provisions of the Hatch Act, Public Law 352, 76th Congress.  Employees shall be free to vote as they choose and to express their opinions on all political subjects and candidates.

E. Nepotism.  There shall be no more than one member of the same immediate family employed on a regular basis.  The only exception would be if it were cleared by the Executive Director and the Board of Commissioners.

1. ORGANIZATION

A. All positions shall be established in accordance with an Organizational Chart with clearly sets forth areas of responsibility and lines of authority.

B. Each employee shall be given the authority necessary to perform his assigned duties.




1. POSITION DESCRIPTIONS

A. The duties and responsibilities assigned to each position shall be set forth as clearly as possible in writing and each employee shall be given a description of the assigned position.

B. The position descriptions shall include all duties necessary for the accomplishment of the responsibilities of the position.

C. Position descriptions shall be a part of this personnel policy and attached hereto, but shall be subject to revision by the Executive Director without prior approval by the Board of Commissioners.

D. The Executive Director reserves the right to assign any employee additional duties necessary for the accomplishment of the work of the authority.

1. COMPENSATION

The Board of commissioners shall establish the salary of the Executive Director.  The Executive Director shall have the authority to grant increases for administrative personnel within salary ranges established by the Board of commissioners within budgetary limitations.  All minimum wages for maintenance employees shall be determined by the Labor Relations Branch of the Department of Housing and Urban Development, with the Executive Director having the authority to grant increases over and above minimum wages, all within budgetary limitations. 

2. APPOINTMENTS

The Housing Authority is an equal opportunity employer.  Appointments with the Housing Authority shall be conducted on the basis of merit and fitness for the position and removals and demotions made only for the good of the Housing Authority.

The Housing Authority shall comply with all non-discriminatory provisions of all state and federal regulations.

Three types of appointments, which are as follows, fill positions in the Housing Authority:

A. Probationary:  This is the initial appointment made by Executive Director.  All new employees are required to serve a probationary period of six (6) months before they are considered standard employees.  This is a trial period in which department heads evaluate the job performance of new employees and during which any probationary employee may be discharged without appeal.  Any time spent on probationary status will apply toward the accumulation of sick and annual leave credits, as well as toward periodic pay increases.
                                                                                                                                                      
B. Standard:  Upon satisfactory completion of the probationary period, the employee’s status changes and he/she becomes eligible to continue all benefits.

C. Temporary:  This classification is for seasonal and short duration jobs, or for employees who work less than a regular workweek.  Temporary employees do not receive benefits such as annual leave, sick leave, holidays, or insurance.

1. SEPARATION

A. Resignation.  An employee desiring to terminate his/her employment is requested to submit resignation in writing at least two weeks in advance setting forth reasons for resigning.

B. Dismissals.  An employee may be dismissed for generally unsatisfactory performance during the probationary period.  Upon satisfactory completion of the probationary period, an employee may only be dismissed for cause.  The following are examples of just cause for dismissal, but shall not be limited to these causes:

(1)       continued or gross neglect of duty;
(2)       absence without authorized leave for three consecutive days;
(3)       absence without authorized leave for more than three times in any one                   
            calendar month;  
(4)       incompetence or unwillingness to render satisfactory work;
(5)       dishonesty;
(6)       insubordination or serious breach of discipline;
(7)       use of intoxicating beverage or drug to excess, or indulgence in  
            intoxicating beverages or illegal drugs while at work;
(8)       conduct unbecoming an employee of the housing authority;
(9)       failure to pay or make reasonable provision for payment of just debts;
(10) conviction of any criminal act;
(11) negligent or willful damage to housing authority property or waste of      
            supplies or equipment;
(12) Continued abuse of personnel policies, safety rules and regulations.
(13) Inability to take orders from immediate supervisor;
(14) Lies, malicious gossip or slander about fellow employees. 

Disciplinary Action

It is every employee’s duty to perform job responsibilities to the best of his/her ability.  When an employee’s supervisor points out faults or needed improvements, every effort must be made to conform to this required level of performance.  (The quality of your work reflects on you and our agency.)

