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PERSONNEL POLICIES OF THE
______________ HOUSING AUTHORITY 


I. 	BASIC PRINCIPLES

	A. General Statement

	The purpose of these policies is to provide a set of principles for establishing and maintaining for the _____________ Housing Authority (“(PHA)”) efficient and productive employee relationships in the conduct of business.

	B. Authority to Effect Personnel Actions

1. 	Except as otherwise provided in this statement, (PHA), in exercise of management functions, shall have the right to decide the policies, methods, safety rules, directions of employees, assignment of work, and equipment to be used in the operation of (PHA)'s business.

2. 	The authority to hire, discharge, suspend, discipline,  promote, demote, and transfer employees and release employees because of lack of work or for other proper and legitimate reasons shall be vested in the Executive Director and in such other officials as are formally designated by that individual, subject to such controls as are specified by resolution or motion of (PHA).

3. 	These policies may be modified by the Board of Directors upon recommendation of the Executive Director or at the initiative of the Board of Commissioners at any time without notice. Changes in these policies will be distributed immediately to each employee and will be incorporated into the Personnel Policy. Each employee will be provided a copy of the Personnel Policy and all amendments.

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

	D. Equal Opportunity Statement

It is the policy of (PHA) to provide equal opportunity in employment and personnel management for all persons and to provide access to, admission to, and full utilization and benefit of training and promotional opportunities without discrimination because of race, color, creed, age, religion, sex, national origin, sexual orientation, marital, political or union affiliation, public assistance status, or rights within (PHA) to the extent permitted by law. To implement this policy, (PHA) requires that any person making applications for, currently employed by, or applying for further vacancies in the employ of (PHA) will be considered on the basis of individual ability and merit, without discrimination or favor.
	
		Under Section 504 of the Rehabilitation Act of 1973, Housing Authorities are required to provide reasonable accommodation to qualified handicapped individuals.  However, reasonable accommodation does not require an undue financial burden on (PHA).
	
		Equal employment opportunity shall apply to all personnel actions including, but not limited to, recruitment, hiring, upgrading, promotion, demotion, transfer, layoff, or termination. To make the policy generally known in the community, (PHA) shall (in addition to the position requirements) insert in all employment announcements a consideration for employment without regard to race, color, creed, sex, religion, sexual orientation, political or union affiliation, national origin, age, or handicap.
	
		It is the policy of (PHA) not to use public funds to further any violations of state or federal equal employment law. (PHA)'s firm commitment to this policy shall be demonstrated through the affirmative action requirements of the contractors, sub‑contractors, and vendors with whom (PHA) does business.  These requirements are:
	
		1. 	All bid specifications, proposals, and contracts shall require all contractors, sub‑contractors, and vendors to submit a signed statement signifying that the contractor, sub‑contractor, or vendor fully intends to comply with the standards of equal employment and anti‑discrimination as cited in the Civil Rights Act of 1964 as amended by the Equal Employment Opportunity Act.
	
		2. 	If it is reported that a contractor is in violation of state or federal equal employment opportunity laws or has no affirmative action program or has not shown good faith in taking corrective steps or is not willing to comply and carry out (PHA)'s affirmative action requirements, the Executive Director may immediately issue a "Letter of Show Cause" requesting the contractor, sub‑contractor, or vendor to provide (PHA) with information showing why (PHA) should not terminate the contract.
	
	E.	Policy Governing Political Activity

	Prohibited activity according to Section 1502 (a) of Title 5, United States Code (The Hatch Act) prohibits a state or local employee whose employment is in connection with an activity which is financed in whole or part by loans or grants from the United States government from involvement or participation in the following political activity:
	
		1. 	Use of his/her official authority or influence for the purposes of interfering with or affecting the results of an election or nomination for office;
	
   		2. 	Directly or indirectly coercing or attempting to coerce, command, or advise a state or	local officer or employee to pay, lend, or contribute anything of value to a party, 	committee, organization, agency, or person for political purpose; and,
	
   		3. 	Be a candidate for public elective office in a partisan election.
	
	


	F.	Administration of Personnel Policy

	The Executive Director shall make and enforce appropriate rules and regulations to carry into full effect the provisions, intent, and purpose of this personnel policy.
	
	G.	Drug Prevention Policy
	
	It is necessary to recognize employee rights and the responsibilities of the employer regarding drugs and alcohol.  The purpose of this policy is to prevent and control alcohol and drug use in (PHA), while providing guidance to personnel regarding the use of alcohol and other drugs.
	
		(PHA) recognizes:
	
	1.  The employment-related rights and concerns of employees who may have drug or alcohol problems, as well as the rights of clients and the public at large to continue to receive quality services regardless of the employee's health condition.
	
	2.  Its obligation, as an employer, to provide a safe work environment for all employees, clients, and the public at large.
	
	3. 	All personnel shall avoid the use or abuse of illicit drugs and alcoholic beverages while in HA buildings.
	
	4.  All personnel shall display responsible behavior regarding appropriate use of medications while in (PHA) buildings.
	
	5.  Priority will be placed on negotiation of contract language that provides appropriate leaves of absence and health benefits for Authority employees who need alcoholism or drug abuse treatment or related services.
	
	H.	(PHA) Drug-Free Workplace Policy

No employee engaged in work in connection with a federal grant shall unlawfully manufacture, distribute, dispense, possess, or use on or in the workplace any narcotic drug, hallucinogenic drug, amphetamine, barbiturate, marijuana, or any other controlled substance, as defined in schedules I through V of Section 202 of the Controlled Substance Act (21 U.S.C. 812) and as further defined by regulation at 21 CRF 1300.11 through 1300.15.

		1.	"Workplace" is defined to mean the site for the performance of work done in connection with a federal grant.  That includes any Authority buildings or other premises off Authority property during any Authority-sponsored or Authority-approved activity, event, or function.

		2.	As a condition of employment in any federal grant, each employee who is engaged in the performance of a federal grant shall notify the Executive Director of his or her conviction for a violation of any criminal drug statute occurring in the workplace as defined above, no later than five (5) days after such conviction.

		3.	As a condition of employment in any federal grant, each employee who is engaged in the performance of a federal grant shall abide by the terms of (PHA) policy respecting a drug‑free workplace.

		4.	An employee who violates the terms of this policy shall be non‑renewed, or his or her employment may be suspended or terminated, at the discretion of the Executive Director.

		5.	Sanctions against an employee, including non‑renewal, suspension, and termination, shall be in accordance with prescribed Authority administrative regulations and procedures.

	I.	Sexual Harassment and Sexual Violence Policy

		1.	General Statement of Policy

			a)	It is the policy of (PHA) to maintain a working environment that is free from sexual harassment and sexual violence.  (PHA) prohibits any form of sexual harassment and sexual violence.
		
			b)	It shall be a violation of this policy for any employee of (PHA) to harass or to be sexually violent toward an employee through conduct or communication of a sexual nature as defined by this policy.
	
			c)	(PHA) will act to investigate all complaints, either formal of informal, verbal or written, of sexual harassment and to discipline any employee who sexually harasses or is sexually violent toward an employee of (PHA). Violation of this provision may subject the responsible employee to disciplinary action, up to and possibly including immediate termination of employment.

		2.	Sexual Harassment and Sexual Violence Defined
	
	a)	Sexual harassment consists of unwelcome sexual advances, requests for sexual favors, sexually motivated physical conduct or communication of a sexual nature, if:
	
				1)	Submission to that conduct or communication is made a term or condition, either explicitly or otherwise, of obtaining or retaining employment;
	
		2)	Submission to or rejection of that conduct or communication by an individual is 	used as a factor in decisions affecting that individual's employment; or
	
	3)	That conduct or communication has the purpose or effect of substantially or unreasonably interfering with an individual's employment, or creating an intimidating, hostile, or offensive employment environment.
	
			b)	Any sexual harassment, as defined above, when perpetrated on any employee by another employee, will be treated as sexual harassment under this policy.
	
			c)  Sexual harassment may include, but is not limited to:

  				1)  verbal harassment or abuse;

				2)  subtle pressure for sexual activity;
				3)  inappropriate patting or pinching;

				4)  intentional brushing against an employee's body;

	5)  demanding sexual favors, accompanied by implied or overt threats concerning an individual's employment status;

	6)  demanding sexual favors, accompanied by promises of preferential treatment with regard to an individual's employment status; or

				7)  any sexually-motivated unwelcome touching.

	8)  Sexual violence, which is a physical act of aggression that includes a sexual act or sexual purpose.
	
		3.	Reporting Procedures

		Any person who believes he or she has been the victim of sexual harassment by an employee of (PHA), or any third person with knowledge or belief of conduct which may constitute sexual harassment or sexual violence should report the alleged acts immediately to (PHA)’s Executive Director as designated by this policy or such other person as may be allowed under Section 4 below.  
	
		4.	Human Rights Officer
	
	The Board of Commissioners hereby designates the Executive Director as (PHA)'s Human Rights Officer to receive reports or complaints of sexual harassment or sexual violence from any individual, employee, or victim of sexual harassment or sexual violence.  If the complaint involves the Human Rights Officer, the complaint should be filed directly with the Chairman of the Board of Commissioners.  (PHA) shall conspicuously post the name of the Human Rights Officer, including a mailing address and telephone number.  If, for whatever reason, the person with the report or complaint feels that reporting the matter to the Human Rights Officer or Chairman of the Board of Commissioners would be impractical, inadvisable, or impossible, such person may report the matter to any management-level employee within (PHA).  Any manager to whom such a matter is reported will then be responsible for relaying the report in such a way that prompt action may be taken to investigate the matter and carry out whatever action may be appropriate.

	J.	Other Forms of Harassment Prohibited

(PHA) specifically prohibits and will not tolerate any act of harassment on the part of any employee toward another employee or toward a member of the public or anyone doing business with (PHA).  No form is harassment is exempted from this policy, whether it is done for reasons of another person's race, color, religion, age, national origin, disability, veteran's status, or any other characteristics of the person subjected to such treatment. For the purposes of this provision, "harassment" includes any actions that tend to intimidate, demean, belittle, threaten, victimize, abuse, or otherwise subject to adverse treatment, any other individual, regardless of whether such action is specifically prohibited by a law.  Any employee who feels that adverse treatment toward another individual would be appropriate should take the matter up with an appropriate management official, or should file a grievance under the procedures outlined in section VIII of this handbook.  Harassment in violation of this provision may subject the responsible employee to disciplinary action, up to and possibly including immediate termination of employment.

