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WELCOME

We are happy you have chosen the Housing Authority of the County of DeKalb as your place of
employment. We are glad to have you with us and hope that you will find this a pleasant place to work.

This Employee Handbook is provided as a source of information on Authority expectations,
employment philosophies, and likely administrative actions. This manual of employment does not
constitute a contract, nor does it contain any provisions that are to be construed as contractual.

We know that our major asset is people and that a general personnel manual cannot anticipate
every human problem or need that may arise. Therefore, if you have a special problem, concern, or idea,
are troubled or have a need, please tell us. As we continue to grow, as circumstances change, and as
applicable laws are enacted or amended from time to time, the need may arise to change policies described
in the manual. The Authority therefore reserves the right to revise, supplement, or rescind without notice
any policies or portions of the manual from time to time as it deems appropriate or as may be necessary to
comply with changing laws, in its sole and absolute discretion.

We appreciate your efforts and the good work you are doing each day to make the Authority a success.
We look forward to a mutually satisfactory relationship with you.
Again, may we extend a sincere,

WELCOME.

Executive Director




ARTICLE I - THIS MANUAL

PURPOSE, AMENDMENT, AND EMPLOYMENT AT-WILL

This manual is intended as a general guideline for current Authority policies. Every
employee is expected to read, understand, and follow the provisions of the manual and will
be held responsible for knowing its contents. The Authority reserves the right to change
these guidelines, its policies, and this manual at any time without notice.

Nothing of this manual is intended or should be construed as an
agreement and/or a contract of employment, express or implied. All
employees of the authority are at-will, and no officer, supervisor, or
other employee of the authority has the authority to alter, orally or in
writing, the terminable-at-will status of any employment. It is
expressly understood that any employee and the authority are free to
terminate the employment relationship at any time. The authority
reserves the right, at all times, to take any action deemed to be in its
best interests.

We will make reasonable efforts to keep the employee informed of all changes as soon as
practical. However, occasionally changes must be made immediately to meet unforeseen
circumstances. This Policy will be available in hardcopy at the Central Office and on
www.dekcohousing.com.
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ARTICLE IT - GENERAL INFORMATION

EQUAL EMPLOYMENT OPPORTUNITY

The Authority is an equal opportunity employer. The Authority does not discriminate
against any employee or applicant for employment because of race, creed, color, sex,
national origin, ancestry, citizenship, age, and marital status, and religion, unfavorable
discharge from military service, sexual orientation, or mental or physical disability.

The Authority will make a reasonable accommodation as required by law for qualified
individuals with a disability upon request unless doing so would result in an undue
hardship to the organization or a direct threat to the employee, co-worker or the population
we serve.

This policy governs all aspects of compensation and all other terms and conditions of
employment. Equal employment opportunity shall apply to all personnel actions
including, but not limited to, recruitment, hiring, promotion, demotion, transfer, or
termination.

SEXUAL HARASSMENT PROHIBITED

General Policy

The Authority is committed to maintaining a workplace free from sexual harassment.
Sexual harassment is a violation of Title VII of the Civil Rights Act of 1964, as well as
state discrimination laws. The Authority will not tolerate such misconduct as it is capable
of causing great damage to individual employees and to the Authority’s employment
climate.

This policy applies to protect all employees and other persons visiting our premises.
Sexual harassment is prohibited. Reprisals against individuals filing complaints under this
policy will not be tolerated. Employees who report sexual harassment are protected
under all applicable whistleblower statues, including, but not limited to, Illinois P.A.
100-0554, the Whistleblower Act and the Illinois Human Rights Act. Employees who
violate this policy will be subject to discipline, including possible discharge. Other
persons who violate this policy will be subject to expulsion from the Authority’s premises.
Any supervisor or manager who receives a complaint and does not act upon it under the
procedures of this policy will also be subject to discipline, including possible discharge,
and any employee who knowingly or maliciously files a false report of sexual harassment
will be subject to discipline, including possible discharge. Refer to Appendix A, Code of
Ethics.
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Definitions

Sexual harassment is unwelcome sexual advances, requests for sexual favors or verbal conduct

or physical contact of a sexual nature when:

e Submission to such conduct is either implied or stated to be a term or condition of
employment or a factor in evaluating the individual’s job performance, eligibility for
promotion, eligibility for an increase in compensation or any other component of
employment; or

e Such conduct interferes either directly or indirectly with an individual’s work performance
by creating a hostile, offensive or intimidating environment.