Disciplinary action is to be viewed by supervisor as a last resort and should therefore be taken seriously by all employees.  If a verbal warning does not result in correction, the second step is a written appraisal signed by the employee and the supervisor with copies to the employee and the Executive Director.  Further disciplinary action can result in suspension without pay or dismissal.  Demotion occurs when an employee renders unsatisfactory service in his/her position not of a nature to cause termination.  Finally, some conduct precludes a verbal warning and can be grounds for immediate suspension or dismissal.

Disciplinary action taken against an employee will be in one of four forms; verbal reprimand, written reprimand, suspension, or termination:

1. Verbal Reprimand:  The verbal reprimand shall be given to the employee, detailing the employee’s alleged misconduct without causing any written record to become a part of the employee’s personnel file.

2. Written Reprimand:  The written reprimand is a written statement from the supervisor to the employee, detailing the employees alleged misconduct and informing the employee of the more severe disciplinary action that will be taken in the event of repeated misconduct.  This document is given to the employee with a copy of it being placed in the employee’s personnel file.  This form of disciplinary action is used for repeated violations after a verbal reprimand and will serve as a warning to correct inappropriate behavior.

3. Suspension:  Employees may be suspended from work without pay.  This action is taken against employees committing serous acts of misconduct and/or dishonesty, or employees repeating acts or misconduct after having received a written reprimand.

4. Termination:  Any employee committing any act of dishonesty, a serious act of misconduct, or continually committing less serious acts of misconduct after having been previously disciplined may be terminated.  Suspended or terminated employees have the right to appeal the action taken against them as specified in Section 21. 

Reduction Of Personnel

In the event it is necessary to reduce personnel, the employees to be retained shall be based primarily upon their efficiency and job productivity.  Other things being equal, temporary employees shall be separated before regular employees who have completed their probationary period.





1. GENERAL OPERATIONS

A. Overtime:  Overtime work shall be avoided if possible, but may be required by the Executive Director in the interest of efficient operation, in which case the employee shall be paid at the rate of one and one-half times the normal rate of pay.

1. JOB EVALUATIONS

A. Probationary employees will be evaluated at the end of their probationary period (six months) of their employment to ascertain whether their employment will continue or if they will remain on probation.

B. All regular employees will be evaluated at least once a year and shall be allowed to review their evaluation.

1. LEAVE  (HOLIDAY/BIRTHDAY)

A. Holidays.  The following holiday with pay shall be observed:

(1)       New Year’s Day – January 1
(2)       Martin Luther King, Jr.’s Birthday and Robert E. Lee’s Birthday – 3rd                           
            Monday in January 
(3)       George Washington’s Birthday – 3rd Monday in February
(4)       Memorial day – last Monday in May
(5)       Independence Day – July 4th
(6)       Labor Day – 1st Monday in September
(7)       Veterans Day – November 11th
(8)       Thanksgiving Day – 4th Thursday and Friday in November
(9)       Christmas Eve – December 24th 
(10) Christmas Day – December 25th

When holiday occurs on Saturday, it will be observed on proceeding workday.  When holiday occurs on Sunday, it will be observed on the first following workday.

Any employee required to work on a legal holiday shall be paid at his/her regular rate for all hours worked in addition to pay for the holiday or receive compensation time on a one for one basis.







1.   ANNUAL  (VACATION)  LEAVE

  A.  Service Requirement

The vacation policy for employees of the Housing Authority of the City of Booneville shall be as follows:

Service Requirement                                         Vacation Period
1 to 4 years                                                        10 working days
5 years and over                                                15 working days

2. SICK LEAVE

A. Sick leave shall annually accrue at the rate of one day for each month of  
continuous employment during each calendar year, plus one-half (1/2) day for each year of continuous employment in excess of six (6) years.  If any employee shall fail to take or utilize all of the sick leave to which he/she is entitled in any 
calendar year, he/she may carry forward the unused portion thereof until he/she shall have accumulated a maximum of one-half a day per month.  All accumulated and unused sick leave of an employee shall be forfeited upon termination of the employment of that employee, unless he/she shall present to the Executive Director the certificate of a duly licensed and practicing physician attesting that such employee is in fact ill or injured to the extent that he/she was, at the time of such termination, prevented from being gainfully employed.  It shall be the duty of such terminated employee to have an examination of himself, at his sole expense.
      
B. Physician’s Certificate Required:  When evidence of abuse of sick leave exists,      the supervisor may require an attending physician’s certificate for any amount of 
sick leave.