	K.	Service Record

A service record shall be maintained for every employee and shall contain all information pertinent to his/her employment. (PHA) maintains central personnel files in the [name of department]. In order to keep personnel records up to date, changes in address, name, phone number, and number of dependents should be reported promptly. It is the responsibility of each employee to make certain that changes in this vital information are reported to the Executive Director as soon as they occur. (PHA) employee personnel records are confidential. Access to records is limited to authorized personnel with a specific “need to know” in the regular performance of their duties.

Any employee receiving a job reference call or other inquiry concerning a current or former employee of (PHA) should not release any information regarding such an individual. All such calls or inquiries must be referred to the Executive Director for appropriate action.


II.	RECRUITMENT AND HIRING

	(PHA) is an equal opportunity employer and individuals shall be hired on the basis of their qualifications and ability to do the job to be filled. Unless otherwise provided in a written contract signed by both parties and approved by the governing body of (PHA) prior to employment, all employment shall be “at will”, so that either party may terminate the employment relationship at any time and for any lawful reason.  No officer or employee of (PHA) is authorized to change the “at will” status of any employee by verbal representation or any other method not stated herein.   All positions shall be established in accordance with an organizational plan that shall clearly set forth areas of responsibility and lines of authority.  The organizational plan consisting of an organizational chart showing each position and title and a list of positions shall be created and maintained by the Executive Director, who will submit any substantial changes in the plan to (PHA) for approval.Every employee shall be given the authority necessary to perform his/her assigned duties. 

	A. 	Application for Employment
		
		To be considered for a position, an applicant must submit a (PHA) application. This requirement applies to candidates from within (PHA) as well as outside candidates.  However, where the Executive Director promotes or transfers an employee from within, the requirement for an application may be waived.  Resumes alone will not be accepted, but may be attached to an application. Incomplete applications will not be considered for employment, and all materials submitted for consideration will be considered the property of the (PHA) and cannot be returned. Applications will be kept on file for six months, and an applicant may be considered for another position by requesting in writing that his/her application be placed for consideration, as long as the application has not been on file for longer than six months.
	B. 	Job Descriptions

		A job description shall be established for each position by the Executive Director, who shall submit any substantial changes in the job descriptions to (PHA) for final approval.  Each position description shall include the following components: title, department, salary level, status, job duties, knowledge, skills, and minimum qualifications.

	C. Recruitment of Applications

When a vacancy occurs in a position, the Executive Director will review a position profile and identify appropriate recruitment methods that fulfill the recruiting and selection policy purposes. The Executive Director will post the position, and postings may be internal-only to encourage internal promotion and/or posted externally for an expanded applicant pool. The Executive Director may transfer or promote a current employee to fill a vacant position without posting if it is deemed in the best interest of (PHA).

		1. 	Methods of Recruitment

(PHA) will use four methods of recruiting and selecting persons to fill vacancies.  The Executive Director shall determine one of the following methods of selection to be used in filling each vacancy.

			a)	Promotion from within; 

			b)	Lateral transfer within; 

			c)	Public announcement and competitive consideration of applications for employment; or

			d)	Selection from a valid current eligibility list of solicited applications/resumes on file for six months at the time of vacancy.

		2.	Applicant Requirements

All applicants must meet the minimum qualifications as set forth in the (PHA) job descriptions. Inclusive without any limitations, all current employees must have a satisfactory rating on his/her most recent performance evaluations and have no pending disciplinary actions. Employees within the introductory period will not be eligible to apply for other positions.

		3.	Hiring Procedures

The Executive Director will interview applicants meeting the minimum qualifications for employment and select the most qualified applicant. (PHA) shall notify all applicants of the fact of non-selection for employment.

		4.	Nepotism

Full-time employment of more than one family member of the same family must be approved by the Executive Director. The hiring of a relative must be in the best interest of (PHA), involve no conflict of interest and not involve a supervisory relationship between family members.

	D.	Types of Employment

Employees may be classified as full-time, part-time, or temporary.  This determination and decisions regarding changes in classification will be made by the Executive Director.  In addition, the workforce, as needed, may be supplemented with other forms of flexible staffing as needed.  A full-time employee is hired to work a full forty (40)-hour work week. A part-time employee is defined as working less than a forty-hour work week for an indefinite period.  A temporary employee generally is an individual who is hired either full or part-time for a specified limited period.  

		1.	Regular Appointments. Regular appointments shall be made only from among applicants who meet the minimum qualification requirements for positions previously established by (PHA).  Each regular employee shall be required to serve a probationary period of six (6) months.
	
			a)	The employee shall be notified at the time of the appointment that for six months he or she is on a probationary basis, and that at the end of that time, will be made a regular employee or will be dismissed if his or her services have not been satisfactory.
	
 b) 	All probationary employees will be paid on an annual salary basis with pay for approved holidays.  Sick leave and vacation leave will accrue during the probationary period. During the first ninety (90) days of the probationary period, employees will not be allowed to take paid annual leave or sick leave.

 	c) 	Appointment on a part‑time basis will earn vacation and sick leave in the proportion that hours worked is to a full‑time position.
	
			d) 	Near the completion of the probationary period, the Executive Director or direct supervisor may conduct a performance evaluation period. The Executive Director or direct supervisor will provide the employee with a written recommendation concerning appointment to a regular position or termination and the reason(s) thereof.
	
		2.	Temporary Appointments 
			
		Temporary appointments may be made.  Appointees to temporary positions will be paid an hourly wage for actual hours worked, and no additional benefits will be paid or earned.
	
			a)	Temporary positions that become regular positions shall earn benefits specified in this policy from the date of commencement of the regular appointment.
	
   			b) 	Appointment on a part‑time basis may be made to temporary positions and such appointees will not earn benefits specified in this policy.
		3.	Grant Appointments

A grant employee is one who is hired to work under a specific grant-funded program for a specific period of time.


III.	COMPENSATION

Each employee will be classified as exempt or nonexempt for the purposes of compensation administration.  This determination and decisions regarding changes in classification will be made by the Executive Director based upon current requirements in the law.

	A.	Exempt and Non-Exempt Employees

		1.	Exempt employees typically are paid on a salary basis and include most employees employed in a bona fide executive, administrative, or professional capacity. Exempt employees are not eligible to accumulate compensatory time and/or overtime.  

		2.	Non-exempt employees are employees who do not fall under the definition of exempt employees: ex. maintenance staff. A nonexempt employee generally is subject to the minimum wage and overtime provisions of the  Fair Labor Standards Act.  A non-exempt employee will earn paid compensatory time off equal to 1.5 hours for each hour of time worked above forty (40) hours per work week to the extent this method of overtime compensation is allowed due to the public employer status of the Authority.

	B.	Rates of Compensation
		
		Rates of compensation for all employees shall be based on rates paid for comparable work in the locality. A salary shall be assigned to each position.
	
	C.	Merit Increase

		Administrative employees whose services are satisfactory shall be eligible to receive annual merit increases, based on performance and productivity.  These pay increases will be contingent upon the annual budget. Merit increases are given to employees whose job performance is consistently above that normally expected or required. The Executive Director will approve or deny all merit increases.
	
	D.	Part‑time Rates

		Rates of compensation for employees who are hired on a part‑time basis will be determined in accordance with the prevailing wages in like positions within the community.
	
	E.	On-Call

		Maintenance staff who are called to perform job duties after regularly scheduled hours on weekends or holidays will be paid the regular overtime rate, but all work must be documented with an emergency work order and must be approved to the Executive Director before being paid. Any work performed but not documented will result in disciplinary action against the employee or employees responsible for the lack of documentation.

	F.	Pay Days

Employees covered by this Personnel Policy shall be paid by means of (PHA) check or direct deposit of the same amount every two weeks. The end of each pay period shall be on a Friday and the actual pay date will be one week following the end of the actual pay period. Should a pay date fall on a holiday, the pay date will be the first business day immediately preceding the pay date. 

	G.	Overpayment or Underpayment of Wages

(PHA) takes all reasonable steps to ensure that employees receive the correct amount of pay in each paycheck and that employees are paid promptly on the scheduled payday.

In the unlikely event that there is an error in the amount of pay, the employee should promptly bring the discrepancy to the attention of the Executive Director so that corrections can be made as quickly as possible.  If the employee has been underpaid, (PHA) will pay the employee the difference as soon as possible.  If the employee has been paid in excess of what he or she has earned, the employee will need to return the overpayment to (PHA) as soon as possible.  No employee is entitled to retain any pay in excess of the amount he or she has earned.  If a wage overpayment occurs, the overpayment will be regarded as an advance of future wages payable and will be deducted from the next available paycheck.  Each employee will be expected to sign a wage deduction authorization agreement authorizing such a deduction.

We ask that employees realize that pay errors are not intentional and that employees show understanding if such an event occurs.

H. Hours of Work

1.  Normal work hours are 8 am to 5 pm, Monday through Friday.

2.	Employees who are classified as exempt will be required to work more than forty (40) hours per week where necessary to meet the responsibilities of their position.    Compensation for exempt employees will be based on a weekly or less frequent salary.  This class of employee will not receive extra compensation for attendance at lectures, meetings and training programs.  Exempt employees are not required to track hourly time, but must account for daily attendance.  

3. Nonexempt employees are not permitted to work over forty (40) hours per week without prior approval of the Executive Director.  Nonexempt employees who attend lectures, meetings, and training programs will be compensated the required amount of time or compensatory time, if the attendance was required by management.  All nonexempt employees are required to complete and submit an individual time record showing the daily hours worked or use such other method of tracking time as may be approved by the Executive Director.

IV.	LEAVE REGULATIONS

	A.	Holidays

		1.	The following holidays with pay shall be observed.

			New Year's Day  - January 1
			Martin Luther King Day – Third Monday in January
			President's Day  - Third Monday in February
			Good Friday
			Memorial Day  - May
			Independence Day  - July 4
			Labor Day - first Monday in September
			Veteran's Day – November 11
			Thanksgiving Day – Fourth Thursday in November
			Friday after Thanksgiving - November
			Christmas Eve Day  - December 24
			Christmas Day – December 25

		2.	When any of these holidays fall on a Saturday, the preceding day shall be a holiday.  When one of the above falls on a Sunday, the following day shall be a holiday.

		3.	If a holiday occurs while an employee is on sick leave or annual leave, it will be counted as a holiday, not as leave.

		4.	No employee on Leave Without Pay (LWOP) shall be paid for holidays.

		5.	(PHA) will use its best efforts to reasonably accommodate alternative holiday requirements of employees who, for reasons of religious belief or conscience, are unable or unwilling to observe the holidays listed above. Such accommodation may include, but not be limited to, observance of paid holidays on other dates that are mutually agreeable to the employee and (PHA) and/or the substitution of paid or unpaid leave for the holiday pay. Any accommodations made under this provision will depend upon (PHA)'s business needs and legal requirements.
	
