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INTRODUCTION

This handbook is intended to provide you with an overview of the COVENTRY HOUSING AUTHORITY’s policies and procedures as they relate to your employment.  Important:  This employee handbook is not a contract, an employment contract, a promise or a guarantee of continuing employment, or a promise or a guarantee of any items this handbook contains.  It is only a statement of policies that the COVENTRY HOUSING AUTHORITY intends to follow as of the date of issue.  At all times the Authority reserves the right to revise the policies contained in this handbook without any notice.


SECTION I		BASIC PRINCIPLES



1) All actions affecting employees shall be based solely on merit and ability.

2) All appointments, promotions, and separations shall be on the basis of performance and fitness.

3) Position classification and compensation plans will be founded on the principle of like compensation for like work.

a) There shall be no discrimination against employees or applicants for employment due to race, color, creed, national origin, sex, political, or union affiliation, age, physical handicap, religion; and is to include the requirements of Section 304 of the ACC Contract and the basic statutory requirements of the U.S. Equal Employment Opportunity Commission and the R.I. State Fair Employment Practice Act.

b) In accordance with the provisions of the Hatch Act, Public Law 525, 76th Congress, employees shall not hold membership in any political party; nor run for a paid elective office.  If any employee is engaged in any other employment or activity and is doubtful as to his/her status under the Hatch Act, he/she may present the matter in writing to the U.S. Civil Service Commission for a ruling.

c) The employment of more than one member of the same immediate family shall be avoided insofar as possible in the same department.

d) Prior to being hired, applicants will be required to take a physical examination with a doctor of the housing authority’s choosing and have a drug screen performed to determine if an applicant is physically able to perform the required tasks.  In addition, a BCI (Bureau Criminal Investigation) will be required prior to being hired.  All expenses associated with the above are to be paid for by the Authority.




SECTION II	BASIC EMPLOYMENT INFORMATION



A. Work Week Requirements

1. Regular work hours for all full –time personnel are Monday through Friday – 8:00 a.m. to 4:00 p.m.
2. Employees shall have one half hour for lunch and two fifteen minute breaks – one in the morning and one in the afternoon.
3. Overtime work shall be avoided as far as possible but may be required by the Executive Director in the interest of efficiency, tenant safety, or for the protection of property.  In the event overtime hours are necessary (as determined by the Executive Director) the employee shall be paid at the rate of one and one half times the normal rate of pay for each hour worked in excess of forty payroll hours in the work week period.
4. When an employee is called back for emergency work, the employee must (if parts are available) complete the repair or make a temporary repair. 

A. Compensation

Each new employee shall be hired at the comparative salary established for the classification under which he/she is to be employed, except:

· If the employee does not meet the minimum requirements of the position and qualified applicants are not available, the new employee may be designated as a Trainee and;
· When the Trainee has demonstrated the ability to meet the minimum requirements of the position, the comparative salary may be approved.

Employees shall be eligible to receive periodic increases by action of the Board of Commissioners at the recommendation of the Executive Director; subject to budget limitations, performance evaluations, and in accordance with the salary schedule of the position.



A. Hiring Procedures

When a position becomes available, the Authority will advertise the position by:

1. Advertising in appropriate newspapers, trade journals, or periodicals including minority publications
2. Post a notice in a conspicuous place within the Authority’s office.
3. Notify the local tenants’ organization.

Such notices will include job title, hours required, specific skills, and experiences necessary, enumeration, deadline for receipt of application/resumes, and a brief job description.  A statement that the Authority is an “Equal Opportunity Affirmative Action Employer” will be included.  The Authority will keep on file a complete job description and will make same available for applicants requesting it.

The Executive Director will review applications/resumes and interview qualified candidates.  The Executive Director will determine an appropriate number of applicants to interview depending upon the number of qualified applications/resumes received and the position available.  The Executive Director will then choose a qualified applicant for the position.