Sexual harassment includes but is not limited to:

e Unwelcome social advances such as repeated uninvited requests for social dates, dinners or
any other non-business-related activity where the invitee has indicated that she/he is not
willing to accept such invitations.

e Verbal harassment such as sexual innuendo, demands or requests for sexual favors,
comments or jokes of a sexually vulgar nature, including threats or slurs, remarks about an
individual’s physical anatomy, derogatory comments about gender or sexually explicit
telephone calls.

e Physical harassment such as sexual advances, touching (or the threat to touch) in a sexual
manner, physical interference with normal work or movement, or otherwise invading the
personal privacy of employees inside or outside the workplace.

e Distribution or display of written or graphic sexual material such as sexually oriented
magazines or posters, nude pictures or sexually explicit writing of any kind.

Occasional compliments of a socially acceptable manner or statements or acts that are
acceptable to all elements of society are not sexual harassment.

Procedure

Any individual who feels sexually harassed by a supervisor, manager, co-worker,
subordinate or other person should take the following course of action:

1. Tell the offending individual(s) to stop the harassment. State employee’s objection
to the action and the specific behavior to which employee objects. If this
discussion does not resolve the problem or if employee fears reprisal will result
from such discussion, or if employee feels uncomfortable confronting the harassing
individual, proceed to step 2.

2. Inform employee’s supervisor of the situation, or if it is the supervisor who is the
harasser or if employee feels uncomfortable telling employee’s supervisor, inform
another supervisor or management employee with whom you feel comfortable or
inform the Executive Director. If the Executive Director is the harasser, then
inform the Authority Board of Commissioners. The employee may also report
the incident to the Inspector General and the Illinois Department of Human
Rights.
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3. All complaints received by anyone in management will be directed to the Executive
Director or in the case of harassment by the Director then to the Board of
Commissioners, for investigation unless the complaining employee specifically
requests otherwise. During the course of the investigation, the complaining
employee’s identity, as far as possible, will be withheld from all involved parties.
The Authority will attempt to do the utmost to protect the privacy of the
complaining employee and to protect the integrity of any individual who may have
been wrongfully accused of sexual harassment.

4. The investigation will be thorough and should be completed within 10 days.
Investigation findings and any recommended discipline will be presented to the
harassing employee’s immediate supervisor. As soon as possible thereafter, the
harassing employee will be told what discipline will result.

5. Only the complaining employee and the accused harasser will be told of the final
disposition of the complaint.

6. If the accused harasser is not an employee of the Authority, upon completion of an
investigation which indicates that harassment did occur, the Authority will take
appropriate remedial action. Possible remedial steps range from letters of objection
to the accused harasser to refusal to allow the alleged harasser on Authority
premises.

DRUG-FREE WORKPLACE

Refer to Appendix B — Drug Free Workplace Policy.

EMPLOYEE CLASSIFICATION, POSITION LIST AND DESCRIPTIONS

An employee is exempt or non-exempt as defined in the Federal Wage and Hour Law.

Exempt - Exempt positions are excluded from minimum wage, overtime regulations, and
other rights and protections afforded non-exempt workers. Employers must pay a salary
rather than an hourly wage for a position for it to be exempt.

Non-Exempt - Non-exempt employees, as the term implies, are not exempt from the Fair
Labor Standards Act (FLSA) requirements. Employees who fall within this category must
be paid at least the federal minimum wage for each hour worked and given overtime pay
for not less than one and a half times their hourly rate for any hours worked beyond 40
each week.