	B.	Vacation Leave

		1.	The established vacation year is the calendar year, January 1 through December 31, each year.  Vacations are accrued or earned based on the employee’s length of service and on time actually worked.  New employees accrue paid vacation upon initial employment but may not take use the accrued vacation time until they have completed at least six months of employment.  Vacation leave with pay shall accrue according to the following schedule:
	
		Days accrued per each month completed. For timekeeping purposes, accrual rates will be rounded to the nearest half hour in the ratio of actual time worked for any time less than one month.
			Less than 5 years		1.000 day  (12 days per year)
			5 Years				1.125 days (13 days per year)
			10 Years				1.250 days (15 days per year)
			20 Years				1.500 days (18 days per year)

2.	Regular part-time employees who work at least twenty hours per week will accrue leave in the same ratio as the time worked.  Temporary employees do not earn vacation time.

		3.	The leave accrual rate for any employee in LWOP status will be proportionate to the ratio of LWOP hours to the available work hours.

		4.	The net balance of unused accumulated annual leave must not exceed thirty (30) days (240 hours) carried forward from one calendar year to the next. Employees, generally, shall be encouraged to take annual vacations to the extent of the amount of earned annual leave. Employees separated during their probationary period will not be paid or granted any accrued vacation leave.
	
		5.	An employee who is involuntarily and permanently separated shall be paid in a lump sum for any accumulated annual leave at his current rate of pay, except where his dismissal is due to malfeasance. Separation for purposes of this sub‑paragraph shall include entering military service under the conditions set forth in paragraph F below. In no other event shall an employee be paid for annual leave vacation not taken.

		6.	Vacation leave credit may not be granted until it is actually earned.
	
	7.	Vacation leave shall be granted only after a request for approval to the Executive Director or his/her designated representative has been received and reviewed. 

		8.	With the agreement of the Executive Director, a terminating employee may elect to take a portion of his/her annual leave in order to complete the month.
	
	C.	Sick Leave

		Sick leave shall be charged only for such days as an employee would otherwise have been at his/her employment.

		1.	It may be used in any of the following cases:
	
	a)	When the employee is incapacitated for the performance of official duties by sickness, injury, pregnancy, or confinement, or when the employee's immediate family is sick or injured.
	
			b)	For medical, dental, or optical examination or treatment for employee and immediate family for only the actual time required for the visit or appointment. If the case is sufficiently severe to cause the employee to be further restricted from work by the doctor, additional sick leave may be authorized.

			c)	Bona-fide temporary disability.

			d)	Sick leave allowance for death in the immediate family shall not exceed three (3) days for any distance less than 250 miles and five (5) days for anyone who has to travel more than 250 miles to a funeral.
	
		2.	"Immediate family" shall be defined as follows: Father, Mother, Brother, Sister, Wife, Husband, Partner, Daughter, Son, Mother‑in‑Law, Father‑in‑Law, Brother‑in‑Law, Sister‑in‑Law, and Grandparents.
	
		3.	Sick leave with pay shall be earned by all regular full-time employees at the rate of eight (8) hours for each calendar month worked and may be accrued without limit. Part-time employees will accrue sick leave in the same ratio as their working hours to full-time employment.
	
    		4. 	Misuse of sick leave shall be cause for disciplinary action and/or discharge.
	
	    	5.	All claims for pay for absences, including sick leave, must by reported to the employer.
	
    		6.	No sick leave will be paid out upon termination, separation, or retirement from (PHA).

			Exceptions:

 a) Employees with existing balances as of October 1, 2003, will receive the full 
value of their payouts if they leave the organization for any reason through the end of calendar year 2003.

 b) Employees with existing balances as of October 1, 2003 who do not leave the 
organization by the end of calendar year 2003 will be allowed to carry such balances over to calendar year 2004, but will not be eligible for any payout after the end of calendar year 2003.

 c) Notwithstanding (a) and (b) of this provision, employees who resign with less than two weeks' written notice will forfeit any accrued leave balances (see Section VI.E. of this handbook).
	
		7.	Absence in the amount of three consecutive workdays or more because of illness must be substantiated by the attending physician, as required by the Executive Director.

		8.	A physician’s certificate may be required for any period of absence when there is an indication that the employee may be abusing sick leave privileges.
	
		9.	The reporting of sickness by the employee:
	
			a)	If an employee is unable to report to work because of illness and has not made satisfactory arrangements previously, the employee or member of his/her family must notify his/her Supervisor by telephone within an hour of starting time.  Failure to so notify will result in his/her Supervisor reporting his/her time without pay.
	
			b)	If an employee stays away from work and does not telephone his/her Supervisor within the specified hours, such absence may be considered an unexcused absence and the employee may forfeit pay for all the time during which he/she was absent from work.

	D.	Leave Without Pay
	
		Leave without pay may, where necessary, be granted by written authorization of the Executive Director at his or her discretion.  The duration of such leave shall not exceed two months unless under the provisions of the Family and Medical Leave Act as described in Section H below and all leave without pay must be documented.  An employee shall earn no vacation leave and sick leave while on leave without pay.
	
	E.	Court Leaves
	
	Employees must be authorized to be absent from duty with pay when summoned for jury duty or when served, other than being a litigant in the case, or with subpoena to appear before court. No deduction will be made from the salary or wages of any (PHA) employee who is called for jury service, nor shall such employee be required to account to (PHA) for any fee or compensation received for jury service, provided that documentation of service is received and approved by the Executive Director. A jury summons is not sufficient documentation. A copy of a letter, certificate or a statement by the Judge, County, or District Clerk, or other official, reflecting the dates the person actually served on the jury duty should be submitted as soon as possible following the performance of the service.

	F.	Military Leave
	
	An employee who leaves his or her position to enter military service in time of war or any period of national emergency as declared by the President in connection with national defense, or by reason of being drafted, shall be carried on the rolls in a military leave status.
	
	Upon his or her honorable discharge from military service, the employee shall be entitled to be restored to the same position or to a position equally acceptable to the employee for which he or she is qualified, provided the employee applies for reemployment within 90 days after discharge or before the expiration of any statutory right of reemployment, if later.
	
	Military leave of absence with pay, in accordance with the number of calendar days each calendar year permitted by existing State and Federal law, will be granted to regular employees who are reservists of the Armed Forces or members of the National Guard engaged in active duty, training, or military aid to enforce the law.
	
	G.	Absence Without Authorization
	
		1.	Absence without prior authorization or approval of absence away from the workplace during regular working hours may be considered sufficient cause for suspension or dismissal of the employee at the discretion of the Executive Director.
	
		2.	If an employee is absent without prior authorization, a deduction shall be made from his/her pay for the period of absence.

	H.	Family and Medical Leave Policy
Employees who have been employed for at least one year, and who have worked at least 1250 hours during the preceding twelve-month period, are eligible for family and medical leave as required under the Family and Medical Leave Act of 1993. Except for those employees designated as key employees, employees will be returned to the same or an equivalent position upon their return from leave.

		1.	Conditions

All eligible employees shall be granted family or medical leave consisting of unpaid leave, and when requested and appropriate, accrued sick, annual, and personal leave, for a combined total of up to twelve (12) weeks during the calendar year for the following reasons:

			a)	Family leave
			
				1)	The birth of an employee’s child and in order to care for the child;
				
				2)	The placement of a child with the employee for adoption or foster care.

			b)	Medical Leave
			
				1) 	To care for a husband, wife, child, or parent who has a serious health condition;
				
				2)	A serious health condition that renders the employee incapable of performing the functions of his or her job.

		2.	Employees are eligible to take medical leave intermittently or on a reduced-leave schedule only when medically necessary. Employees are not entitled to take family leave intermittently or on a reduced-leave schedule unless approved by the Executive Director.

		3.	Any family leave must be taken within twelve (12) months from the date of birth or placement of a child for adoption or foster care.

		4.	In the event that all paid leave is exhausted, the remainder of the family or medical leave period will consist of unpaid leave. All accrued leave (vacation, sick, and personal) must count toward the twelve-week annual family and medical leave allowance.

	I. 	Limits on Leave Benefits

If an employee is receiving workers' compensation benefits that total less than the employee's average weekly earnings, as determined for purposes of the workers' compensation claim, the employee may elect to use available sick or vacation leave or unused personal holidays to cover the difference between the workers' compensation benefits and the average weekly earnings. Use or application of any type of paid leave beyond that amount will not be permitted.

No employee may combine any type of paid leave benefit, workers' compensation, disability benefit, or any other paid benefit in such a way that the resulting compensation would exceed the employee's average weekly earnings for the pay period in question. The only method by which an employee can receive compensation in excess of the agreed-upon wage or salary amount is if the employee is eligible for overtime pay and works overtime.

	J.	Reduction in Pay due to Certain Absences

(PHA) may reduce an employee’s pay for absences for personal reasons, illness, or injury if paid leave is not used to cover the absence because: (a) the employee did not ask for leave or was denied permission to use accrued leave; (b) all of the employee’s accrued leave had been used; or (c) the employee chose leave without pay.  No such reduction shall be taken from a salaried employee’s pay for absences of less than one day if by the application of law, the reduction would cause a change in an employee’s exempt status.


V.	BENEFITS 

	A.  Health Insurance

		Regular full-time employees shall have the option of participating in the (PHA) Health Insurance Plan.  (PHA) shall provide a basic policy, supplemented with a major medical plan.  Family coverage is available. (PHA) will pay 100% of the cost of Employee-only coverage and 75% of the cost of Employee plus dependent care coverage (either Employee plus spouse, Employee plus dependent(s), or Employee plus family).

	B.	Dental Insurance

(PHA) currently pays 100% of the cost of dental care insurance for Employee-only coverage and 75% of the cost of Employee plus dependent care coverage (either Employee plus spouse, Employee plus dependent(s), or Employee plus family).
	
	C.	Life Insurance
	
		All participants in (PHA)'s retirement plan shall receive term life insurance in the amount of two times their annualized salary.  This coverage shall begin after the expiration of the two-month waiting period required to be covered by the retirement plan.
	
	D.	Retirement

		All regular employees are eligible to participate in the retirement plan.  Participation is optional for employees. (PHA) will contribute 5% of the employee's gross pay towards the retirement plan and life insurance premium combined. For each one percent (1%) the employee chooses to contribute to their retirement plan, (PHA) will contribute an additional one percent (1%) towards the employee’s retirement plan, up to a maximum of five percent (5%) over the initial five percent (5%) contribution, provided the employee completes one full year of employment.  The total contribution of (PHA) will be no less than five percent (5%) and no more than ten percent (10%), depending upon the employee’s individual contribution.  Employees will be fully vested in their retirement plan after one full year of employment and will receive credit for employer contributions to their retirement made during their first year of employment.  Employees who fail to complete one full year of employment are not entitled to withdraw or receive any employer paid contributions to the retirement plan.  Employees with questions about participation in the retirement plan may contact the Executive Director.

