PERSONNEL POLICY

HOUSING AUTHORITY OF CITY OF _________________


NOTE:  The PHA should modify this sample policy as necessary to conform to pertinent local public practice or individual PHA circumstances.


STATEMENT:  Employees of the Authority, including the position of Executive Director, are not considered "at-will employees".  This personnel policy DOES NOT reflect the Texas rule governing "at-will employees" but does reflect "just cause."

1.		ORGANIZATION

		a.	All positions shall be established in accordance with an organization plan 
			clearly setting forth areas of responsibility and authority.

		b.	The following positions shall be considered full time:  Executive Director,
																									

2.		BASIC PRINCIPLES

		a.	Merit System - The employment of personnel and all actions affecting 	
			employees shall be based solely on merit, ability and prior experience.

		b.	Non-discrimination - There shall be no discrimination against employees
			or applicants for employment because of race, creed, color, national origin, 				sex, age, disability or political or union affiliation.

		c.	Policies - All members, officers, and employees of the Housing Authority
			shall be subject to the provisions of the Hatch Act, Public Law 252, 76th 				Congress.

		d.	Nepotism - Favoritism

		1)	No person may be hired for the Authority who is related within the second degree by affinity (marriage) or within the third degree of consanguinity (blood) to a member of the Board of Commissioners, to the Executive Director, or to any other employee of the Authority.

		2)	The Executive Director may not directly, or indirectly, appoint, employ or supervise a member of his or her immediate family.  Immediate family means a person related within the second degree of affinity (marriage) or within the third degree by consanguinity (blood).

			3)	No  Authority employee will be supervised, directly nor indirectly, by a relative.

		4)	Other personal relationships, including persons living together or sharing the same residence with or without sexual relationships, may be prohibited or result in termination if the Board determines that favoritism is perceived by other employees, that the relationship has an actual or perceived adverse impact on his or her work, or that the relationship creates an actual or perceived conflict of interest.

			5)	All applicants for employment must disclose at the time of hire the names of any relatives and any other personal relationships with persons serving as Commissioner or working for the Authority.

			6)  Persons related through the second degree of affinity include:
					First degree: husband, wife, son-in-law, daughter-in-law, mother-in-law, father-in-law, step-mother, step-father, step-son, step-daughter.
					Second degree: brother-in-law, sister-in-law, or spouse’s grandparent, grandchild, step-grandparent, step-sister, or step-brother.

			7)  Persons related through the third degree of consanguinity include:
					First degree: father, mother child (daughter, son);
					Second degree: brother, sister, grandparent, grandchild;
					Third degree: uncle, aunt, niece, nephew, great grandparent, great grandchild.

		e.	Selection of Applicants - Persons desiring employment shall file written
			applications, setting forth their qualifications, experience, references and 				other information as may be required.  The Authority is not bound to
			personally interview each and every applicant for employment.  There 
			will be a six (6) month probation period for new employees.

3.		AUTHORITY TO EFFECT PERSONNEL ACTIONS

		a.	The Board of Commissioners shall be vested with the authority to 						appoint, promote and separate the position of the Executive Director.  As
per the By-Laws, a quorum and a two-thirds  majority must rule in the above stated matters.

		b.	The Executive Director shall be vested with the authority to deal with all
			other personnel actions (See Section 11, Grievance Policy)

		c.	Each employee shall be given the authority necessary to perform his/her
			work duties.

4.		CHANGES IN STATUS OF EMPLOYMENT

		a.	Promotions - Vacated or newly established positions shall be filled to the
			fullest extent consistent with efficient operations, by qualified employees.

		b.	Demotions - An employee shall be subject to demotion under the 						following conditions:

			1)	If he/she has been unsuited for his/her present position but may be
				expected to give satisfactory service in a lower paying position with
				less responsibility.

			2)	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.  It shall be clearly indicated on all personnel records that the 
				transaction in no way reflects on the employee's performance or
				ability.

		c.	Transfers - Employees shall be transferred within the organization as far
			as practicable to positions where their highest skills will be best utilized.

		d.	When transfers of personnel are necessitated by organizational changes, 				every effort shall be made to place the affected employees in positions
			which will permit them to retain their salaries.

		e.	In making transfers within the organization, due consideration shall
			be given to the desires of the employee involved.