Current Authority positions are as follows:
e Admissions Manager — Exempt
e Capital Fund & Procurement manager — Exempt
e Chief Financial Officer — Exempt
e Operations Director — Exempt
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e Executive Director — Exempt

e Housing Choice Voucher Administrator - Exempt
e Property Manager — Exempt

e Assistant Property Manager — Non - Exempt
e Administrative Assistant — Non - Exempt

e Admissions Assistant — Non-Exempt

e Case Manager — Non-Exempt

e Portability & Rent Specialist — Non-Exempt

e Rent Recertification Specialist — Non-Exempt
e Temporary Employees — Non-Exempt

e Finance Coordinator — Non-Exempt

e File Clerk — Non-Exempt

e Grounds/Custodian — Non-Exempt

e HQS Inspector — Non-Exempt

e Maintenance | — Non-Exempt

e Maintenance Il — Non-Exempt

e Lockout Attendant - Stipend

e Receptionist — Non-Exempt

Position descriptions will be provided upon request and are subject to change at the
discretion of the Executive Director or, in the case of the Executive Director’s description,
at the discretion of the Authority Board of Commissioners.

EMPLOYEE CLASSIFICATIONS AND BENEFITS; CHANGES IN
CLASSIFICATION

Probationary Period - The first 90 days of an employee’s employment shall be a probationary
period during which the Authority will continually evaluate a new employee’s job abilities and
performance. During any probationary period, the employee will be entitled only to the
following regular benefits: pay for hours worked; holiday pay as stated in this manual; and, for
employees who will be classified as full-time or part-time if retained after the probationary
period and are otherwise eligible under the terms of this manual and the health plan, health
benefits. The Executive Director may extend the probationary period for an additional period
or additional periods of 90 days each.

All employees who have completed their probationary period(s) will receive a formal
evaluation. Employees who are retained after completion of probationary periods(s) are
classified as either full-time, part-time, or temporary employees, provided, however, that:

The authority and each employee maintains the right to sever the
employment relationship at any time for any reason, with or without notice,
and neither these provisions on probationary status, the classification of an
employee as full-time, part-time, or temporary, or any other provisions of
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this manual should ever be interpreted as altering the employment-at-will
relationship between the authority and every employee.

Full-time - Full-time employees are employees who are regularly scheduled to work thirty
(30) or more hours in the work week and whose position is specifically listed in the
position list set out in this manual. Classification as “Full-time” does not guarantee
employment for a fixed number of hours per day or days per week.

Part-time - Part-time employees are employees who are regularly scheduled to work no
more than twenty nine (29) hours in the work week and whose position is specifically
listed in the position list set out in this manual. Classification as “Part-time” does not
guarantee employment for a fixed number of hours per day or days per week. Part-time
employees cannot work more than 718 hours during any consecutive 13 pay periods.
(retirement plan eligibility restriction).

Temporary - Temporary employees may be regularly scheduled to work any combination
of full- or part-time hours in the work week, but temporary employees are hired only to
fulfill periodic needs of the Authority. Temporary employees cannot work more than 1508
hours in a fiscal year and are only entitled to pay for hours worked.

Benefits - Full-time, part-time and temporary employees are entitled to the benefits
generally described in the table set out below in this section, subject to the more specific
benefit terms and eligibility requirements set out elsewhere in this manual and in the terms
of the plan of any third-party benefit provider.

Chart of Classifications & Benefits

FULL-TIME

PART-TIME

TEMPORARY EMPLOYEE

30 or more hours

29 hours or less — not to exceed

718 hours during any consecutive

13 pay periods (retirement plan
restriction).

As needed — not to exceed 1508
hours in a fiscal year

Holiday Pay

Holiday Pay

No Holiday Pay

Paid time off

Paid time off

No Paid time off

Short term disability

Short term disability

(must work 25 hrs/week)

No short term disability

Potential Unpaid Personal
Leave of Absence

Potential Unpaid Personal
Leave of Absence

No Personal Leave of Absence

Pay for jury duty/witness

Pay for jury duty/witness

Pay for jury duty/witness

Health Insurance Plan for
employee only

No Health Insurance Plan

No Health Insurance Plan
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| Retirement Plan | No Retirement Plan | No Retirement plan

Changes in Classification - When an employee’s status is changed from full-time or part-
time to temporary, the employee forfeits all accrued benefits except those to which they
are legally entitled. When changing from part-time to full-time, benefits will be increased
to full-time commencing with the month following the month of change. When changing
from full-time to part-time, benefits will be decreased to part-time commencing with the
month following the month of change. Employees making changes in classifications must
do so on the first (1%) of the month.