		New employees will have a waiting period of two months (sixty days) before the health insurance, retirement plan, and life insurance cover them.
	

VI.	CHANGES OF EMPLOYMENT STATUS

	A.	Promotions
	
		A promotion is a change in job duties within the agency from one position to another in a higher salary range. Vacated and newly-established positions shall be filled to the fullest extent consistent with efficient operations by the promotion of employees who are qualified for the new position.  Such promotions shall be subject to six months' probation in the new positions.  For such employees, sick leave and vacation leave shall continue to accrue and may be used during the probationary period in the new position.

	B.	Demotions
	
		A demotion is a change in job duties within the agency from one classification to another classification in a lower salary group.

		1.	An employee shall be subject to demotion under the following conditions:
	
			a)	If he/she has been found unsuited for his/her present position, but may be expected to give satisfactory service in a lower‑paying position, or
	
			b)	If his/her position has been either abolished or reallocated to a lower-paying class and he/she cannot be transferred to a position of equal pay for which he/she is qualified.

		2. 	Demotions will be subject to a six-month probationary period. For such employees, sick leave and vacation leave shall continue to accrue and may be used during the probationary period in the new position.
	
	C.	Transfers
	
	A transfer within the agency from one department to another department is an intra-agency transfer. When the transfer is to a position with the same or comparable salary, it is called a lateral transfer. Employees shall be transferred within the organization as far as practical to vacated positions where their highest skills may be utilized.
	
		1. 	When transfers of personnel are necessitated by organizational changes, every effort shall be made to avoid reduction in pay of the affected employees.
	
		2.	In making transfers within the organization, due consideration shall be given to the desires of the employees involved.

		3.	Transfers will be subject to a six-month probationary period. For such employees, sick leave and vacation leave shall continue to accrue and may be used during the probationary period in the new position.

	D.	Suspensions
		
	Any employee may be suspended by the Executive Director from duty without pay for a period not to exceed thirty (30) days for disciplinary reasons or pending the investigation of charges, which, if substantiated, will result in dismissal, provided that, if such investigation does not substantiate the charges and the employee is retained, he/she shall be paid for the period of suspension.

	E.	Resignations
	
	An employee who desires to terminate his/her employment shall submit to the Executive Director a written resignation at least two weeks in advance.  Failure to give required notice is grounds for forfeiture of authorized annual leave pay balances.
	
	F.	Dismissals
	
	(PHA) may terminate an employee for any reason whenever it is determined that it is in the best interest of (PHA). (PHA) is an At-Will Employer.

		1.	An employee may be subject to immediate dismissal for malfeasance or misconduct, to include but not limited to any of the following reasons:
	
		a.	Use of alcohol or other non‑prescribed drugs or prohibited substances while on duty.
	
			b.	Willful misconduct other than minor rule infraction.
	
			c.	Insubordination.
	
			d.	Carelessness and negligence in the handling or control of (PHA) property or the misappropriation of (PHA) property or funds for his/her own use without adequate payment.
	
			e.	Acceptance of a gift under circumstances from which it could be inferred that the giver expected or hoped for preferential or favored treatment in an official or department matter.
	
			f.	Absences from duty without just cause for three or more days. 
	
			g.	Proven dishonesty in performance of duties.
	
			h.	Prohibited political activity.
			i.	Misconduct toward residents or prospective residents, including threats, harassment, intimidation, or denial of housing or services for personal or discriminatory reasons.

			k.	 Failure to comply with the Code of Conduct found in Appendix A to these policies. 

		2.	Written notice shall be given to the employee setting forth the reason(s) for the dismissal. 

	G.	Reduction in Force

It may be necessary, at times, to effect a reduction in force. If it is necessary to reduce personnel, the selection of employees to be retained shall be based on experience and efficiency and the necessity of the job in question.

With the exception of persons employed for a specific period, at least two weeks’ notice prior to dismissal or two weeks' severance pay shall be given to an employee whose position is eliminated as part of a reduction in force.

	H.	Seniority
	
		Employment, promotion, demotion, and termination shall be on the basis of merit and efficiency.  Where these factors are considered equal between employees of (PHA), the action shall be based on seniority.


VII.	  DISCIPLINARY ACTION

When an employee’s conduct is unacceptable, disciplinary action may be required. All disciplinary action must be approved by the Executive Director. A copy of all documentation will be placed in the employee’s file.

	A.	Cause for Discipline

Any employee of (PHA) who engages in unacceptable conduct may be disciplined. Unacceptable conduct includes a pattern of ineffectiveness or inefficiency related to one’s position in the agency and any other conduct which in the judgment of (PHA) adversely affects (PHA), its employees and tenants, owners of property, or the general public which it serves, or the potential effectiveness of the employee.

Examples of unacceptable conduct include, but are not limited to, the following instances where an employee:

		1.	Has been guilty of insubordination to a supervisor.

		2.	Has unlawfully appropriated any (PHA) property for personal gain or use.

		3.	Has used, threatened to use, or attempted to use political or other forms of improper influence in order to affect his/her terms or conditions of employment. 

		4.	Has been careless or negligent with the monies or property of (PHA).

		5.	Has failed to protect the confidential nature of agency records or information thereof.

		6.	Has been found to be abusing sick leave.

		7.	Has violated any official regulations or order, or has failed to comply with any direction made or given by a supervisory official, or has violated employee policy.

		8.	Has been under the influence of intoxicants, drugs, or inappropriate stimulants while on duty.

		9.	Has received one unsatisfactory personnel evaluation.

		10.	Has been convicted of a felony or misdemeanor involving moral turpitude while employed with the agency.

		11.	Has conducted himself/herself in a manner unbecoming an employee of the agency or has been offensive in conduct or language in public or towards the public, owners, tenants, officials, or employees.

		12.	Has participated in a strike or organized work stoppage in violation of any law or regulation. 

		13.	Has engaged in discriminatory, offensive, or degrading conduct in the sole opinion of the Executive Director.

		14.	Any reason listed in Section VI (F) “Dismissals” above.

	B.	Disciplinary Action That May Be Taken

		1.	Oral Warning

An oral warning may be administered to an employee, when appropriate, by the Executive Director or the employee’s immediate supervisor who has express authority to administer oral warnings. A record of such warnings will be kept in the employee’s file.

		2.	Written Warning

A written warning may be administered to an employee by the Executive Director or the employee’s immediate supervisor, and such records will be kept in the employee’s file.

		3.	Disciplinary Probation

An employee may be placed on disciplinary probation by the Executive Director or the employee’s immediate supervisor. Any employee placed on disciplinary probation will be subject to termination, demotion, suspension without pay, or salary reduction, if, during such probationary period, the employee engages in further unacceptable conduct. Such termination, demotion, suspension without pay, or salary reduction will be reviewed by the Executive Director before administration. An employee may not transfer within the agency until conditions of the probation have been met.

		4.	Salary Reduction, Demotion, Suspension Without Pay, and Discharge

An employee may be subjected to salary reduction, demotion, suspension without pay, or discharge when appropriate. Such action must be reviewed and approved by the Executive Director.

		5.	No disciplinary action taken shall be stayed by the filing of a grievance pursuant to the (PHA) grievance Policy.


VIII. GRIEVANCES

The following grievance procedure is available to any employee who has an employment-related complaint and/or feels that his/her affirmative action rights have been violated.

      A.	Presentment of Complaint in Timely Manner 

		The aggrieved person must present a written complaint to the appropriate person indicated in Step 1, 2, or 3 below in a timely manner.  For purposes of this Article VIII, “in a timely manner” means within fifteen (15) working days of the occurrence of the act, event, or omission from which the alleged grievance arises. If the employee fails to comply with this section, he or she will lose his/her right to file a grievance under this section. The complaint must state the following information: 1) the specific action being grieved; 2) the reasons for the employee’s disagreement with the action; 3) the specific remedy sought; and 4) the employee’s signature and date.  Upon written request from the aggrieved person showing good cause for delay, an extension of up to five (5) additional working days may be granted for late filing of a grievance.  For purposes of this section good cause means that the individual did not have reason to know of the occurrence in time to file the complaint or was unable to file the complaint timely due to a condition over which he/she had no control.  An aggrieved person who fails to present a complaint in a timely manner gives up the right to pursue the grievance.  

	B.	Grievance Procedure

		An employee who believes they have a grievance should proceed as follows:

		1.	Step One – Bring Complaint to Supervisor

			 Bring the complaint to the employee’s direct supervisor in a timely manner.  If the dispute involves an action or decision of the supervisor (other than the Executive Director), then the employee does not need to make the complaint to the supervisor and may instead proceed directly to Step Two.  The supervisor should investigate the complaint, attempt to resolve it, and give a decision to the employee in writing within five (5) working days stating his/her decision and the reasons for the decision.  The complaint and the decision should be placed in the employee’s personnel file.  

		2.	Step Two – Appeal or Bring Complaint to Executive Director as Applicable

			If dissatisfied with the supervisor’s decision in Step One, appeal the decision of the supervisor to the Executive Director within ten (10) working days of receiving the decision from the supervisor by delivering a letter to the Executive Director stating the person wishes to appeal the decision of the supervisor and stating each reason the person believes the decision should be overturned.  This letter is called an “Appeal Letter.” If Step One has been by-passed, the aggrieved person should bring their complaint to the Executive Director in a timely manner.  

a.  If the aggrieved person wishes the Executive Director to conduct a hearing on the complaint or the appeal, the aggrieved person must state in the complaint or the Appeal Letter that they are requesting a hearing.  An employee who does not so request a hearing gives up the right to present their arguments and evidence in person to the Executive Director, but is still entitled to a decision from the Executive Director. 
 
b. Upon receipt of the said complaint or Appeal Letter, which requests a hearing, the Executive Director shallschedule a hearing to be held within fifteen (15) working days.  The Executive Director shall mail or hand-deliver a notice of the hearing date to the aggrieved person at least five (5) working days prior to the date of the hearing.  At the hearing before the Executive Director, the aggrieved person may present arguments and/or documentation, including witness statements regarding their complaint and the specific remedies being sought.  A written record shall be kept of all proceedings which will be placed in the employee’s personnel file.    

c.  The Executive Director will investigate the complaint and any materials submitted by the aggrieved person and other appropriate staff persons.  Within five (5) working days from the date of the hearing or, where no hearing was requested, from the date of receipt of the complaint or Appeal Letter, the Executive Director will mail or deliver to the aggrieved person a written decision setting forth his/her proposed remedy or response and the reasons for such decision. 