In the case of hiring an Executive Director of the Authority, the appointment is made by the Board of Commissioners. Advertisement requirements shall be the same as outlined previously for all other employees.

The Board will review all resumes received and rank each according to qualifications and other appropriate criteria.  The Board will then determine the number of applicants to be interviewed, and then conduct said interviews.  The Authority’s members will then choose the most qualified applicant without regard to race, color, sex, age, marital status, ethnicity, national origin, religion, or disability.

All new employees, with the exception of the Executive Director will serve a probationary period of six months, at which time the Executive Director will review and evaluate the employee and make a determination as to continued employment.


D. Performance Evaluations

In an effort to gauge and employee’s overall contributions to the Agency and its functions, performance evaluations will be conducted in regard to meeting goals, proficiency in performing tasks, efficient use of time and materials, and ability to integrate with the entire agency.  Evaluations will be conducted in accordance with job specific criteria.  Evaluations will be performed at the discretion of the Executive Director, at least annually. At the conclusion of an evaluation by the Executive Director, the employee will have an opportunity to write any comments, which he/she may feel, are pertinent.  This commentary will be placed in the employee’s file.



E. Employee Records

A record for all employees shall be maintained.  It shall contain complete information pertinent to his/her employment, including but not limited to the following:
· Application/Resume
· Date of Commencement of Employment
· Record of all Discretionary Leave Time
· Record of Travel
· Record of Evaluations
· Job Description
· Termination of Employment – date and reason thereof
· Any other pertinent information relative to the employment of an individual employee










D. Authority Records

All authority records are confidential and must not be divulged except as directed by the Board of Commissioners; or in compliance with Federal, State, and Local Law.



SECTION III	GENERAL POLICIES



A. Employee Appointment

A copy of this Personnel Policy and a copy of each EEO poster will be displayed and maintained in the Authority office.

All notices of position vacancy will be posted including the job description for ten (10) days with instructions of application and time deadlines.


B. Standard of Conduct Policy

All employees will certify that he/she is responsible for honest and professional conduct in carrying out assigned duties.


C. Authority to Effect Personnel Actions

The Executive Director shall serve at the pleasure of the Board of Commissioners, and is responsible to the Board.

Authority to appoint, promote, transfer, demote, suspend, and separate all other personnel shall be vested in the Executive Director.  The appointments and promotions made by the Executive Director shall be with the approval of the Board of Commissioners.


D.	Sexual Harassment Policy

All employees have the right to work in an environment free of discrimination and free of any form of harassment, whether based on race, color, religion, age, sex, national origin, handicap, or marital status, such as:  racial or ethnic slurs, sexual advances, or any other verbal or physical conduct which constitutes harassment.  To ensure that no employee feels subjected to harassment, the authority prohibits any offensive physical, written, or spoken conduct regarding any person’s race, color, religion, age, national origin, handicap, or marital status.

In particular, sexual harassment is defined as conduct of a sexual nature by any person who is in a position to influence employment decisions when (1) submission to such conduct is made, either expressly or implicitly a condition of another person’s continued employment; or (2) submission to or rejection of such conduct is used as the basis for employment decisions affecting another person.

The COVENTRY HOUSING AUTHORITY also prohibits repeated and unwelcome physical, written, or spoken conduct by either a supervisor or any co-worker that substantially interferes with an individual’s work performance or creates what a reasonable person could consider to be an intimidating, hostile, abusive, or offensive working environment. 

Sexual harassment does not refer to occasional compliments of a socially acceptable nature or welcome social relationships.  The following types of behavior are some examples of harassment, which will not be tolerated by the Coventry Housing Authority:

(1) Any request or demand for sexual favors that are accompanied by a promise of favorable job treatment or a threat concerning the employee’s employment.

(2) Any subtle pressure for sexual favors, including implying or threatening that an applicant’s or employee’s cooperation of a sexual nature (or refusal thereof) will have any effect on the person’s employment, job assignment, wages, promotion, or on any other condition of employment or on any other condition of employment or future job opportunities.