AUTHORITY TO EFFECT PERSONNEL ACTIONS

Final authority to appoint and separate the Executive Director shall be vested in the
Authority Board of Commissioners. Final authority to appoint, promote, transfer, demote,
suspend, and separate other personnel shall be vested in the Authority’s Executive
Director.

MEDICAL EXAMINATION AND CRIMINAL BACKGROUND CHECK

The Authority requires all positions, upon acceptance of a job offer as a condition for
employment to undergo a criminal background check and a drug test at a health care
provider selected by, and paid for by Authority. All maintenance staff must also pass a
physical examination.
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ARTICLE IIT - EMPLOYEE BENEFITS &
PRIVILEGES

PERFORMANCE EVALUATIONS AND MERIT INCREASES

As previously stated in this manual, all employees receive their first formal performance
evaluation at the end of their probationary period(s). Thereafter, formal performance
evaluations will occur on mid-year and annual basis.

Performance ratings shall be noted in employee service records and shall be considered in
affecting personnel actions. Adjustments in wages or salary will be considered after each
performance evaluation, transfer, promotion or demotion.

At the Executive Directors discretion, through Department Head recommendations and
within the approved current fiscal year budgeted amount, a monetary bonus maybe
awarded to a selected employee(s) who has contributed in an exceptional manner by a
specific action or event to improve the operation of the Authority.

Employees transferring from one department and/or one position to another will be
evaluated after three (3) months. Whether such transfers are to be accompanied by an
increase in pay is subject to the discretion of the Executive Director.

SERVICE RECORDS

The Authority shall maintain employee service records at the main office. Those records
will include the following items:

e Job Applications

e Date of employment and termination

e Job description

e Employee evaluations

e Absentee record

e Sick leave record

e Paid Time Off accumulation

e Pay changes

e Miscellaneous

OVERTIME & MAINTENANCE ON-CALL COMPENSATION

Compensation for overtime shall be paid in accordance with applicable federal and state
law and provisions of the HUD assistance contracts.
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All overtime must be approved by a manager and reason for overtime noted on time card.
Overtime is paid for all hours physically worked in excess of forty (40) hours per week.

Overtime work shall be avoided but may be required in the interest of efficient operation.
The non-exempt employee shall be paid overtime at the rate of 1 %% times their regular
hourly rate for hours worked in excess of forty (40) hours. The non-exempt employee
must physically work 40 hours to be compensated at the over-time rate for any hours
above the forty (40) worked hours. 1f PTO is taken in the 40 hour time period the overtime
rate will not be paid. Time will be paid at the regular wage. For Example,

In this scenario - 48 hours on the time card. 8 hours will not be paid at overtime. It will
be paid at the regular rate.

Monday 10 Tuesday 10 Wednesday Thursday Friday 10
hours hours out sick - 8 10 hours hours
worked worked hours of worked worked
PTO
In this scenario — 50 hours on the time card. 10 hours will be paid at the over time rate.
Monday 10 Tuesday 10 Wednesday Thursday Friday 10
hours hours 10 hours 10 hours hours
worked worked worked worked worked

If the non-exempt employee works on a holiday, they will be paid at the rate of 1 ¥ times
their regular hourly rate. If the non-exempt employee works over-time during a holiday
week, but not on the holiday, they will be paid at the rate of 1 % times their regular hourly
rate provided PTO was not also taken the same week.

Exempt employees shall not be compensated or granted compensatory time off for
overtime worked.

Maintenance employees are required to cover weekly on-call, after hours duties on a

rotational basis. Maintenance staff will receive a stipend for the week that they are
scheduled for on-call.