		3.	Step Three – Appeal to Board of Commissioners if Applicable

			The decision of the Executive Director on a grievance of or appeal from a supervisor’s decision is final and may not be appealed to the Board of Commissioners.  Any other decision of the Executive Director made in Step Two may be appealed to the Board of Commissioners within ten (10) working days of receiving the decision from the Executive Director by delivering a letter to the Executive Director stating the person wishes to appeal the decision to the Board of Commissioners and stating each reason the person believes the decision should be overturned.  This letter is called an “Appeal Letter.”  

a.  If the aggrieved person  wants a public hearing on the appeal, they must  request a public hearing in their Appeal Letter or they give up the right to have the hearing heard in public.  The Appeal Letter shall be delivered to the office of the Executive Director.  An employee who fails to deliver the Appeal Letter within the required period gives up the right to appeal the decision of the Executive Director, which then becomes final.

b.  Upon receipt of the said Appeal Letter, the Executive Director shall schedule a hearing to be held no later than the next regularly scheduled meeting of the Board of Commissioners for which staturoty notice requirements can reasonably be met.  The Executive Director shall mail or hand-deliver a notice of the hearing date to the aggrieved person at least five (5) working days prior to the date of the hearing.  If the aggrieved person appeals to the Board of Commissioners and a public hearing is not requested in the Appeal Letter, the Board will deliberate the decision in closed session.  Under Section 551.074(a) of the Open Meetings Act, where an employee has not requested a public hearing, the Board may go into Executive Session:  (1) to deliberate the appointment, employment, evaluation, reassignment, duties, discipline, or dismissal of a public officer or employee; or (2) to hear a complaint or charge against an officer or employee.  If the aggrieved person appeals to the Board and requests a public hearing in the Appeal Letter, the discussion of the Board will be during a public meeting.
 
c.  The aggrieved person may be present at the Board meeting and make a statement of their grievance whether it is held in closed or open session, but will be asked to leave the closed session prior to any discussion by the Board. Whether in closed or open session, the Board will limit its review to the issues raised in the Appeal Letter and will review the written record of the grievance proceeding submitted by the Executive Director and evidence submitted by the aggrieved party prior to the decision of the Executive Director.  The Board may receive and hear additional evidence and arguments at its discretion.  Following the hearing, the Board may uphold, overturn, or modify the decision of the Executive Director.  
	
	C.  Record and Delivery of Notice Requirements

		     A written record shall be kept of all proceedings.  For purposes of this Article VIII, any deadline, delivery or notice requirement shall be considered met if the item is either hand delivered to the recipient or properly addressed to the recipient and postmarked by the United States Postal Service on or before the required date.  The following items will be accepted as proof of delivery by the date indicated thereon:  the signature of the Executive Director or their designee on a hand delivery receipt, a registered mail receipt from the United States Postal Service, or Certified Mail Return Receipt (green card) signed by the recipient. 

D.	Terminated Employees may File Grievance

Any employee who has been terminated may file a grievance with the Board of Commissioners in the manner described under section B, Step Three, above.  
	

IX.	TRAVEL

Employees or Commissioners of the local agency may perform official travel upon authorization by the Board.  Each trip to a destination outside of the jurisdiction of the local agency (except to the Regional or Area Office and to nearby communities to carry out normal operating functions) shall specifically have prior authorization by motion of the Board approving the trip as essential to the conduct of its programs.  Local agency attendance at conferences, conventions, and meetings shall be limited to the number of persons necessary to cover the meeting adequately.

A. Mileage

		1.	On-site travel is defined as travel conducted on the actual property (site) in which each staff member’s office is located. 

		2.	Local travel is defined as travel within the city limits of (city). 

		3.	Non-local travel is defined as travel outside the city limits of (city).

4.	On-site travel is not reimbursable through the travel policy. 

5.	Local and non-local travel in a personal vehicle for business related purposes will be reimbursed at the current IRS mileage rate according to Section D(3). Mileage must be documented and submitted on a quarterly basis no later than 30 days after the quarter has ended to be eligible for reimbursement and all documentation is subject to verification. Reimbursable travel will include but is not limited to: bank deposits, inspections, and meetings. 

6.	Company vehicles used by staff are not subject to mileage reimbursement, 	whether travel is local or non-local. Staff will attempt to utilize company vehicles 	for non-local travel as often as possible.

7.	On-call staff who utilize personal vehicles for after-hours calls will be compensated for mileage based on travel time, and NOT actual mileage traveled. Staff should include travel time spent to and from property site in total time spent on service call, which is noted on timesheet. All time for after-hours calls will be reimbursed according to overtime policy.  

	B.	Training Expenses

All registration fees, conference fees, books, supplies, or other costs associated with attending a function for (PHA) shall be paid for by (PHA). All efforts will be made to pay these costs prior to attendance, but in the event that these costs are not paid prior to attendance, the cost will be reimbursed once the employee submits appropriate documentation of the expenditure.

	C.	Hotel/Motel Expense
	
		Commissioners and employees attending a conference, meeting, or training session conducted at a hotel or motel are expected to stay at that hotel or motel or its equivalent within the community of the meeting.  Commissioners and employees shall be reimbursed for actual hotel/motel expenses incurred that are not paid for prior to attendance while in an official travel status.  Receipts for lodging are required for reimbursement unless other substantiation of the expenditure is furnished and approved.
 
	D.	Transportation

		1.	The method of travel used shall be determined on the basis of convenience and minimum expense to (PHA) considering the time the meeting or conference is in relation to air travel schedules.  When the use of a personal car is desired, the total cost of (PHA) shall not exceed the cost of air travel for the Commissioner or employee. Reimbursement rates for use of a personal car are set forth in a subsequent paragraph.

		2.	Taxi and limousine service charges should be stated separately and considered a part of transportation. Receipts for air, rail, rental car, etc., are required for reimbursement unless other substantiation of the expenditure is furnished and approved.
	
		3.	Reimbursement for use of a privately-owned automobile for authorized out‑of‑town 	travel shall be limited to the cost of common carrier service permitted herein. Where it 	has been 	determined by the Executive Director that travel by private car is more 		advantageous to the local agency than travel by common carrier, reimbursement shall 	be made at the current standard mileage rate established by the 	IRS (but in no event 	shall such mileage allowance exceed common carrier cost).  This determination is not 	required in connection with reimbursement for trips to nearby communities to carry out 	normal operating functions.  Whenever automobile travel is involved, signed records of 	car expenditures and mileage, or mileage only in the case of a privately-owned 	automobile, shall be submitted and approved before payment. If two or more persons 	travel in the same automobile, only one of these persons shall be reimbursed for 	mileage 	or for car expenditures.
	
	E.	Meals

		1.	A maximum reimbursement for meals shall be paid at the rate of $60.00 per day, to 				include any gratuities. 
			
		2.	Meals included in the registration fee for a seminar will not be advanced or reimbursed unless on official business other than a conference, and the reason must be documented. 

		3.	The time of departure from (city) or the arrival in (city) determines the meals eligible for reimbursement according to the following schedule:

			Leave from (PHA)		Allowed / Reimbursed
			Before 7:00 am		Breakfast/ $15.00
			Before 11:00 am		Lunch/ $20.00
			Before 6:00 pm		Dinner/ $25.00

			Arrive at (PHA)		Allowed / Reimbursed
			After 9:00 am		Breakfast/ $15.00
			After 1:00 pm		Lunch/ $20.00
			After 6:00 pm		Dinner/ $25.00

	F.	Miscellaneous Costs
	
		1.	Registration for conferences or for the enrollment cost for training should be separately stated and will be reimbursed.

		2.	Calls related to (PHA) business that are charged to lodging bills or credit cards will be recognized as a reasonable expense.

		3.	Actual cost of parking will be reimbursable with receipts. Reimbursement shall be for 				self-parking only, unless otherwise unavailable.

		4.	Gratuities, other than for meals, are not reimbursable.

	G.	Reimbursement
	
	(PHA) will reimburse its employees for business expenses that are paid or incurred by them 	in connection with their performance or service as employees. All reimbursements and/or 	travel advances will be made subject to the following terms and conditions:

1. The expenses must be ordinary and necessary for the proper conduct of (PHA)’s business. Expenses which could be considered excessive, such as first class travel, are prohibited without prior approval of the Executive Director.

2. If a travel advance is required, the request should be made no earlier than 30 days and no later than seven days prior to when the expense will be paid or incurred.

3. Within fourteen days after an expense is paid or incurred, it must be substantiated by submitting a properly completed “Travel Reimbursement Form”. In addition, a receipt is required for all expenses related to travel, automobiles, meals and lodging. The receipt or other documentary evidence should substantiate:

a. The amount and business purpose of the expense

b. The time and place of any travel or lodging

c. Itemization if for multiple employees or items.

	4.	Information on a travel reimbursement form should at a minimum identify the specific 		nature of the expense and how it is related to the company’s activities, regardless of 		the type of expense,

	5.	All charges to a company credit card must be substantiated in the same manner as 			outlined in Section 3 above.

		6.	All expense advances not substantiated within fourteen days after the related 				expense is paid or incurred must be repaid to the company with thirty days of when 				the	expense is paid or incurred.


X.	MISCELLANEOUS POLICIES

	A.	Dress Code Policy

As a representative of (PHA), an employee’s appearance is a direct reflection on the level of professionalism at (PHA). For this reason, all employees shall follow these basic guidelines in regard to dress and personal appearance. 

Employees in the management and administrative offices must dress in a manner that is in keeping with accepted standards of professional office attire. For men, long or short sleeve dress shirts and slacks or dress pants should be worn. For women, dresses, skirts, suits, or dress slacks should be worn.

Types of clothing that would not be considered appropriate for management or administrative personnel are t-shirts, tennis shoes, sweat clothes, work or blue jeans, or other clothing that may be too casual or revealing for a professional office environment as decided by the Executive Director.

Employees in the maintenance areas must wear appropriate clothing that is suited to the job and which provides adequate protection. Blue jeans, work pants, and work boots are acceptable. Long hair, jewelry, and any other accoutrements that may be a hazard cannot be worn while on the job.

	B.	Inclement Weather Policy
	
		Employees of (PHA) are not expected to come to work when weather and road conditions present a direct threat to life and personal property. The inclement weather policy establishes the responsibility of an employee when hazardous conditions exist. This policy is only in effect when the Weather Service declares that an extreme travelers advisory is imminent due to poor road conditions caused by bad weather (i.e. ice, floodwaters, etc.).
		
		Employees will be notified by their immediate supervisor on whether they are required to report to duty.  (PHA) may also use the media to notify employees if they are required to report to work. (PHA) will follow the City of (city) inclement weather advisories.