(3) Any behavior that is not welcomed by the employee and is personally offensive such as:

· Sexual flirtations, advances, or propositions
· Verbal abuse or talk of a sexual nature, sexually related comments and joking, graphic or degrading comments about an employee’s appearance, or the display of sexually suggestive objects, pictures, or motions.
· Uninvited physicals contact or touching, such as patting, pinching, or repeated brushing against another’s body.

Employees who believe that they are being subjected to any of these forms of harassment or believe that they are being discriminated against because other employees are receiving favored treatment in exchange for sexual favors must bring this to the attention of the management of the COVENTRY HOUSING AUTHORITY.  The very nature of harassment may make it virtually impossible to detect unless the person being harassed registers discontent with the appropriate representative of the Authority.  Consequently, in order for management to deal effectively with the problem, an employee must report such offensive conduct or situations to his/her supervisor.

A record of the complaint and the findings will become a part of the complaint investigation record, and the file will be maintained separately from the employee’s personnel file.  Any person electing to follow this complaint-resolution procedure will be treated courteously, and the problem will be handled swiftly and confidentially.  Registering a complaint in no way will not be used against the employee, nor will it have an adverse impact on the complaining individual’s employment status.

E.	Training

It shall be the policy of the COVENTRY HOUSING AUTHORITY to promote opportunities for staff to take part in skills based training.  Such training to include conferences, workshops, classes, symposia, and meetings.  Training opportunities will be both formal and informal, and shall consist of external as well as in-service training.

The Executive Director, with concurrence of the Board, shall be charged with the responsibility of assigning travel for training to staff.

Where costs will be incurred for training and/or travel, the Board, through the Chair, shall be the approving authority.  Such approval shall be predicated upon the applicability of such training and the availability of funding.

Allowable expenditures associated with approved travel shall be limited to those most recently published by HUD.  Reimbursements for travel related expenses must be approved by the Executive Director.


F.	Travel

Travel for approved Authority purposes during working hours, and at any other time, are subject to the provisions set forth below:
· The Executive Director may travel for purposes of carrying out COVENTRY HOUSING AUTHORITY business as required to administer the COVENTRY HOUSING AUTHORITY.  An automobile is provided for this purpose.
· Employee attendance at conferences, conventions, and meetings shall be limited to the number of persons necessary to cover the meeting adequately and within current budget limitations.
· Transportation costs which are unanticipated and unscheduled may be met by delegating authority to the Executive Director to evaluate the necessity for such travel with respect to policies and budget limitations.
· The Board of Commissioners requires prior approval of all anticipated travel.
· Prior approval of all anticipated travel costs is required.
· Submission of detailed travel vouchers, including receipts, are required in accordance with 7401.7, Chapter 5-12/19.
· Travel vouchers will be completed for each authorized travel excursion, showing all payments relative to each individual travel excursion.  Reimbursements are as prescribed in the Federal Policy. 
· Official use of privately owned vehicles to attend a conference or travel to a seminar, or travel within the jurisdiction of the COVENTRY HOUSING AUTHORITY will be reimbursed not to exceed the sum specified in the federal travel policy.
· Transportation costs of persons authorized to travel on COVENTRY HOUSING AUTHORITY business shall be reimbursed for the cost of coach or tourist class accommodations.  Alternatively, the cost of first-class accommodations will be reimbursed if it includes per diem, and is determined to be more economical.
· The cost of taxi fares, telephone calls, secretarial services, and similar items necessary to the performance of COVENTRY HOUSING AUTHORITY business, shall be considered reimbursable items with submitted receipts.



G. Smoke-Free Work Place

The COVENTRY HOUSING AUTHORITY is a smoke-free work place.  At no time is smoking permitted inside any buildings owned by the COVENTRY HOUSING AUTHORITY.  Employees who wish to smoke, will be allowed outside on their breaks and lunch periods to smoke.  In addition, there will be no smoking in any vehicle owned by the COVENTRY HOUSING AUTHORITY.