5.		REDUCTION IN FORCE

		a.	Resignations - An employee who desires to terminate his/her 							employment shall submit a written resignation at least two weeks
			in advance, setting forth his/her reasons for resigning.

		b.	Dismissal - An employee who gives unsatisfactory service or who is
			guilty of violation of regulations shall be subject to dismissal, according					to Section 5 of this policy.

		c.	Reduction in Force - If it is necessary to reduce personnel, the selection
			of employees to be retained shall be based primarily on their abilities
			and the necessity of the job in operating the Housing Authority.  All
			things being equal, length of service shall be given consideration.

		d.	Notice - At least two weeks notice prior to dismissal shall be given an
			employee except for persons employed for a specific period or specific job,
			or an employee being dismissed for cause.

6.		HEALTH  AND SAFETY

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

		b.	On jobs where needed, safety equipment will be furnished to the employee.  
Failure on the part of the employee to use the safety equipment may be a consideration in determining Housing Authority liability.

		c.	Employees shall be covered by Workers' Compensation Insurance.

		d.	There will be no reprisal against an employee for reporting a safety complaint.
		
		e.	An employee MUST NOTIFY the Executive Director immediately of an
			on the job work injury.

7.		WORKING HOURS

		a.	Regular Work Week - The regular work week shall consist of 40 hours
			worked.  Work hours are from ____ AM until ____ PM, Monday through
			Friday.

		b.	Overtime - Overtime work shall be avoided as far as possible, but may
			be required by the staff at the direction of the Executive Director.  All
			overtime work must be approved by the Executive Director.  Overtime
			hours will be paid based on ACTUAL HOURS WORKED OVER 40 						HOURS.  Holidays, sick leave, personal leave, vacation leave and other 
			leave are not considered TIME WORKED on the job.

[bookmark: _GoBack]			In accordance with federal labor laws, compensatory time for overtime work 				may be provided in lieu of overtime pay.

8.		ABSENCE FROM WORK	

		a.	Holidays - The following holidays with pay shall be observed in 							accordance with the U. S. Department of Housing and Urban 							Development holiday schedule:


				New Year's Day
				Martin Luther King Day
				Presidents' Day
				Good Friday
				Friday Before Memorial Day
				Memorial Day
				Independence Day
				Columbus Day
				Labor Day
				Thanksgiving Day
				Friday after Thanksgiving
				Christmas Eve
				Christmas Day

			The above holidays will be taken if the work load is such that it would not
			interfere with the normal operations of the Authority.  The Executive 					Director shall have the authority to decide the holiday schedule based on
			good management decisions.

			Employees who work regular 20 hours per week but less than 40 hours
			a week, shall be entitled to a partially paid holiday.  Temporary part-time
			employees shall be given an unpaid holiday.

		b.	Vacation - each full time employee shall earn vacation as follows

			Years of Service		Vacation Days Per Year		 Monthly Accrual

					0-9						10 days						   .83 days
				    10-15					15 days						 1.25 days
				       16					16 days						  l.33 days
					 17						17 days						 1.42 days
					 18						18 days						 1.50 days
					 19						19 days						 1.58 days
					 20 and over			20 days						 1.67 days

			Employees who work regular 20 hours per week but less that 40 hours
			a week, shall be given one-half vacation time.

			1)	An employee may take vacation leave only after six-months  continuous service.

			2)	Vacation leave shall not accrue for any month during which an employee is in pay status for less than half the standard number of paid days for his or her type job.

			3)	Employees shall be required to use at least one half of their vacation leave each fiscal year.  No employee may carryover into the next fiscal year more than 10 accrued days of vacation leave unless approved by the Executive Director.

			4)	Vacation leave shall not be advanced to employees except in emer-gencies with the approval of the Executive Director.

			5)	Employees with at least one year continuous service who are separated
				for any reason, except dismissal for cause, shall be paid for any accrued
				vacation leave up to a limit of ten (10) days.

			6)	The Executive Director must approve all leave and vacation schedules.  Vacation Leave request must be made two weeks in advance of the leave date requested.

			7)	Vacation Leave is accrued on a monthly basis--rate determined by length of service--beginning on the first day of the Housing Authority's fiscal year.

		c.	Other Types of Leave

			1)	Personal Leave - Each full-time employee is entitled to three (3) days
				per fiscal year to attend to personal business.  Part-time employees are 					entitled to one-half benefits.

			2)	Funeral Leave - Employees are entitled to funeral leave of three (3)
				days for immediate family members.  Immediate family members
				are identified as parents, spouse, children, sibling, grandchildren, niece,
				nephew and grandparents.  The Executive Director must approve
				funeral leave.

			3)	Leave Without Pay - Where necessary, leave without pay, may be
granted, not to exceed two (2) months in any one fiscal year with the approval of the Executive Director.