HOLIDAY PAY

The Authority observes the following holidays, consistent with local community practice:
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New Year’s Day

Labor Day

Martin Luther King Day

Columbus Day

President’s Day

Veteran’s Day

Memorial Day

Thanksgiving Day

Juneteenth

Day after Thanksgiving

Independence Day

Christmas Day




All full-time and part-time employees will be paid for the listed holidays at their regular
rate of pay, but due to the nature of the Authority’s services, it reserves the right to require
any employee to work the holidays, and in such event the non-exempt employee will be
compensated accordingly.

An employee who wishes to observe religious or ethnic holidays other than those
designated above may do so by notifying the Executive Director in writing, at least two
weeks prior to such holiday. Late notices may be accepted in certain circumstances in the
Executive Director’s discretion, but may be rejected. Employees may use PTO for such
holiday observance, or, alternatively, employees who have no accrued and unused PTO
days available will be granted an unpaid absence for this purpose if the holiday absence is
approved.

PAID TIME OFF (PTO)

Paid Time Off (PTO) is used for rest, relaxation, and occasional illness. It is designed to
provide employees with flexibility to use their time off to meet their own personal and family
needs, while recognizing individual responsibility to manage their own paid time off.

Eligible employees will accumulate a specified amount of PTO based on their accrual rate. It
is up to each employee to allocate how they will use it — for vacation, occasional illness for
yourself and your family members, caring for dependents, school activities, and medical/dental
appointments for yourself and your family members, additional bereavement leave needed,
personal business or emergencies. The amount of PTO earned is dependent on the employee’s
length of service with the Authority.

Eligibility

Full and part-time employees are eligible to accrue PTO, unless otherwise notified. Interns,
seasonal and temporary employees are not eligible to earn PTO. PTO will begin accruing on
the date of employment. Eligible employees must complete the 90-day probation period to be
eligible to use accrued PTO.
e PTO accrues on hours worked and paid PTO hours only.
e PTO does not accrue on hours worked above 80 hours in a bi-weekly pay period.
e Employees may carry over 40 PTO hours into the next fiscal year.
e HACD does not allow employees to sell, donate or purchase PTO.
e HACD must maintain adequate staffing coverage. The use of PTO shall be up to the
discretion of the employee’s manager.
e Excessive use of unscheduled PTO or a pattern of absenteeism may result in
disciplinary action.
e To maintain a balance between PTO requests and meeting staffing needs, usual work
schedules may be altered to provide coverage.
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HACD reserves the right to limit or postpone the use of PTO.

Non-exempt staff may use PTO in a minimum of one-hour increments.

Advanced use of PTO hours that have not yet accrued is not permitted.

PTO benefits do not accrue while on a leave of absence, short or long-term disability, or
while receiving workers compensation benefits.

If an employee has been approved for “restricted light duty” by their doctor, a note
detailing the duty restrictions must be provided by the doctor. The restrictions will
be reviewed by the HR department and a work plan will be created to comply with
the light duty restrictions. The HR department and employee will review the work
plan and the plan will be signed by the employee noting their understanding. A
doctor’s release is required before the employee may return to their normal work
duties.

All benefit eligible employees shall accrue PTO according to the following:

Years of | Accrual rate | Annual PTO
Service per Hour accrual
0-4 0654 136 hrs/17
days
58 0846 176 hrs/22
days
9-14 1038 216 hrs/27
days
154 1192 248 hrs/31
days

SHORT TERM DISABILITY (STD)

For any accident or illness that exceeds 7 scheduled working days, the employee will
transition to a paid short-term disability (STD) policy (to begin on the 8™ day).
Employee’s can use PTO during the 7-day waiting period. The STD policy will provide
12 weeks of 60% gross pay benefit to an employee who works 25 hours per week.
Eligibility for STD begins on the first of the month following 30 days of employment.
Application for STD must be made through the Finance Department. If an illness causes
an employee to be absent in excess of 5 scheduled work days, a doctor’s release is required
before the employee may return to work. PTO may be utilized instead of STD, at the
employee’s option by submitting an attendance adjustment form to your manager.

COURT LEAVE
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Summons - A summons or subpoena must be legally served and may be for serving as a
witness or for jury duty. All employees when actually summoned shall immediately
inform the Executive Director.