H.	Drug-Free Work Place

The COVENTRY HOUSING AUTHORITY has adopted a program for a drug-free work place, and all employees will not be engaged in the unlawful manufacture, distribution, dispensation, possession or use of a controlled substance, and will execute a statement so stating.






I.	Reduction in Force

If it is necessary to reduce personnel, the selection of the employees to be retained shall be based primarily on their relative efficiency, and the necessary job entailment.  If, due to finances, the reduction shall take place, the employees retained may be based upon salary cost, including benefits.  Other things being equal, length of service shall be given consideration.


J.	Separation

1. Resignation
An employee who desires to terminate his/her employment shall submit a written resignation at least two weeks in advance for clerical and maintenance personnel, and four weeks for executive personnel.

2. Pending Separation
Wherein the opinion of the Executive Director and/or the Board of Commissioners, the continued employment of an employee jeopardizes the welfare of the COVENTRY HOUSING AUTHORITY, said employee may be immediately suspended without pay for not more than fifteen (15) working days, pending further investigation.  The Executive Director and/or the Board of Commissioners may extend the period of suspension, providing (with the case of the Executive Director) the Board of Commissioners is notified and approval by the Commissioners is obtained within a time period as close as possible to the action.

3. Separation Leave Payments
No terminal leave or severance payment shall be made except for authorized unused discretionary leave.  Payments for this leave shall be made within one (1) day of termination.

K.	Administration

The Executive Director shall have the primary responsibility of enforcement of provisions and purposes of this policy.  In the absence of the Executive Director, the COVENTRY HOUSING AUTHORITY in person of the Board of Commissioners shall have the responsibility.


L.     Amendments

The above provisions may be amended only by resolution of the Board of Commissioners.





SECTION IV	PROGRESSIVE DISCIPLINE POLICY

It shall be the policy of the COVENTRY HOUSING AUTHORITY to assist employees in overcoming any behaviors which can become or which may necessitate adverse disciplinary actions.  For that reason, it shall be the policy of the COVENTRY HOUSING AUTHORITY to incorporate into its personnel practices a policy of progressive discipline.  This is done in the belief that employees come to work each day with the intent of serving the agency and its residents.  That there is a presumption that employees want to do their jobs and will interact with all concerned in a positive and professional manner.  When incidents of an adverse nature do occur, constructive appraisal and criticism are warranted to assist the employee in understanding and correcting the behavior, in the interests of workplace efficiency and harmony.

Actions and in-actions taken on the part of employees for purposes of this section shall be classified according to seriousness.  Accordingly, offenses are handled in a progressive manner, i.e. a first offense will be handled differently than habitual offenses.

Classification of Offenses
1. The following listing represents those offenses that endanger or threaten the health and safety of property or residents, fellow workers, and the public.  The seriousness of these offenses calls for serious remedies, thus there is no progressivity to be employed for an offense of this nature:

· Serious altercation or physical violence toward another employee, resident, or other person while on duty or on Authority property.
· Intoxication, use of non-prescribed medication or illegal drugs, or being under the influence while on duty.
· Conviction of a felony.  Such conviction to be for a crime of moral turpitude, theft, or acts of a violent nature.

Employees found to have engaged in, or be guilty of, any of these offenses shall be discharged immediately.

1. The next class of offenses are those which compromise, or are contrary to, the ethical standards of the position held, or are in violation of law, regulation, or policy which are of an ethical/standards of conduct nature.

· Threat to use, or attempt to use personal, physical, or political influence to secure or attempt to secure promotion, leave benefit, change of pay rate, or character or conditions of work.
· Inducing or attempting to induce an employee, commissioner or other to commit an unlawful act in violation of any policy, regulation, or law.
· Taking from any person a fee, gift, or other valuable thing (greater than $50.00) in the course of his/her work and in connection with it.
· Action or conduct unbecoming of an employee,  on or off duty which adversely reflects upon the character of the Authority.
· Material misrepresented on an application/resume presented for initial employment or promotion.