			4)	Sick Leave - Sick leave will be twelve (12) days per fiscal year with pay.  

				a.	Part time employees shall be entitled to one-half benefits.  

				b.	Sick leave shall not accrue for any month during which an 								employee is in pay status for less than full-time.  

				c.	Sick leave will accrue at a rate of one day for one month worked
					for a total of twelve (12) days per year of service.

				d.	If sick leave is not used for the year, the accrued days may be
					carried over to the next year, but leave may not exceed 120 days in
					one calendar year.

				e.	After three (3) days of sick leave, a doctor's certification must be submitted to the Executive Director.  The Executive Director has the authority to request Verification if the employee refuses to bring doctor's certification.

				f.	Paid sick leave shall cease when authorized leave is exhausted.

				g.	When an employee resigns or is terminated for cause, no sick
					leave benefits will be paid.

				h.	An employee who becomes ill or injured during a vacation, may
					request that the vacation be terminated and the time of the illness
					or injury be charged to sick leave.

				i.	An employee who becomes ill or injured and is not able to come to work must notify his/her supervisor prior to the scheduled work time.

				j.  	If an employee is going to be late for work, he/she must notify his/her supervisor prior to the scheduled work time.

			5)	Limitations on Leave of Absence

				a.	After an employee has been unable to work for sixty (60) consecutive calendar days due to disability, illness, injury or medical condition, the employee will be suspended until the earlier of the following occurrences:

					1.	The employee returns to work and is able to perform the essential functions of his/her position; or

					2.	The expiration of an additional one hundred twenty (120) consecutive days.

				b.	While an employee is suspended, the employee will cease to accrue 
					holiday, vacation, retirement, personal and sick leave.  The employee
					may, however, continue to receive benefits previously accrued.

				c.	Except where a reasonable accommodation can be made to permit
					an employee to perform the essential job functions of his/her job, an
					employee who is unable to return to work in full duty status within
					six (6) months of an injury shall be separated for incapacity.  Upon
					separation, the employee shall be paid any remaining accrued 
					benefits.
						
9.		COMPENSATION

		a.	Maintenance and other employees whose salaries are fixed pursuant to the
			Annual Contributions Contract -- compensation rates shall be paid on the
			basis of prevailing rates in the locality, as determined by the U. S. Depart-
			ment of Labor and the U. S. Department of Housing and Urban Develop-
			ment.

		b.	All other employees' compensation rates shall be determined on the basis
			of prevailing local public practice, i.e., related regulations of the 							municipality, local school district, and other institutions supported by 					public funds.

		c.	Pay periods shall be on the 15th and the last day of each month.

		d.	Employees shall be eligible to receive periodic increases within their class
			salary range upon recommendation of the Executive Director and the 					approval of the Board of Commissioners and the operating budget allowed
			by the U. S. Department of Housing and Urban Development.

		e.	The Authority will have group benefits on behalf of the employees as designated by the Authority.  All fulltime employees will be covered under the group health plan provided by the Authority.

		f.	The Authority will have a retirement plan on behalf of the employees as designated by the Authority whereby the Authority contributes the entire amount of 13% of the employee's gross salary each month.  After two (2) years of employment, the employee is entitled to 20% of the amount of the contribution by the Authority.  Each year thereafter, the amount increases by 20% and at the end of five (5) years of employment, the employee has a 100% vested interest in the amount contributed by the Authority. These funds cannot be drawn except at retirement or separation of employment.  If an employee resigns and withdraws his/her retirement, he/she will not be eligible to rejoin the retirement plan for two (2) years in the event of rehire.	

10.		DISCIPLINARY ACTION

		a.	Disciplinary action may be taken against an employee for just cause.  Just
			cause shall be related to the job involved and shall include but not be 					limited to 

			1)	 illegal, unethical, abusive or unsafe acts; 

			2)	 violation of Housing Authority regulations, policies or procedures;

 			3)	 insubordination, inefficiency, neglect or abandonment of duties;

			4)	 abuse of illness, injury or other benefits;

			5)	 tardiness or absence without leave;	

			6)	 falsification of work reports;

			7)	using or being under the influence of drugs or alcohol while on duty;

			8)	discourtesy to residents, public or fellow employees;

			9)	entering a residence without a properly signed WORK ORDER;

		    10)	unauthorized use of Housing Authority property or supplies;

		    11)	unauthorized use or disclosure of official information; 

		    12)	unauthorized or improper use of official authority;

		    13)	refusal or neglect to pay just debts;

		    14)	being convicted of a criminal offense;

		    15)	becoming uninsurable as a result of DWI's, numerous citations or
				any other cause that would make cost of insurance prohibitive.	

		b.	Types of Disciplinary Action - Formal disciplinary action taken shall
			be consistent with the nature of the deficiency or infraction involved
			and the record of the employee.