Reimbursement - The pay of any employee who has received a subpoena for jury duty or
as a witness will continue at the regular rate. All reimbursement received by the employee
for time required to perform jury duty or to testify as a witness shall be turned over to the
Authority to be credited against regular salary. Payment by the Court to the employee for
travel expenses at the prevailing rate may be retained by the employee.

BEREAVEMENT LEAVE

If there is a death in the immediate family of either a full-time employee or part-time employee
then a paid leave of absence not to exceed three (3) days will be granted, as required by the
individual circumstances after notification to the employee’s Department Head or to the
Executive Director. “Immediate family” includes an employee’s spouse, parent, grandparent,
stepparent, brother, sister, stepbrother or sister, children, stepchildren, mother-in-law, father-in-
law, brother-in-law, sister-in-law. If additional bereavement leave is needed, prior approval
must be obtained from the Executive Director. If extended time off is desired, an unpaid
personal leave of absence must be obtained.

For part-time employee’s, bereavement leave of absence pay will be calculated based on four
(4) hours daily pay. Temporary employees and employees who are in the initial evaluation
period are not eligible for bereavement benefits, but may be granted unpaid time off for this
purpose upon request in accordance with these procedures, at the Executive Director’s
discretion.

FAMILY AND MEDICAL LEAVE

The Authority will comply with the Family and Medical Leave Act of 1993 and the
Uniformed Services Employment and Reemployment Rights Act of 1994. Specific
regulations of the Family and Medical Leave Act and Uniformed Services Employment
and Reemployment Act are available for review by contacting the Executive Director.

NOTE: All accrued PTO must be taken by the employee before the employee can qualify
for FMLA leave.

OTHER UNPAID LEAVES OF ABSENCE

Situations beyond control sometimes interrupt regular work attendance. Where the needs of
the Authority permit, the Authority will consider requests for unpaid personal leaves of
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absence for full-time and part-time employees who have worked continuously at least six (6)
months prior to the requested leave.

Any eligible employee who desires to take a personal leave of absence from work must first
obtain permission for a personal leave of absence. All requests for personal leaves shall be
submitted in writing to the Executive Director. Whenever possible, requests shall be made at
least thirty (30) days prior to the leave of absence. Based on discussion with your Department
Head, the Executive Director shall grant or deny the request. The Executive Director shall
notify you of this decision and if the leave of absence is granted.

No person has the authority to guarantee an employee’s position with the Authority.
Employees granted personal leave continue to be at-will employees whose employment with
the Authority may be terminated at any time. An employee ready to return from approved
personal leave will be considered generally eligible for the same or comparable position held
prior to the leave, but whether the employee is returned to any employment with the Authority
is at the discretion of the Executive Director, in the case of the Executive Director at the
discretion of the Authority’s Board of Commissioners. The needs of the Authority, the length
of the leave and the prior performance of the employee ready to return from approved leave
will be included in consideration of whether to return or separate an employee following
approved leave.

Unless expressly stated in writing, signed by the Executive Director, employee benefits (e.g.,
vacation, paid sick days) will not accrue to an employee on a personal leave of absence. If an
employee’s position is available after a leave of absence or the employee is offered a
comparable position, the employee’s failure to return to work on the day specified will be
construed to be a voluntary resignation by the employee. Prior to returning from a leave of
absence involving medical incapacity, an employee may be required to submit to the Executive
Director a medical report from his/her physician certifying that he/she is able to resume his/her
regular job responsibilities.

An employee who takes a leave of absence of more than thirty (30) days will have his/her
anniversary date adjusted to a date commensurate with the length of the leave (i.e., an
employee who takes a thirty-one (31) day leave of absence will have his/her anniversary date
reset to a date thirty-one (31) days later.)

The employee’s employment with another employer while on leave of absence will
automatically constitute a voluntary resignation.

HEALTH BENEFITS PLAN

All full-time employees, excluding temporary workers, working at least thirty (30) hours per
week are eligible to participate in the Authority’s health insurance plan, subject to the
particular terms of the plan. Full-time employees will be eligible on the first of the month
following 30 days of employment.
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An employee eligible for the health benefits plan wishing not to participate will be required to
sign a waiver. The Authority reserves the right to choose the plan and insurer and to change
plans and/or insurers without advanced notice, regardless of resulting changes to deductibles,
co-payments and other terms of coverage. The Authority also reserves the right to change the
premium percent paid by the employee for their individual coverage without advance notice.