Offenses in this class shall be dealt with in the following manner:  Where the offense is particularly egregious in the opinion of the Executive Director, the Director will immediately suspend the employee with or without pay.  Such suspension shall be heard as soon as practical by the full membership of the Board of Commissioners.  In the instances where the offense is deemed by the Executive Director to be less serious in nature and consequence, the Director may:  reprimand, require restitution, place an employee on warning status, or take other action as is deemed necessary.

1. Violations of policy, regulation or law that effect the economic or property interests of the Authority are listed below:

· Misappropriation or mishandling of Authority funds.
· Carelessness or negligence with the monies or other property of the Authority.
· Theft or willful damaging of Authority property equipment or supplies.
· Engaging in outside business or other activities on Authority time or using Authority property for such activity.

Offenses of this nature will result in an employee being subject to disciplinary actions ranging from immediate dismissal to reprimand depending upon the seriousness of the offense.

1. Willful, intentional violation, or disregard of any Authority rule, regulation, or policy constitutes a serious breach of the trust and faith placed upon that employee.  Actions of this nature are particularly offensive to fellow employees.  Thus, in establishing a policy to deal with these incidents, the disciplinary measures will be consistent with the principles of education and restitution.  Offenses of this nature include:

· Violation of a regulation, policy, rules, or order as established through directive or practice.
· Failure to obey an order or direction as communicated by supervisory personnel.
· Insubordination to a supervisor or discourteous treatment to the public, resident, or fellow employee.
· Failure to maintain a satisfactory attendance record.

Offenses of this nature will result in an employee being subject to disciplinary actions ranging from suspension to warning depending upon the totality of the circumstances surrounding the employee and this incident.  Alternative dispute resolution strategies may be employed in these instances.

1. There are times when an employee is simply unable, unwilling, or unconcerned with carrying out the duties, which they are assigned.  This classification deals with those instances.
· Notwithstanding a request for a reasonable accommodation, failure to satisfactorily carry out and execute one or more job functions or duties in accordance with the stipulated requirements of the job description.

Offenses of this nature shall be handled through additional training and assistance, coaching, and mentoring.  In situations where the employee makes no measurable improvement in performance, a decision to demote or dismiss will be made by the Executive Director.

Warning Status
An employee who is placed on warning status will be subject to loss of seniority benefits during the term of said warning.

Suspension Status
An employee who is placed on suspension status in addition to the above (warning status) which is hereby incorporated; the employee suffers the loss of benefit accrual during the term of said suspension.



SECTION V	ABSENCES FROM WORK


A. Holidays

Holidays with pay shall be observed as follows:

· New Year’s Day and _ day before
· Martin Luther King Day
· President’s Day
· _ Day on Good Friday
· Memorial Day
· Independence Day
· V. J. Day
· Labor Day
· Columbus Day
· Veteran’s Day
· Thanksgiving Day and Day After
· _ Day on the Day before Christmas
· Christmas Day

Holidays shall be observed on the day(s) on which they fall. 


A. Discretionary Leave

1. Discretionary leave is a combination of what has been referred to as sick leave and vacation time.  Discretionary leave serves both these purposes.  Leave time is earned on the basis of time worked, with discretionary time graduating in timed intervals. Discretionary leave allows an employee flexibility in using time away from work.  A discretionary leave system is designed to foster and produce a work culture which is fundamentally more honest in recognizing that there are demands made of individuals which necessitate their absence from work but where the absence does not neatly fit into either a traditional use of sick time or vacation time.

2. Transitional Period – May 1, 1998.    On the date of adoption of this policy, all active employees will receive that fraction of vacation time earned as of the date of adoption.  Each month thereafter, each employee will accrue time into their Individual Leave Bank according to the chart below.  


			Years of Service			Days Earned per Month
			1 year and less				1.5
			2 years – 5 years				 2
			6 years – 12 years			2.5
			13 years or more				 3



3. All time will be awarded on the last Friday of each month and the employee’s anniversary date of hire will continue to be the date used for the calculation of Years of Service.