	C.	Personal Use of (PHA) Equipment
		
		Personal use of any (PHA) equipment is strictly prohibited. This includes, but is not limited to, cellular phones, automobiles, Internet, computers, electronic and technical equipment, software, facsimile machines, copiers, or any other property owned by (PHA).

		(PHA) vehicles assigned to employees may only be used for transportation to and from work and/or work-related activities. Use of (PHA) vehicles after hours is strictly prohibited.

	D.	Electronic Communication Policy

		Every (PHA) employee is responsible for using the electronic (e-mail) system properly, responsibly, and in accordance with this policy. Any violation of this policy will be grounds for disciplinary action.

		The e-mail system is the property of (PHA) and has been provided for use in conducting company business. All communications and information transmitted by, received from, or stored in this system are company records and property of (PHA). Employees have no personal right of privacy in any matter stored in, created, received, or sent over the (PHA) e-mail system. (PHA), in its discretion as owner of the e-mail system, reserves and may exercise the right to monitor, access, retrieve, and delete any matter stored in, created, received, or sent over the e-mail system for any reason without permission of any employee.

		(PHA)’s policy against sexual or any other harassment applies fully to the e-mail system, and any violation will be grounds for disciplinary action, up to and including termination.

	E.	Confidentiality of Medical Information

		(PHA) strives to protect the privacy of its employees' medical information to the greatest possible extent. To that end, we provide the following guidelines regarding the confidentiality of medical information:

		1.	Any medical information concerning employees will be maintained in separate, confidential medical files apart from regular personnel records. Only authorized employees may ever have access to such files.

		2.	Employees are hereby notified that medical information concerning employees is absolutely confidential under state and federal laws and may not be discussed at any time with any person under any circumstances, unless an employee needs to do so in order to carry out his or her job duties, or unless the person discussing the information is talking with the subject of the information at that person's invitation. If an employee is concerned about a possible medical condition on the part of a coworker, the employee must not discuss such concern with anyone other than the Executive Director.

		3.	Any employee who is found to have discussed medical information about another employee with anyone else in violation of this policy, or who is found to have released such information without authorization, will be subject to severe disciplinary action, up to and possibly including immediate termination from employment. In addition, state and federal laws may subject such an employee to both civil and criminal action in a court of law.

	F.	Searches

		(PHA) reserves the right to conduct searches to monitor compliance with rules concerning safety of employees, security of company and individual property, drugs and alcohol, and possession of other prohibited items. "Prohibited items" includes illegal drugs, alcoholic beverages, prescription drugs or medications not used or possessed in compliance with a current valid prescription, weapons, any items of an obscene, harassing, demeaning, or dangerous nature, and any property in the possession or control of an employee who does not have authorization from the owner of such property to possess or control the property. "Control" means knowing where a particular item is, having placed an item where it is currently located, or having any influence over its continued placement. In addition to Company premises, (PHA) may search employees, their work areas, lockers, personal vehicles if driven or parked on company property, and other personal items such as bags, purses, briefcases, backpacks, lunch boxes, and other containers. In requesting a search, (PHA) is by no means accusing anyone of theft, some other crime, or any other variety of improper conduct.

		There is no general or specific expectation of privacy in the workplace of (PHA), either on the premises of (PHA) or while on duty. In general, employees should assume that what they do while on duty or on (PHA) premises is not private. All employees and all of the areas listed above are subject to search at any time; if an employee uses a locker or other storage area at work, including a locking desk drawer or locking cabinet, (PHA) will either furnish the lock and keep a copy of the key or combination, or else allow the employee to furnish a personal lock, but the employee must give (PHA) a copy of the key or combination. The areas in question may be searched at any time, with or without the employee being present. As a general rule, with the exception of items relating to personal hygiene or health, no employee should ever bring anything to work or store anything at work that he or she would not be prepared to show and possibly turn over to (PHA) officials and/or law enforcement authorities.

		All employees of (PHA) are subject to this policy. However, any given search may be restricted to one or more specific individuals, depending upon the situation. Searches may be done on a random basis or based upon reasonable suspicion. "Reasonable suspicion" means circumstances suggesting to a reasonable person that there is a possibility that one or more individuals may be in possession of a prohibited item as defined above. Any search under this policy will be done in a manner protecting employees' privacy, confidentiality, and personal dignity to the greatest extent possible. (PHA) will respond severely to any unauthorized release of information concerning individual employees (for more details, see the policy on "Confidentiality of Medical Information").

		No employee will ever be physically forced to submit to a search. However, an employee who refuses to submit to a search request from (PHA) will face disciplinary action, up to and possibly including immediate termination of employment.

	G.	Personal Phone Call Policy

(PHA) appreciates that staff have a need to make and receive some personal telephone calls during work hours.  The following requirements govern the making and receiving of private telephone conversations during work hours.  Except where otherwise indicated, the terms phone(s), call(s) and telephone(s) refer to use of (PHA) phones or personal phones, and include land-line phones, cell phones, and other devices used for personal communication, including, but not limited to, Blackberry, blue-tooth, text messaging and similar technology. 

1.	(PHA)’s telephones are provided for the conduct of its business.  Any use of (PHA)’s telephones for the conduct of any other business for the financial gain of any other party is expressly prohibited.

2.	All personal telephone calls should be kept as short as possible in the interests of minimizing disruption to work.  

3.	Consistent with the previous point, no personal telephone call during work hours should exceed three minutes.

4.	All employees should attempt to restrict personal calls to family emergencies and defer other calls to times outside work hours or while on break.

5.	No employee should use the phone for personal business while actively working on  (PHA) business.  If an employee is on a personal telephone call and is required to return attention to work, the personal call should be terminated immediately as a matter of urgency.

6.	Only local outgoing personal telephone calls are permitted on (PHA)’s telephones unless the specific permission of your immediate supervisor is obtained, and then only in circumstances which would normally be considered an emergency.

7.	(PHA)’s telephones are not to be used in any manner that violates the law or as a device for delivery of offensive or objectionable communications.  Offenses of this nature may result in summary dismissal.

8.	Use of (PHA) telephones for calls to “charge-for” services or similar services is prohibited. 
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CODE OF CONDUCT POLICY FOR THE 
(CITY) HOUSING AUTHORITY




CODE OF CONDUCT POLICY


1. 	Purpose 
As a municipal housing authority and public corporation, the (city) Housing Authority, (city) Texas (“(PHA)”), is obligated to achieve and maintain certain standards of ethics under state law and under its Annual Contributions Contract with the U. S. Department of Housing and Urban Development (HUD). To achieve the highest standard of ethics and propriety, the Board of Commissioners adopted Resolution No. 392 on February 21, 2008, to establish a Code of Conduct Policy to describe in a single-document the various obligations of the (city) Housing Authority as prescribed by federal and state law, and its contractual obligations with HUD. The purpose of the Code of Conduct Policy is to maintain the reputation and goodwill of the (city) Housing Authority in the city of (city) and the state of Texas by ensuring that the public and other governmental entities have confidence in the integrity, independence, and impartiality of the commissioners, officers, employees, and other contractors of the Housing Authority.

2.  	Sources of Law 
Certain Texas laws govern the ethics of commissioners and employees of housing authorities. The Ethics Policy will be amended automatically to incorporate any legislative amendments to these statutes that become law.

a. Texas Housing Authorities Law 
The Texas Housing Authorities Law, Tex. Local Government Code, Chapter 392, includes two provisions regarding conflicts of interest affecting commissioners and employees:

§ Sec. 392.042.  Interested Commissioners.
(a)	In this section, "housing project" includes, in addition to the works or undertakings described by Subdivision (6) of Section 392.002: 
(1)	a work or undertaking implemented for a reason described by  Subdivision (6) of Section 392.002 that is financed in any way by public funds or tax-exempt revenue bonds; or
     (2) 	a building over which the housing authority has jurisdiction and of which a part is reserved for occupancy by persons who receive income or rental supplements from a governmental entity.
(b)	Except as provided by Subsection (c), a commissioner of an authority may not have dealings with a housing project for pecuniary gain and may not own, acquire, or control a direct or indirect interest in a:
     	(1)	housing project;
     	(2)	property included or planned to be included in a housing project;
     	(3)	contract or proposed contract for the sale of land to be used for a housing project;
     	(4)	contract or proposed contract for the construction of a housing project; or
	(5)	contract or proposed contract for the sale of materials or services to 
		be furnished or used in connection with a housing project.
(c) 	A commissioner may:
     	(1)	manage a housing project;
    	(2)	own, acquire, or control a management company that renders management services to a housing project;
    	(3)	continue to own or control an interest in a housing project held by the commissioner before the commissioner's term of office began; or
   	(4)	own, acquire, or control an interest in, or have dealings with, a housing project over which the commissioner's housing authority does not have jurisdiction. 
(d)	If a commissioner manages, owns, acquires, or controls a direct or indirect interest in property included or planned to be included in a housing project or has any other dealings for pecuniary gain with a housing project, the commissioner shall immediately disclose the interest or dealings to the authority in writing.  The disclosure shall be entered in the minutes of the authority.  The failure to disclose the interest constitutes misconduct of office.
(e)	A commissioner who knowingly or intentionally violates Subsection (b) or (d) commits an offense.  An offense under this subsection is a felony of the third degree.
(f)	A person finally convicted under Subsection (e) is ineligible for future employment with the state, a political subdivision of the state, or a public corporation formed under the authority of the state or a political subdivision of the state.

§ Section 392.043. Interested Employees
(a)	Except as provided by Subsection (b), (c), or (f), an employee of an authority may not have dealings with a housing project for pecuniary gain and may not own, acquire, or control a direct or indirect interest in a:
     	(1)	housing  project;
     	(2)	property included or planned to be included in a housing project;
     	(3)	contract or proposed contract for the sale of land to be used for a housing project;
     	(4)	contract or proposed contract for the construction of a housing project; or
     	(5)	contract or proposed contract for the sale of materials or services to be furnished or used in connection with a housing project.
(b)	An employee may not have any dealings with a housing project for pecuniary gain except in the performance of duties as an employee of the housing authority.
(c)	Except as otherwise permitted by this chapter or another law, an employee of an authority may not be employed by or otherwise contract to provide services to another authority unless the first authority gives its written consent to the employment or contract. An employee of an authority who is employed by or who contracts to provide services to another authority under this subsection does not violate Subsection (a) or (b).
(d)	An employee who knowingly or intentionally violates Subsection (a) or (c) commits an offense. An offense under this subsection is a felony of the third degree.
(e)	A person finally convicted under Subsection (d) is ineligible for future employment with the state, a political subdivision of the state, or a public corporation formed under the authority of the state or a political subdivision of the state.
(f)	An employee of an authority may be a party to or otherwise participate in a contract or agreement for assistance under a housing program, including a contract or agreement for public housing, Section 8 housing assistance, low-interest home loans, lease-purchase assistance, or down payment assistance, to the same extent as a member of the public if the employee qualifies for assistance under the program.
(g)	In this section, "Section 8 housing assistance" means housing assistance provided under Section 8, United States Housing Act of 1937 (42 U.S.C. Section 1437f).

b.  	Local Public Official Conflict of Interest 
The Texas Government Code, Chapter 171, establishes conflict of interest boundaries for local public officials. Those applicable to housing authority commissioners and officers are included below:

§ 171.001. Definitions
     In this chapter:
(1)	"Local public official" means a member of the governing body or another officer, whether elected, appointed, paid, or unpaid, of any district (including a school district), county, municipality, precinct, central appraisal district, transit authority or district, or other local governmental entity who exercises responsibilities beyond those that are advisory in nature.
     	(2)	"Business entity" means a sole proprietorship, partnership, firm, corporation, holding company, joint-stock company, receivership, trust, or any other entity recognized by law.