			1)	Formal disciplinary action shall include written reprimand, disci-
				plinary probation, suspension, reduction in pay, demotion and 
				dismissal.

			2)	Any of the foregoing types of formal disciplinary action may be 							invoked for a particular deficiency or infraction, depending upon the 					exact circumstances.

			3)	An employee may be formally warned at any time that he or she
				may be dismissed or otherwise disciplined for further unsatisfactory
				performance and/or conduct.

			4)	In the interest of good discipline, an employee may be reprimanded in
				writing or orally.  The written reprimand shall describe the deficiency
				or infraction involved and shall state the likely consequences for 						further unsatisfactory performance and/or conduct.

			5)	All reprimands shall be documented and placed in an employee's file.

			6)	An employee may be suspended from duties for three (3) to five (5) 					days without pay depending upon the exact circumstances.  

			7)	After the third reprimand, the employee may be dismissed.

11.		GRIEVANCE POLICY

		a.	Employees must take any job-related complaints or problems first to their supervisor and if not resolved, then to the Executive Director.

		b.	IF THE COMPLAINT ALLEGES ILLEGAL DISCRIMINATION ON ANY
			BASIS PROHIBITED BY LAW, THE COMPLAINT WILL IMMEDIATELY
			BE REFERRED TO THE BOARD OF COMMISSIONERS.

		c.	An employee should request a meeting with the Executive Director to 					discuss the complaint within five (5) working days of the occurrence of the 				act that is the subject of the complaint.

		d.	If the discussion with the Executive Director does not resolve the
			complaint, the employee may, upon written request to the Executive
			Director within five (5) days, request a hearing with the Board of 							Commissioners.  

		e.	The Chairman will arrange a meeting with the employee and the Board
			of Commissioners (quorum) at a time convenient to all parties, and the
			Executive Director will notify the employee of the date and time.

		f.	If the employee plans to have a representative present at any meeting, he 
			or she must notify the Board at least five (5) days prior to the meeting.
			If the employee appears with a representative without having given	
			proper notice, then the Authority may postpone the meeting for the 						purpose of proper notice.

		g.	In presenting a complaint, each employee has the right to the 							following:

			1)	be dealt with objectively
			2)	be free from restraint, interference, coercion, discrimination or reprisal
			3)	have a representative of his/her choice
			4)	be given a reasonable amount of time to present his/her case

		h.	The Board of Commissioners shall review the complaint, make
			a decision regarding its merits and send a written response to the 						employee within seven (7) working days after the meeting.  The Board's
			decision shall be final and binding.

		i.	A copy of the written decisions shall be maintained in the employee's 					personnel file.  Documentation within the personnel file of the employee 				may be used as evidence during the hearing by either party.

		j.	If an employee is unable to respond to a specified time limit, due to
			circumstances beyond his /her control, a formal request for delay
			may be submitted to the Chairman for his/her consideration, if the 
			request is clearly justified.

		k.	An employee processing a complaint who fails to respond or act
			within a specified time limit or fails to appear for a scheduled meeting
			or who otherwise fails to process the complaint in a timely manner 
			may be deemed to have abandoned the complaint.  The Chairman may
			deem the complaint abandoned and close the file on the complaint
			unilaterally.

12.		EMPLOYEE RELATIONS

		Employees shall have the right to refrain from joining employee unions.
		In doing so, employees shall be ensured freedom from restraint, interference, 			discrimination or reprisal.

13.		PERSONNEL FILES

		a.	The Authority shall maintain the official personnel files for all employees.  

		b.	Unless otherwise provided by law, personnel files and information shall					be confidential and may not be used or divulged for purposes unconnected
			with Authority business except with the permission of the employee						involved.

		c.	Nothing herein shall prevent the dissemination of impersonal 
			statistical information.

		d.	An employee shall have a right of reasonable inspection of his/her
			official personnel file.

		e.	One file will be maintained for public information limited to name,
			hire date and time cards and job description.  The confidential employee
			file will contain all other information relating to the employee.