4. Any employee hired between January 1, 1994 and said date of adoption of this policy shall accrue time in accordance with the above schedule.  However, these employees will be awarded a grandfathered benefit each January 1 until such time as the employee’s years of service equals six and thus the employee then equalizes the new benefit schedule.  

This means for all employees with less than two years of service on the date of adoption of this policy will receive 2 days each January 1 until said employee attains two years of service and one day each January 1 thereafter until employee attains 6 years of service.  Employees with two to five years of service on the adoption date of this policy shall  receive 1 day each January 1 until said employees attain 6 years of service.

5. All employees hired after the adoption of this policy shall accrue Discretionary Leave according to the above new schedule.  

6. The annual maximum accrual for all employees shall be 60 days.  On January 1st of each year, employees may elect to cash out any or all of their Individual Leave Bank.  Any employee with more than 60 days accrued as of January 1, must cash out the overage at that time.

7. Abuse of Disciplinary Leave is fundamentally contrary to the aims and spirit of this workplace and its’ policies.  As a consequence, employees who are held to be abusing the Discretionary Leave Policy shall be judged harshly as they have violated the good faith placed in them and have let down their fellow employees.

8. Discretionary leave is 100 percent compensable at separation provided that such separation shall be for good cause.  Good cause is considered to be a separation for other than malfeasance or misfeasance of office.

9. Employees who will be taking discretionary time off are required to provide as much notice as possible.  Employees will keep the interests of efficient operations, and the demands of the workload in mind when taking discretionary leave.  In all instances, the Director must be informed of the circumstances of any request for discretionary leave.  In the absence of the Director, the appropriate department head will process all requests.


	
	
	

	
	
	

	
	
	

	
	
	















A. Bereavement Leave

1. Unless otherwise on leave, all employees may be granted leave without loss of pay for a period of up to and not to exceed three working days in the event of the death of the employee’s immediate family members. Immediate family members include the following:

Spouse, mother, father, sibling, children, mother-in-law, father-in-law,
daughter-in-law, son-in-law, brother-in-law, sister-in-law, grandchild,
or other person who may reside in the immediate household.

2. Approval for bereavement leave is subject to authorization of the Executive Director.

3. All employees may receive bereavement leave not to exceed one half (1/2) day for any non-immediate family.  There will be no compensation for this time.  An employee may charge this time off to discretionary leave.

.

D.	Court Leave/Jury Duty Leave

A summons or subpoena must be legally served for an employee to be permitted to take court leave.  For jury duty, the employee’s pay shall be continued at the regular rate and all reimbursements (except travel) shall be endorsed over to the Authority.  Court appearances for personal purposes will not be compensated.



E.	Military Leave

All employees hired before January 1, 1998 and who are members of any reserve component of the military forces of the United States shall be granted leave of absence with pay not to exceed fifteen (15) days in one year in order to go on active duty for such training periods as are necessary to their participation in a reserve training program.  All requests for military leave will require two (2) weeks notice in writing, except in the event of a national emergency.  Copies of military orders will be submitted to the Authority prior to the grant of approval.  Employees hired after January 1, 1998 and are members of any reserve component of the military forces of the United States shall be granted a leave of absence with pay not to exceed fifteen (15) days in one year.  All reimbursements the employee shall receive from the military for the fifteen days shall be endorsed over to the Authority.


F.	Temporary Disability Leave (TDI)

The Authority does participate in and will comply with the Temporary Disability Leave Laws of the State of Rhode Island.  An employee who needs an extended leave due to a temporary disability may elect to use their benefits as available under this program.




      Maternity Leave

Employees covered by this agreement who have completed at least one (1) year of service, shall be granted a leave of absence for maternity.  A pregnant employee so certified by her doctor shall be entitled to use accrued sick leave for any time she is unable to work for medical reasons.