§ 171.002. Substantial Interest in Business Entity
(a)	For purposes of this chapter, a person has a substantial interest in a business entity if:
(1)	the person owns 10 percent or more of the voting stock or shares of the business entity or owns either 10 percent or more or $15,000 or more of the fair market value of the business entity; or
     		(2)	funds received by the person from the business entity exceed 10 percent of the person's gross income for the previous year.
    	(b)	A person has a substantial interest in real property if the interest is an equitable or legal ownership with a fair market value of $2,500 or more.
    	(c)	A local public official is considered to have a substantial interest under this section if a person related to the official in the first degree by consanguinity or affinity, as determined under Chapter 573, Government Code, has a substantial interest under this section.

§ 171.003. Prohibited Acts; Penalty
    	(a)	A local public official commits an offense if the official knowingly:
     		(1)	violates Section 171.004;
		(2)	acts as surety for a business entity that has work, business, or a contract with the governmental entity; or
     		(3)	acts as surety on any official bond required of an officer of the governmental entity.
     	(b)	An offense under this section is a Class A misdemeanor.


§ 171.004. Affidavit and Abstention From Voting Required
	(a)	If a local public official has a substantial interest in a business entity or in real property, the official shall file, before a vote or decision on any matter involving the business entity or the real property, an affidavit stating the nature and extent of the interest and shall abstain from further participation in the matter if:
     		(1)	in the case of a substantial interest in a business entity the action on the matter will have a special economic effect on the business entity that is distinguishable from the effect on the public; or
     		(2)	in the case of a substantial interest in real property, it is reasonably foreseeable that an action on the matter will have a special economic effect on the value of the property, distinguishable from its effect on the public.
     (b)	The affidavit must be filed with the official record keeper of the governmental entity.
     (c)	If a local public official is required to file and does file an affidavit under Subsection (a), the official is not required to abstain from further participation in the matter requiring the affidavit if a majority of the members of the governmental entity of which the official is a member is composed of persons who are likewise required to file and who do file affidavits of similar interests on the same official action.

§ 171.005. Voting on Budget
     (a)	The governing body of a governmental entity shall take a separate vote on any budget item specifically dedicated to a contract with a business entity in which a member of the governing body has a substantial interest.
     (b)	Except as provided by Section 171.004(c), the affected member may not participate in that separate vote. The member may vote on a final budget if:
     		(1)	the member has complied with this chapter; and
     		(2)	the matter in which the member is concerned has been resolved.


§ 171.006. Effect of Violation of Chapter
The finding by a court of a violation under this chapter does not render an action of the governing body voidable unless the measure that was the subject of an action involving a conflict of interest would not have passed the governing body without the vote of the person who violated the chapter.

§ 171.007. Common Law Preempted; Cumulative of Municipal Provisions
     (a)	This chapter preempts the common law of conflict of interests as applied to local public officials.
     (b)	This chapter is cumulative of municipal charter provisions and municipal ordinances defining and prohibiting conflicts of interests.

§ 171.009. Service on Board of Corporation for No Compensation
It shall be lawful for a local public official to serve as a member of the board of directors of private, nonprofit corporations when such officials receive no compensation or other remuneration from the nonprofit corporation or other nonprofit entity.


	c.  	Texas Nepotism Law 
The Texas Nepotism Law, Texas Government Code, Chapter 573, limits the relationships of a public official to employees and candidates for public positions:

§ 573.001. Definitions
     In this chapter:
     (1)	"Candidate" has the meaning assigned by Section 251.001, Election Code.
     (2)	"Position" includes an office, clerkship, employment, or duty.
     (3) 	"Public official" means:
(A)	an officer of this state or of a district, county, municipality, precinct, school district, or other political subdivision of this state;
     		(B)	an officer or member of a board of this state or of a district, county, municipality, school district, or other political subdivision of this state; or
     		(C)	a judge of a court created by or under a statute of this state.

§ 573.002. Degrees of Relationship
Except as provided by Section 573.043, this chapter applies to relationships within the third degree by consanguinity or within the second degree by affinity.

SUBCHAPTER B. RELATIONSHIPS BY CONSANGUINITY OR BY AFFINITY

§ 573.021. Method of Computing Degree of Relationship
The degree of a relationship is computed by the civil law method.

§ 573.022. Determination of Consanguinity
	(a)	Two individuals are related to each other by consanguinity if:
     		(1)	one is a descendant of the other; or
     		(2)	they share a common ancestor.
     	(b)	An adopted child is considered to be a child of the adoptive parent for this purpose.

§ 573.023. Computation of Degree of Consanguinity
     (a)	The degree of relationship by consanguinity between an individual and the individual's descendant is determined by the number of generations that separate them. A parent and child are related in the first degree, a grandparent and grandchild in the second degree, a great-grandparent and great-grandchild in the third degree and so on.
     (b)	If an individual and the individual's relative are related by consanguinity, but neither is descended from the other, the degree of relationship is determined by adding:
     		(1)	the number of generations between the individual and the nearest common ancestor of the individual and the individual's relative; and
     		(2)	the number of generations between the relative and the nearest common ancestor.
     (c)	An individual's relatives within the third degree by consanguinity are the individual's:
     		(1)	parent or child (relatives in the first degree);
     		(2)	brother, sister, grandparent, or grandchild (relatives in the second degree); and
     		(3)	great-grandparent, great-grandchild, aunt who is a sister of a parent of the individual, uncle who is a brother of a parent of the individual, nephew who is a child of a brother or sister of the individual, or niece who is a child of a brother or sister of the individual (relatives in the third degree).

§ 573.024. Determination of Affinity
    	(a)	Two individuals are related to each other by affinity if:
     		(1)	they are married to each other; or
     		(2)	the spouse of one of the individuals is related by consanguinity to the other individual.
	(b)	The ending of a marriage by divorce or the death of a spouse ends relationships by affinity created by that marriage unless a child of that marriage is living, in which case the marriage is considered to continue as long as a child of that marriage lives.
     	(c)	Subsection (b) applies to a member of the board of trustees of or an officer of a school district only until the youngest child of the marriage reaches the age of 21 years.

§ 573.025. Computation of Degree of Affinity
     	(a)	A husband and wife are related to each other in the first degree by affinity. For other relationships by affinity, the degree of relationship is the same as the degree of the underlying relationship by consanguinity. For example: if two individuals are related to each other in the second degree by consanguinity, the spouse of one of the individuals is related to the other individual in the second degree by affinity.
     	(b)	An individual's relatives within the third degree by affinity are:
     		(1)	anyone related by consanguinity to the individual's spouse in one of the ways named in Section 573.023(c); and
     		(2)	the spouse of anyone related to the individual by consanguinity in one of the ways named in Section 573.023(c).

SUBCHAPTER C. NEPOTISM PROHIBITIONS

§ 573.041. Prohibition Applicable to Public Official
A public official may not appoint, confirm the appointment of, or vote for the appointment or confirmation of the appointment of an individual to a position that is to be directly or indirectly compensated from public funds or fees of office if:
     	(1)	the individual is related to the public official within a degree described by Section 573.002; or
     (2)	the public official holds the appointment or confirmation authority as a member of a state or local board, the legislature, or a court and the individual is related to another member of that board, legislature, or court within a degree described by Section 573.002.

§ 573.062. Continuous Employment
    	(a)	A nepotism prohibition prescribed by Section 573.041 or by a municipal charter or ordinance does not apply to an appointment, confirmation of an appointment, or vote for an appointment or confirmation of an appointment of an individual to a position if:
     		(1)	the individual is employed in the position immediately before the election or appointment of the public official to whom the individual is related in a prohibited degree; and
     		(2)	that prior employment of the individual is continuous for at least:
     			(A)	30 days, if the public official is appointed;
(B)	six months, if the public official is elected at an election other than the general election for state and county officers; or
     			(C)	one year, if the public official is elected at the general election for state and county officers.
     	(b)	If, under Subsection (a), an individual continues in a position, the public official to whom the individual is related in a prohibited degree may not participate in any deliberation or voting on the appointment, reappointment, confirmation of the appointment or reappointment, employment, reemployment, change in status, compensation, or dismissal of the individual if that action applies only to the individual and is not taken regarding a bona fide class or category of employees.

SUBCHAPTER E. ENFORCEMENT

§ 573.081. Removal In General
     	(a)	An individual who violates Subchapter C or Section 573.062(b) shall be removed from the individual's position. The removal must be made in accordance with the removal provisions in the constitution of this state, if applicable. If a provision of the constitution does not govern the removal, the removal must be by a quo warranto proceeding.
     	(b)	A removal from a position shall be made immediately and summarily by the original appointing authority if a criminal conviction against the appointee for a violation of Subchapter C or Section 573.062(b) becomes final. If the removal is not made within 30 days after the date the conviction becomes final, the individual holding the position may be removed under Subsection (a).

§ 573.082. Removal by Quo Warranto Proceeding
     	(a)	A quo warranto proceeding under this chapter must be brought by the attorney general in a district court in Travis County or in a district court of the county in which the defendant resides.
    	(b)	The district or county attorney of the county in which a suit is filed under this section shall assist the attorney general at the attorney general's discretion.

§ 573.083. Withholding Payment of Compensation
A public official may not approve an account or draw or authorize the drawing of a warrant or order to pay the compensation of an ineligible individual if the official knows the individual is ineligible.

§ 573.084. Criminal Penalty
     	(a)	An individual commits an offense involving official misconduct if the individual violates Subchapter C or Section 573.062(b) or 573.083.
     	(b)	An offense under this section is a misdemeanor punishable by a fine not less than $100 or more than $1,000.