14.		TRAVEL

		a.	Employees or Commissioners of the Authority may perform official
			travel upon authorization by the Board of Commissioners, or as
			authorized by the Executive Director or the Chairman of the Board 						of Commissioners.

		b.	Transportation costs for employees or Commissioners authorized to
			travel on official business of the Authority shall be paid by the							Authority.

		c.	Employees and Commissioners may travel by airline, other than
			first class, if this means is cost advantageous.

		d.	Cost of taxi fares, telephone calls, secretarial services and similar items
			necessary for the performance of official business, shall be considered
			reimbursable items.

		e.	Comparable with local public practice, the Authority shall reimburse
			travelers for actual expenses, supported by documentation and receipts.		
		f.	Privately owned automobile mileage will be based on the current IRS mileage rate, in addition to expenses above.  If two or more persons travel in the same automobile, only the owner of the automobile will be paid for mileage.

15.		BONUSES AND PRESENTS

		Authority costs shall not include the cost of any bonus payments, gifts, 
		or any other form of payment to employees.

16.		ENTERTAINMENT EXPENSE

		Authority cost shall not include expenses incurred for the entertainment
		of others or incidental food and beverages.  There will be no reimbursement			for alcoholic beverages purchased at any time.  The cost of meals for Board
		of Commissioners at board meetings and other meetings deemed necessary
		may be paid for by Authority funds.

17.		JURY DUTY	

		Employees are required to render jury service.  They will be compensated at
		their regular rate of pay.  A jury summons must be presented to the 						Executive Director when received by the employee.



18.		DRUG-FREE WORKPLACE POLICY

		See Addendum II

19.		GARNISHMENT	

		The Authority will garnish an employee's wages if directed by court order.

20.		OTHER PAYROLL DEDUCTIONS

		a.	With employee's written approval, other deductions may be made from
			employee's salary (personal insurance, etc.)

		b.	If an employee is a resident of the Authority, rent payments shall be
			deducted from salary with signed authorization from the employee.

21.		SEXUAL OR  OTHER  HARASSMENT

		a.	Sexual harassment, including sexual advances, request for favors, and 				verbal or physical conduct of a sexual nature, including offensive jokes,
			pictures, or cartoons, of any employee or resident by an Authority 
			employee is prohibited if such conduct interferes with the individual's					work performance or creates an intimidating, hostile or offensive
			working environment.  Any employee who experiences or observes
			any such harassment should notify the Executive Director or the
			Chairman of the Board of Commissioners.

		b.	Racial, ethnic or religious harassment of any employee or resident by
			an Authority employee is prohibited if such conduct interferes with
			the individual's work performance or creates an intimidating, hostile or 					offensive working environment.  Any employee who experiences or 						observes any such harassment should notify the Executive Director or the
			Chairman of the Board of Commissioners.

		c.	All allegations shall be dealt with in strict confidence, and appropriate
			disciplinary action shall be taken.  (See Texas Penal Code 39.02)

22.		EQUAL OPPORTUNITY/AFFIRMATIVE ACTION POLICY

Affirmative action shall be taken to ensure equal employment opportunity in the Authority.  Discrimination against any person in recruitment, examination, appointment, training, promotion, discipline, or any other aspect of personnel administration or membership in employee organizations because of race, color, religion, age, sex, national origin, marital status, or other non-merit factors is prohibited.

23.		AIDS POLICY

		a.	The Authority will not discriminate against individuals with any disability, including persons who are confirmed HIV positive.  All individuals are entitled to protection under state and federal law against discrimination.  The Authority will treat all individuals as it would any other individual with a life threatening disease.

		b.	The Authority does not test for the AIDS virus.  The Authority will treat and maintain in the strictest confidence all medical records of any employee with this disability.

24.		WORKPLACE VIOLENCE POLICY

The _________ Housing Authority has a zero tolerance policy for violence in the workplace. “Workplace Violence” is defined to include: 
		
a.	Physically aggressive, violent or threatening behavior, such as attempts to  instill fear in others or intimidation; 

b.  Threats of any sort; 

		c.	Any other behavior that suggests a tendency toward violent behavior.  Such behavior includes, but is not limited to, excessive arguing, profanity, threats of sabotage of Housing Authority property, belligerent speech or a demonstrated pattern of insubordination and refusal to follow Housing Authority policies and procedures; 

		d.	Causing physical damage to Housing Authority facilities or defacing Housing Authority property.

If any Housing Authority employee becomes aware of or observes any of the above referenced behavior or actions by a co-worker, consultant, customer, third party vendor, visitor, resident of the Authority, or anyone else, he/she should notify her/his supervisor immediately.  Employees should notify the Executive Director if they are aware of any restraining orders that are in effect, or of the existence of any other non-work related situation with the potential to erupt into workplace violence. If any of the above referenced behavior or actions are directed at the Executive Director, he/she should notify the Chairman of the Board of Commissioners immediately.