C. Notice of Absence:  Employees must give notice of absence due to illness, injury, or any other unexpected reason to their supervisor no later than 7:45 a.m. on the first day of absence and on each succeeding day of absence, except in cases of hospitalization.

Failure to give notice required by result in the employee being placed on absence without leave and without pay, and subject to disciplinary action.

1.   INJURY LEAVE

If an employee, through no fault of his/her own, is injured by external or violent means while in actual performance of his/her duties, he/she shall be entitled to injury leave for periods of time commensurate with the nature of the injury received in the line of duty.

The Executive Director may extend the three-month period after examination of the attending physician’s report.  The Housing authority shall pay on the first week, thereafter; Worker’s Compensation is responsible for any and all remuneration.

2.   ACCIDENT REPORTS

An accident involving personal injury and/or property damage should be reported to the supervisor in writing on the form provided before the end of the shift.  The supervisor will complete an investigation and prepare necessary documentation as soon as practical.  The completed forms will be filed with the Housing Authority’s Worker’s Compensation representative.  
	
A. Mandatory Reports:  

1. Standard forms furnished by Worker’s Compensation in case of injury.
2. Standard forms furnished by State of Arkansas on vehicle accidents.
3. Narrative reports - memo form – on property damage.

1.   MATERNITY LEAVE.
   	
Maternity leave will be granted to eligible employees upon request.  The leave will begin either at the recommendation of the employee’s physician or at the request of the Housing Authority, based upon reason of employee productivity, safety, attendance or other work-related reasons.

A.  Expectant mothers may continue working as long as they are:

1. Authorized to do so in writing by their personal doctor.
2. Satisfactorily perform their regular duties.
3. Regular in work attendance.

A. Employees requesting a maternity leave may use all accumulated vacation, accumulated comp time followed by sick leave, then leave without pay.  Total maternity leave is not to exceed six (6) weeks.

Both the Board of Commissioners and the Executive Director must agree upon any maternity leave time in excess of six (6) weeks.

B. If the employee does not return to employment after the specified leave time the employee will be considered terminated.

1.   JURY DUTY – CIVIL LEAVE
    
  Any employee serving as a juror or witness shall be considered on leave- with full  
  pay.  Such time shall not be counted as annual leave.

2.   MILITARY SERVICE
 	
A. Employees who are members of the National Guard or any of the reserve branches of the Armed Forces shall use accumulated annual leave or accumulated comp time for this purpose.

B. Any standard employee drafted into the military service during National emergency or recalled to active duty shall, upon termination of the required period of active duty, be entitled to reinstatement to their former position or an equivalent.  Seniority shall continue to accrue during such period of military service.  The employee must request reinstatement within ninety (90) days after the date of official discharge.  The employee must be honorably discharged and physically and mentally fit to discharge the duties of the position.

1.   LEAVE OF ABSENCE WITHOUT PAY.
 
 Upon a statement of good reason, the Executive Director may grant leave 
 absence without pay, up to thirty days.  Beyond the thirty days the individual 
       must receive prior approval by both the Executive Director and the Board of              
       Commissioners.

2. EMPLOYEE TRAVEL

Mileage Allowance
Employees using their personal vehicles will be reimbursed at the current IRS approved rate (available from the Executive Director’s office) for actual miles traveled on Housing Authority business along with all tolls and parking charges.

Travel Expenses
It is the policy of the Housing Authority to reimburse employees for the following actual out-of-pocket expenses incurred during work related trips:
      		
1. The Executive Director will evaluate the need for the travel request with respect to authority policies and approved budgetary limitations.  In 
those instances, the commissioners would be polled and a resolution approved at the next regular board meeting.

2. No specific board approval will be necessary in instances of travel to   HUD/NAHRO sponsored activities, providing the local authority participants 
are invited by the Regional or Area Office.  These activities consist of maintenance clinics or management and fiscal workshops in various localities sponsored jointly by NAHRO and HUD. 




3. Lodging – Receipt required
When possible all lodging arrangements should be made and paid in advance.  Any additional charges paid by the employee at the time of departure may be reimbursed after submission and approval of receipt for such expenses.

4. Meals (including gratuities) – Receipts required.
Meals will be reimbursed at actual cost to traveler upon submission of the receipt.  Receipts are to be secured for all items of more than $15.00.  Other documentation includes a listing of each time, the date, place and amount related thereto.