It is agreed that pregnant employees who have exhausted their sick leave accruals, or who decline to utilize their sick leave, shall be granted a maternity leave without pay.  A pregnant employee shall submit written notification to the Executive Director of the anticipated duration of the maternity leave at least two (2) weeks in advance (if possible) of the commencement of the leave period.  Leave shall be granted for a period of up to six (6) weeks, and may be extended (if needed) by a doctor’s certification.  The pregnant employee shall continue in her seniority status, medical insurance benefits, and other fringe benefits during said maternity leave.

At the expiration of the maternity leave, the employee shall be returned to the position from which she is on leave at the appropriate step of the then current range of her class or position.




H.	Inclement Weather

The Executive Director will have the authority to close the office due to inclement weather.  If the office is declared closed, the employees will be paid for the day.  





SECTION VI	NON-WAGE BENEFITS


A. Health Insurance

The COVENTRY HOUSING AUTHORITY shall assume the entire cost of either individual or family membership in a health plan, including Delta Dental, for all full-time employees after thirty-one (31) days.  The COVENTRY HOUSING AUTHORITY will pay up to $600 for the family plan and up to $300 for a single plan.

B. Life Insurance

The Authority will provide all full-time employees with a life insurance policy in the amount of $20,000.

C. R.I. Employee Retirement System

All employees are eligible under the IRS Section 403(b) Tax Sheltered Annuity, to be used as a primary employee provided retirement benefit program.  Amounts excludable from income tax through salary reduced remain subject to FICA tax.

It is mandatory to participate in this program upon being hired.  Employee contribution is six (6) percent of base salary; excluding any overtime pay.


D. Social Security- FICA

The COVENTRY HOUSING AUTHORITY is covered by Section 218 Agreement with the Secretary of Health and Human Services to provide Social Security coverage for its employees.

E. Workmans’ Compensation

The COVENTRY HOUSING AUTHORITY will provide for all employees a Workmans’ Compensation Insurance Plan, which will cover all employees who are injured while performing the duties of his/her position, without fault or negligence on his/her part.

The employee’s file shall contain a statement by the employee, affirmed by a witness, setting forth the details of the accident and supported by a doctor’s certificate stating the nature and extent of injuries, and the probable length of disability.

Employees on Workmans’ Compensation shall endorse over the disability insurance payments to the COVENTRY HOUSING AUTHORITY.







F. Medicare

COVENTRY HOUSING AUTHORITY participates in providing the employee payroll deduction on your behalf according to State regulated guidelines.


G. Direct Deposit

Available for all employees.


H. Annuity

COVENTRY HOUSING AUTHORITY has a partnership with Aetna Retirement Services where employees may voluntarily participate in a 457 Deferred Compensation Program, which features tax-deferred contributions and accumulation.  Details may be obtained from the office.



SECTION VII		GRIEVANCES


All employees shall have the right to present their grievances individually, or as a group, or through a designated representative.  All grievances must be submitted to the Executive Director in writing, within fifteen (15) days of occurrence, or it shall not be considered a grievance.

Upon reviewing the grievance, the Executive Director will meet with the aggrieved party to attempt to reach an equitable and mutually satisfactory understanding and/or decision.

At the conclusion of this interview, the Director shall write up an account of the meeting.  This will be done within 10 days, and a copy will be placed in the files, with one copy going directly to the affected party(ies).

Should the grieving party wish to appeal any decision or outcome of this process, they must put their grievance in writing to the attention of the Chairman of the Board of commissioners, with a copy to the Executive Director being dispatched simultaneously.

The Board of Commissioners, at their next regularly scheduled meeting shall conduct a hearing of the grievance.

At the conclusion of this hearing, the Board of Commissioners shall render their decision, in writing, to all parties within ten (10) days.

In presenting a grievance, employees shall be assured of freedom from restraint, interference, discrimination, and reprisal.  A grievance shall only be presented through the established line of authority as diagramed in the organization chart.
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