All reports of violence in the ___________Housing Authority workplace will be taken seriously and will be investigated thoroughly and promptly.  To the extent possible, the Authority will keep the identity of the reporting employee confidential.  However, under certain circumstances the Authority may need to disclose the reporting employee’s identity (for example, to protect that individual’s safety).  The Authority will not tolerate retaliation in any form against an employee who makes a report of workplace violence.

If, after a thorough investigation, the Authority determines that workplace violence has occurred, appropriate corrective action will be taken, and discipline will be imposed on the offending employee(s).  The level of appropriate discipline will depend on the facts in each case, but may include oral or written warnings, reassignment of responsibilities, probation, suspension, or termination.  If a non-employee is responsible for the violent activities, the Authority will take corrective action to ensure that such behavior is not repeated.


25.		CODE OF ETHICS/STANDARDS OF CONDUCT

		See Addendum I	

26.		IMMIGRATION LAW

		The Authority will comply with the law regarding verification of identity and 				work authorization by completing all requirements at the time a full time 				employee is hired.	

27.		DRIVER’S LICENSE CHECK

		All employees must complete a driver’s license check on an annual basis if
		their job duties require driving an Authority vehicle.  Failure to maintain the
		ability to drive an Authority vehicle for reasons that will increase the 					Authority’s liability is cause for dismissal.  The driver’s license check is a
		pre-employment condition and a continuing  condition of employment by
		the Authority.

28.		AMENDMENTS

		a.  This policy may be amended or updated to comply with federal law and 				local public practice.  The Authority reserves the right to change or modify 				the contents of this personnel policy at any time without prior notice to
			employees.

		b.	This personnel policy is meant to set policy and is to be used only as a 					guideline and is not intended to imply any contract or contractual rights 				with any individual or applicant or employee.

		c.	This policy may be amended by Resolution by the Board of 								Commissioners of the ______________Housing Authority.
			
latest revision  6/2003


Addendum I

Code of Ethics/Standards of Conduct

SECTION 1. GENERAL PROVISIONS

1. AUTHORITY

The authorities for the PHA’s policy on Standards of Conduct contained
herein are:

a. Texas Local Government Code, Chapters 171 and 392.
b. Public Housing Annual Contributions Contract, Part A, Section 19.
c. Section 8 Annual Contributions Contract, Section 18.
d. PHA Handbook, 7460.8, Procurement, Chapter 2-6.

2. PURPOSE

The maintenance of unusually high standards of honesty, integrity, impartiality
and conduct of employees is essential to assure the proper performance of the
PHA’s business and the maintenance of confidence by citizens in their
community. The avoidance of misconduct and conflicts of interest on the part of
employees through informed judgment is indispensable to the maintenance of
these standards. Copies also are available in personnel and administrative
offices for review purposes by others.

3. DEFINITIONS

a. Agency means the Housing Authority of the City of __________________
also referred to as Public Housing Agency, or PHA.

b. Employee means an officer or employee of the Agency.

c. Person means an individual, a corporation, a company, an association, a
firm, a partnership, a society, a joint stock company, or any other organization
or institution.

d. Outside Employment means all gainful employment other than performance
of official duties. It includes, but is not limited to, working for another
employer, the management or operation of a private business for profit
(including personally owned businesses, partnerships, corporations, and
other business entities) and other self-employment.

4. DISCIPLINARY AND OTHER REMEDIAL ACTION

A violation of the Agency’s Standards of Conduct by an Agency employee while
employed by the Agency, may be cause for appropriate remedial or disciplinary
action, which may include in addition to any penalty prescribed by law:

a. Changes in assigned duties

b. Divestment by the employee of his conflicting interest; and unless otherwise
provided, divestiture is to be completed within sixty (60) days after notice of a
decision that a conflict exists

c. Disciplinary action including suspension and/or termination of employment in
appropriate cases

d. Disqualification for a particular assignment

SECTION 2. CONDUCT AND RESPONSIBILITIES OF EMPLOYEES

1. BASIC PRINCIPLE

Each employee of the Agency must realize that the Agency’s basic and
controlling purpose in employing him/her is the public interest, rather than his/her
private or personal interest, and that he/she can never have a right of tenure that
transcends the public good. He/she can properly be an Agency employee only
as long as it remains in the public interest for him/her to be one. Public trust and
confidence in the integrity of the Agency are paramount.