5. Transportation
Airfare – Receipt required.  Any required air travel must be arranged through a local travel agent and paid by the Housing Authority prior to departure.

Any exceptions must be approved in advance by the Executive Director.

Car rental – Receipt required.  The Executive Director for incurring expenses must give prior approval.

A full explanation for the cancellation should be attached to the expense report.

Expenses incurred during pre-employment interviews or other replacement activities by non-employees are reimbursable if they are reasonable and in direct relation to the position for witch the individual is being interviewed.  The Executive Director’s approval must be obtained in advance for such expenditures.  All non-employee travel expenses must be substantiated by expense reports, receipts, etc.  The guidelines listed above apply to non-employee travel as well.

1.   EMPLOYEE BENEFITS

A. Social Security (FICA). 
All employees are required to participate in (FICA) Federal Insurance Contribution Act or Social Security.

B. Hospitalization.
Employees will be eligible for hospitalization benefits as stipulated in letter of employment.  The housing authority will pay all hospitalization coverage for full-time regular employees or 60 percent of the family premium if the family is covered.  (After and upon completion of probationary period.)

C. Retirement. 
It is mandatory for all employees to join the retirement plan except those employees 55 years or older shall be exempt.

1. All employees are eligible to participate in the retirement plan after 6 months of service, with vesting at 20 percent a year, and 100 percent vesting after five years of participation on the plan.

2. Probationary employees will be eligible for the retirement program at the end of their probationary period.

3. Part-time employees will not be eligible to participate in the hospitalization and retirement programs.

4. Worker’s Compensation Insurance – Employees shall be covered by Worker’s Compensation Insurance.

The benefits the employee receives while on sick leave with full pay shall be paid over to the Housing Authority.

1.   EMPLOYEE GRIEVANCES

A grievance is defined as a cause of distress felt to afford reason for complaint or resistance.  These grievances may be based on any valid problem from specific work conditions to a protest of disciplinary action.  Employees having a work related grievance should initiate the procedure established in the Section.

Access to the process is free from interference, restraint, coercion or reprisal.  If at any time during the process it is determined that the grievant has abused the process, the concern will be disallowed and, if the grievant is an employee, he may be disciplined as appropriate.  If it is determined that any involved supervisor has abused the process, that supervisor will, be bypassed in the resolution of the concern and will be subject to discipline by the Executive Director.

1. Any employee who believes that he/she has been discriminated against shall first complain to his/her immediate supervisor within 30 days of such incident.  If the problem is not resolved informally at this step, then the complaint or his representative may proceed to number two.  The grievance now becomes a formal complaint.

2. The complainant and/or his/her representative should present the complaint in writing the Executive Director.  This written statement should include a brief description of the complaint and the results of the informal review of number one.  The Executive Director will work with all parties involved to provide an unbiased solution to the complaint within 30 days.  The Executive Director’s Office will also provide the complainant with a written response describing the proposed solution of the complaint.


1.   SERVICE RECORDS

A service record shall be maintained for every employee and shall contain complete information pertinent to this employment, including dates of employment and pay charges.

2.   EMPLOYEE SUGGESTION PLAN

All employees are encouraged to make suggestions for improvements or changes in procedures governing operation of the authority.

3.   HEALTH AND SAFETY

  Employees shall be provided safe, sanitary and healthful working conditions.

4.   ADMINISTRATION

The Executive Director shall have the primary responsibility of enforcement of provisions and purpose of this personnel and administrative policy and shall review this policy periodically with a view toward increasing the efficiency of the authority and promoting the general well being of the employees.  The Executive Director may change the attached position descriptions to conform to current operation.

5.   AMEMDMENT

Amendment of the above provisions shall be by action of the Board of Commissioners of the Authority.

6.   DRUG-FREE WORKPLACE

Legislation passed by Congress on November 18, 1989 requires any agency that receives Federal funding to certify that it will maintain a drug-free workplace as a condition for receiving operation subsidies, therefore making it unlawful to manufacture, distribute, dispense, possess or use a controlled substance in the Booneville Housing Authority workplace.  Such workplace shall include all Housing Authority facilities and grounds, as well as all Authority vehicles.
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