3.	HUD Annual Contributions Contract
	The Annual Contributions Contract (Form HUD-53012A) (ACC) between HUD and the Housing Authority prohibits certain interests involving commissioners and employees:

Section 19 – Conflict of Interest
	A)
		1)	In addition to any other applicable conflict of interest requirements, neither the HA nor any of its contractors or their contractors may enter into any contract, subcontract, or arrangement in connection with a project under this ACC in which any of the following classes of people has an interest, direct or indirect, during his or her tenure or for one year thereafter: 
			i)	Any present or former member or officer of the governing body of the HA, or any member of the officer’s immediate family. There shall be excepted from this prohibition any present or former tenant commissioner who does not serve on the governing body of a resident corporation, and who otherwise does not occupy a policymaking position with the resident corporation, the HA or a business entity. 
			ii)	Any employee of the HA who formulates policy or who influences decisions with respect to the project(s), or any member of the employee’s immediate family, or the employee’s partner.
			iii)	 Any public official, member of the local governing body, or State or local legislator, or any member of such individual’s immediate family, who exercises functions or responsibilities with respect to the project(s) or the HA.
		2)	Any member of these classes of persons must disclose the member’s interest or prospective interest to the HA and HUD.
		3)	The requirements of this subsection (A)(1) may be waived by HUD for good cause, if permitted under State and local law. No person for whom a waiver is requested may exercise responsibilities or functions with respect to the contract to which the waiver pertains.
		4)	The provisions of this subsection (A) shall not apply to the General Depository Agreement entered into with an institution regulated by a Federal agency, or to utility service for which rates are fixed or controlled by a State or local agency.
		5)	Nothing in this section shall prohibit a tenant of the HA from serving on the governing body of the HA.
	B)
		1)	The HA may not hire an employee in connection with a project under this ACC if the prospective employee is an immediate family member of any person belonging to one of the following classes:
			i)	Any present or former member or officer of the governing body of the HA. There shall be excepted from this prohibition any former tenant commissioner who does not serve on the governing body of a resident corporation, and who otherwise does not occupy a policymaking position with the (PHA).
		ii)	Any employee of the HA who formulates policy or who influences decisions with respect to the project(s).
		iii)	 Any public official, member of the local governing body, or State or local legislator, who exercises functions or responsibilities with respect to the project(s) or the HA.
	2)	The prohibition referred to in subsection (B)(1) shall remain in effect throughout the class member’s tenure and for one year thereafter.
	3)	The class member shall disclose to the HA and HUD the member’s familial relationship to the prospective employee.
	4)	The requirements of this subsection (B)(1) may be waived by the HA Board of Commissioners for good cause, provided such waiver is permitted by State and local law.
C)	[Applies only to an Indian Housing Authority]
D)	For purposes of this section, the term “immediate family member” means the spouse, mother, father, brother, sister, or child of a covered class member (whether related as a full blood relative, or as a “half” or “step” relative, e.g., a half-brother of stepchild).

4.	General Rules
To the extent allowed by federal or state law or the HUD ACC, the following rules shall further regulate the conduct of commissioners and employees to avoid the appearance or risk of impropriety:

a. Economic Benefit 
A commissioner or employee shall not take any official action that he or she knows is likely to affect the economic interest of the commissioner or employee or their immediate family; an outside client or customer; a household member; the outside employer or a parent, child or spouse; a business entity or its affiliate in which the commissioner or employee or their immediate family; a person or business entity from whom the commissioner or employee, or a spouse, has, within the previous 12 months, solicited, received and not rejected, or accepted an offer of employment, or with whom the commissioner or employee, or a spouse, has engaged in negotiations pertaining to business opportunities. Any commissioner or employee shall disclose such a relationship or interest and refrain from participation in any discussion or official action in the affected matter; and a commissioner.

b. Unfair Participation 
A commissioner or employee may not use his or her official position to unfairly advance or impede private interests, or to grant or secure, or attempt to grant or secure, for any person, including himself or herself, any form of special consideration, treatment, exemption, or advantage beyond that which is lawfully available to other persons. A commissioner or employee shall not acquire an interest in, or acquire an interest affected by, any contract, transaction, decision or other matter, if the commissioner or employee knows that the interest will be affected by the impending official action by the (PHA). A commissioner or employee may not enter into any agreement or understanding with any person that official action by the commissioner or employee will be rewarded or reciprocated by the other person. A commissioner or employee shall not appoint or employ or vote to appoint or employ any relative within the third degree of consanguinity or second degree of affinity to any office or position within the (PHA). No commissioner or employee shall supervise a relative in the third degree of consanguinity or second degree of affinity. If an employee, because of marriage, promotion, reorganization, or otherwise, is placed into the line of supervision of a proscribed relative, one of the employees must be reassigned or other arrangements made for supervision. Any commissioner or employee shall disclose such a relationship or interest and refrain from participation in any discussion or official action in the affected matter; and a commissioner.

c. Gifts 
A commissioner or employee, and second degree relatives or outside business associates, shall not solicit, accept, or agree to accept any gift to benefit for himself or herself or an interested business entity that reasonably tends to influence or reward official conduct or that the commissioner or employee knows is being offered with the intent to influence or reward official conduct. A commissioner or employee shall not solicit any gift or benefit but may accept or agree to accept a gift of nominal value and meals in an individual expense of $100 or less at any occurrence from any individual or business entity doing or seeking to do business with the (PHA). Gifts of reasonable value related to a special occasion and the relationship between the donor and recipient, reasonable public awards or rewards for meritorious service or professional achievement, scholarships and fellowships, admissions to events in his or her official capacity or a spouse’s position, and solicitations for civic or charitable causes are excluded from this rule.

d. Confidential Information 
A commissioner or employee shall not use his or her official position to obtain official information about any person or entity for any purpose other than in the performance of official duties. A commissioner or employee shall not intentionally, knowingly, or recklessly disclose any confidential information concerning the property, operations, policies, affairs, or tenants of the (PHA) excepted as permitted by the Texas Public Information Law or applicable federal law or regulation.

e. Representation of Private Interests 
A commissioner or employee shall not represent any person, group, or entity before the (PHA) Board of Commissioners or the (city) City Council or before staff having policy-making or decision-making responsibility. A commissioner or employee shall not assert the prestige of the commissioner’s or employee’s position for the purpose of advancing private interests or state or imply that he or she is able to influence HA action on any basis other than the merits.

f. Outside Employment 
A commissioner or employee shall not solicit, accept, or engage in concurrent outside employment which could be reasonably expected to impair independence of judgment in or faithful performance of official duties. A commissioner or employee shall not provide services to an outside employer related to the commissioner’s or employee’s official duties. A commissioner or employee shall disclose any outside employment to the (PHA) board of commissioners upon initial appointment and annually.

g.  HA Property and Resources 
A commissioner or employee shall not use, request, or permit the use of HA facilities, personnel, vehicles, equipment, tools, supplies, property, or resources for personal, private, or political activities or purposes.

h.  Political Activity 
A commissioner or employee shall not induce or attempt to induce any subordinate commissioner or employee to participate in a partisan election campaign, contribute to a candidate or political action committee, or engage in any other political activity relating to a particular party, candidate, or issue, or to refrain from engaging in any lawful political activity. A commissioner or employee may encourage another to vote generally. A commissioner or employee shall not accept any compensation for services in any political activity related to any federal, state or local election for a candidate or issue.

i.  Third-Party Actions 
A commissioner or employee shall not assist or induce, or attempt to assist or induce, any person to violate any provision in the Ethics Policy. A commissioner or employee shall not circumvent the Ethics Policy through the acts of another person.

j.  Interest in Contracts 
A commissioner or employee shall not have a private or personal financial interest in any contract with the (PHA) or in the sale to the (PHA) of any land, materials, supplies, or service. A private or personal financial interest arises when a party to the contract or sale involves the commissioner or employee, or a parent, child or spouse, or a business entity in which the commissioner or employee, or a parent, child or spouse, owns 10% of the voting stock or shares or of the fair market value of the business entity, or a business entity is a subcontractor on an HA contract, a partner, or a parent or subsidiary business entity.

k. Disclosure, Determination, and Resolution of Conflicts and Violations 
A commissioner or employee shall disclose any known conflicts of interest, proscribed relationships, or apparent or potential violations of the laws, ACC, or Ethics Policy to the board of commissioners and executive director upon initial appointment or employment and annually upon the beginning of each fiscal year. HA counsel shall prepare disclosure forms, and amendments as necessary or reasonable for approval of the board of commissioners. The board of commissioners shall submit all disclosure forms to HA counsel for review. HA counsel shall determine whether there is any actual or potential conflict or violation of the laws, ACC, or Ethics Policy and recommend action by the board of commissioners or executive director to resolve any conflict or violation.

l. Interpretation 
Actions subject to the Ethics Policy shall be opined by the counsel to the (PHA) based on the known facts and issues and reported to the board of commissioners and executive director with recommended resolution of a conflict or violation of the law or general rules.

m. Enforcement 
The board of commissioners shall recommend to any commissioner appropriate action to remediate or resolved any conflict or violation or to refer to the Mayor of the City of (city) the facts and issues regarding any unresolved conflict or violation by a commissioner that could constitute inefficiency, neglect of duty, or misconduct in office that might justify removal of the commissioner from office. The board of commissioners shall direct the executive director to remediate or resolve any conflict or violation involving the executive director or other employee. The executive director may take appropriate action to remedy or resolve an employee conflict or violation, including disciplinary action under the Personnel Policy.







Personnel Policies of the (city) Housing Authority

I, 									(employee), acknowledge receipt of a copy of the Personnel Policies of the (city) Housing Authority, as revised on February 21, 2008, and that I am responsible for reading and understanding its contents and keeping it updated.  I also understand that the copies of these Personnel Policies are the property of the (city) Housing Authority and must be returned to the Executive Director when I leave this organization.  I further understand that my employment is at will and that these Personnel Policies do not create a contract with the (city) Housing Authority for any purpose and that the provisions of these Personnel Policies may be modified or eliminated at any time.


Issued To:  ____________________________________

Signed:  ______________________________________

Date Received: ________________________________ 










(date)


To:  All Supervisors and Staff
Re:  Revised Personnel Policies


	These revised Personnel Policies have been prepared as a guide and reference for members of management and staff at all levels of responsibility in the (city) Housing Authority.  We regularly undertake to review and update the Personnel Policies to keep up with developments in labor and employment law and practice.  The revised Personnel Policies have the approval of the Board of Commissioners and myself.  

	We believe that it is in the best interest of the (city) Housing Authority and our employees to have these revised Personnel Policies in place to meet the organization’s goals, to prevent misunderstandings and problems, and to ensure that all employees know what is expected of them.  We depend on each of you for the successful development of a productive, legal, and harmonious working environment.   

	Accordingly, I request that you take the time to familiarize yourself with these revised Personnel Policies.  





________________________________
Executive Director
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