a. The basic principle applies with special force and effect to the Agency which
deals directly with important segments of the public, and whose success
depends upon public trust and confidence in its actions. The official actions
of the Agency often have a direct bearing upon the financial and other interest
of individuals, firms and institutions with which it does business. Furthermore,
the effective accomplishment of the Agency’s mission is significantly
dependent upon a public image that engenders confidence in the Agency’s
integrity. Accordingly, the confidence of any involvement that tends to
damage that image is a responsibility of exceptional importance for all
employees who participate in or influence official operating determinations
that affect the interests of those with whom the Agency does business.

b. If there is knowledge of an employee’s involvement in or association with
circumstances reasonably construed to reduce public confidence in the acts
of determination of the Agency, such knowledge may be sufficient cause for
the initiation of action adverse to the employee. Employees, therefore, are
alerted to the gravity with which the Agency will view any such involvement,
especially if it has to do with conflicts of interest or the compromise of
integrity––whether real or only apparent.


2. PROSCRIBED ACTIONS

An employee shall avoid any action which might result in, or create the
appearance of:

a. Using public office for private gain

b. Giving preferential treatment to any person

c. Impeding efficiency or economy

d. Losing complete independence or impartiality

e. Making an Agency decision outside official channels

f. Affecting adversely the confidence of the public in the integrity of the
Agency.

3. GIFTS, ENTERTAINMENT AND FAVORS

a. Except as provided in Subparagraph b., an employee shall not solicit or
accept, directly or indirectly, any gift, gratuity, favor, entertainment, loan or
any other thing of monetary value, from a person who:

l) Has, or is seeking to obtain, contractual or other business or financial
relations with the Agency

2) Conducts operations or activities that are regulated by the Agency

3) Has interests that may be substantially affected by the performance or
nonperformance of the employee’s official duties.

b. The prohibitions of Subparagraph a. do not apply in the following cases:

1) Obvious family or personal relationships, such as those between parents,
children, or spouse of the employee and the employee, when the
circumstances make it clear that it is those relationships rather than the
business of the persons concerned which are the motivating factors.

2) The acceptance of loans from banks or other financial institutions on
customary terms to finance proper and usual activities of employees, such
as home mortgage loans.
3) The acceptance of unsolicited advertising or promotional material such as
pens, pencils, note pads, calendars and other items of nominal intrinsic
value.

c. An employee shall not solicit funds of any character or for any purpose
whatever on the job without the express approval of the Executive Director.
This restriction applies to all solicitations, selling or peddling of every nature,
whether by the Agency employee or others not in the employ of the Agency.
The once exception to this rule will be the annual United Way campaign, as
this is a community welfare drive.

d. An employee shall not solicit a contribution from another employee for a gift to
an official superior, make a donation as a gift to an official superior, or accept
a gift from an employee receiving less pay than himself/herself. This
subparagraph does not prohibit a voluntary gift of nominal value or donation
in a nominal amount made on a special occasion such as marriage, illness or
retirement.

4. INTERESTED COMMISSIONERS OR EMPLOYEES

a. General prohibition as required by State Law and Annual Contributions
Contracts

1) No commissioner or employee of the Agency, during his/her tenure or for
one year thereafter, shall acquire any interest direct or indirect, in any
housing project or in any property included or planned to be included in
any project, nor shall he/she have any interest direct or indirect in any
contract or proposed contract for materials or services to be furnished or
used in connection with any housing project.

2) If any commissioner or employee of the Agency owns or controls an
interest direct or indirect, in any project included or planned to be included
in any housing project, he/she immediately shall disclose the same in
writing to the Agency and such disclosure shall be entered upon the
minutes of the Agency.

3) Such shall be done only after obtaining the prior approval of HUD (or
other applicable federal agencies) in projects involving Federal Housing
Assistance Programs. Failure to obtain such approval or to discuss such
interest shall constitute misconduct in office.

b. Award and administration of Procurement contracts
No employee, officer or agent of the Agency shall participate in the selection,
or the award or administration of a contract if a conflict of interest, real or
apparent, would be involved. Such a conflict would arise when a financial or
other interest in a firm selected for award is held by:
1) the employee, officer or agent involved in making the award;

2) any member of his/her immediate family;

3) his/her partner; or

4) an organization which employs, or is about to employ, any of the above.
The Agency’s officers, employees or agents shall neither solicit nor accept
gratuities, favors or anything of monetary value from contractors, potential
contractors or parties to subagreements.