RETIREMENT PLAN

All full-time employees, excluding temporary workers, working at least thirty (30) or more
hours a week are eligible to participate in the Authority’s retirement plan, subject to the
particular terms of the plan. Full-time employees will be eligible for the retirement plan on the
first of the month following 6 months of employment. The Authority reserves the right to
choose the plan and provider and to change plans and/or providers without advanced notice,
regardless of resulting changes to plan terms or offerings.

ORGANIZATIONS AND AFFILIATIONS

Expenditures for membership dues and fees in organizations will be considered eligible for
payment by the Authority if:

e The organization furnishes technical or professional information, training, workshops,
or other services beneficial to federally sponsored public housing and urban renewal
activities.

e The membership is specifically authorized by official action of the Authority’s Board
Commissioners or the Executive Director.

SECURITY INSPECTIONS

The Authority reserves the right to inspect any locker, desk, or other area used by any
employee at any time, including articles within such areas. Employees who fail to cooperate
with such an investigation may be subject to disciplinary action, including discharge.
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ARTICLE IV - EMPLOYEE
RESPONSIBILITIES

EMPLOYEE RESPONSIBILITIES, GENERALLY

All employees are expected to observe the Authority’s policies and procedures and to perform
their assigned duties in a satisfactory manner. Such observance would include, but not be
limited to: work as scheduled, being at your place of work during working hours, following
the instructions of your Department Head, and, obeying safety regulations and other policies
and practices of the Authority. Refer to Appendix C HACD Employee Expectations.

RULES AND REGULATIONS

Purpose: To achieve its objectives in an orderly, efficient and safe manner, to facilitate
cooperation between employees, and to assure that the rights and interests of employees and
the Authority are maintained, the Authority must have and enforce certain written and
unwritten rules and procedures regarding the conduct of its employees. It is essential to the
successful operation of the Authority’s business and the welfare of its residents and employees
that discipline, health, safety, attendance, workmanship and honesty be maintained. Disregard
or violation of these rules and regulations, inability or unwillingness to meet established
standards or unauthorized disclosure of confidential Authority or resident matters will subject
an employee to discipline in the Executive Director’s discretion. The Authority’s Board of
Commissioners are responsible for all disciplinary actions that involve the Executive Director.

Forms of Discipline: Potential forms of discipline include: verbal warning, written warning,
suspension without pay, and discharge. The administration of discipline by the Executive
Director toward an employee may embrace all or some of these disciplinary forms in a
progressive manner or may include only any one of them without regard to progressivity,
depending upon the gravity of the offense and the discretion of the Executive Director.

Oral warning: An oral warning is a form of discipline, which is generally appropriate to warn
an employee of a minor instance of misconduct. An Oral Warning may include a written note
to the employee’s personnel file that such an Oral Warning was given.

Written Warning: Some instances of employee misconduct may not be so serious as to
warrant Suspension Without Pay or Discharge, and may be corrected by a formal Written
Warning. Employees shall have an opportunity to sign formal written warnings,
acknowledging that such warning has been given, and to comment in writing on such warning
or to any other discipline.
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Suspension Without Pay: Suspension is a forced absence from work without pay. Suspension
Without Pay of up to three days is likely to be imposed to correct an employee’s second
infraction (of the same or different type of misconduct) after an Oral Warning or a Written
Warning has been given. However, like the other forms of discipline, the Suspension Without
Pay can be imposed independently of other disciplinary forms or in a progressive manner.

Discharge: Discharge means termination of the employment of an employee. Discharge may
be based upon a single violation or a series of violations, in the Executive Director’s discretion,
depending upon the circumstances. Discharge is likely to be used for infractions following the
prior imposition of Suspension Without Pay. However, none of the other disciplinary forms
must be used prior to an employee’s Discharge.

Rules, Regulations and Potential Discipline. No guide will substitute for the Executive
Director’s judgment in the use of the