5. OUTSIDE EMPLOYMENT AND OTHER ACTIVITY

a. An employee shall not engage in outside employment or other outside activity
not compatible with the full and proper discharge of the duties and
responsibilities of his Agency employment. Incompatible activities include but
are not limited to:

1) acceptance of a fee, compensation, gift, payment of expense, or any other
thing of monetary value in circumstances in which acceptance may result
in, or create the appearance of, conflict of interest

2) outside employment which tends to impair his/her mental or physical
capacity to perform his/her Agency duties

3) activities that may be construed by the public to be the official acts of the
Agency

4) activities that establish relationships or property interests that may result in
a conflict between his/her private interests and his/her official duties for
the Agency

5) employment that may involve the use of information secured as a result of
employment in the Agency to the detriment of the Agency or the public
interest, or that may give preferential treatment to any person, corporation,
public agency or group.

6) employment with any person, firm or other private organization having
business either directly or indirectly with the Agency.

b. An employee shall not receive any salary or anything of monetary value from
a private source as compensation for his/her services to the Agency.

6. FINANCIAL INTEREST

An employee shall not:
1) have a direct or indirect financial interest that conflicts substantially, or
appears to conflict substantially, with this Agency’s duties and
responsibilities

2) engage in, directly or indirectly, a financial transaction as a result of. or
primarily relying on, information obtained through his/her employment at
the Agency

7. USE OF AGENCY PROPERTY

An employee shall not directly or indirectly use or allow the use of Agency
property of any kind, including property leased to the Agency, for other than
officially approved activities. An employee has a positive duty to protect and
conserve Agency property, including equipment, supplies and other property
entrusted or issued to him/her.

8. MISUSE OF INFORMATION

For the purpose of furthering a private interest, an employee shall not, directly or
indirectly, use or allow the use of official information obtained through or in
connection with his/her Agency employment, which has not been made available
to the general public.

9. INDEBTEDNESS

An employee shall pay each just financial obligation in a proper and timely
manner, especially one imposed by law, such as Federal, State or local taxes.
For the purposes of this paragraph, a “just financial obligation” means one
acknowledged by the employee or reduced to judgment by a court, and “in a
timely manner” means in a manner which the Agency determines does not,
under the circumstances, reflect adversely on the Agency as his/her employer.
In the event of a dispute between an employee and an alleged creditor, this
paragraph does not require the Agency to determine the validity or amount of the
disputed debt.

10. GAMBLING, BETTING AND LOTTERIES

An employee shall not participate, while on Agency-owned or -leased property or
while on duty for the Agency, in any gambling activity including the operation of a
gambling device, in conducting a lottery or pool, in a game for money or property,
or in selling or purchasing a number slip or ticket. However, this paragraph does
not preclude solicitations conducted by organizations composed of employees
among their own members for organizational support or for benefit or welfare
funds for their members or similar Agency-approved activities.

11. GENERAL CONDUCT AND CONDUCT PREJUDICIAL TO THE AGENCY
The Agency requires that each employee shall conduct himself/herself in a
manner that facilitates the effective accomplishment of the work of the Agency,
observing at all times the requirements of courtesy, consideration and
promptness in dealing with the public and with persons or organizations having
business with the Agency.

12. MEMBERSHIP IN ORGANIZATIONS

An employee may not, in his/her official capacity as an officer or employee of the
Agency, serve as a member of a private organization except where the Board of
Commissioners has determined in writing that such service would be beneficial to
the Agency and consistent with such officer’s or employee’s service with the
Agency. However, an employee may serve in an individual capacity as a
member of a private organization, provided that:

a. his/her membership does not violate the restrictions noted in paragraph 5

b. his/her official title or organization connection is not shown on any listing or
presented in any activity of the organization in such a manner as to imply that
he/she is acting in his/her official capacity. The above prohibition shall not be
deemed to apply to private organizations in which the Agency has
membership for the purpose of better accomplishing its goals.

13. MISCELLANEOUS

In addition to the laws which have been taken into account in the preceding
paragraphs, there are many other laws and responsibilities which bear on the
conduct of employees. they cover such matters as: disloyalty and striking,
disclosure of classified information, habitual use of intoxicants to excess, misuse
of Agency vehicle, misuse of franking privilege, use of deceit in an examination
or personnel action in connection with Agency employment, fraud or false
statements in an Agency matter, mutilating or destroying a public record,
counterfeiting and forging transportation requests, embezzling Agency money or
property, failing to account for public money, embezzling of the money or
property of another person in the possession of an employee by reason of his/her
employment, certain political activities, etc. Each employee and officer is
required to abide by such laws and fulfill his/her responsibilities as a public
employee or officer.
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