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This handbook applies to non-union staff members and is designed to acquaint you with the Ithaca Housing Authority’s policies and procedures regarding working conditions, employee benefits, and some of the policies affecting your employment. You should read, understand, and comply with all provisions of the handbook.  It describes many of your responsibilities as an employee and outlines the programs developed by IHA to benefit employees.  One of our objectives is to provide a work environment that is conducive to both personal and professional growth.

The contents of this manual and description of the policies, procedures and benefits contained herein may be modified or cancelled by the Authority at any time.  The contents of this handbook are not intended to and do not create a contract between the Authority and any employee. Nothing in this handbook binds the Authority to any specific procedures, policies, benefits, working conditions or privileges of employment or definite periods of employment.  As an employee, you are completely free to leave the employment of the Authority at any time you choose.  For employees covered by the Civil Service Law, the Civil Service Law controls with respect to any contrary provisions of this handbook. 

This policy does not apply to Maintenance Union staff members until it is made part of their Union contract through negotiation.

EMPLOYEE HANDBOOK

Employee Acknowledgement Form

I have received a copy of the IHA handbook containing November 2007 revisions to IHA’s personnel policies, which describes important information about IHA. I understand that I should consult the Executive Director regarding any questions not answered in the handbook. I have entered into my employment relationship with IHA voluntarily and acknowledge that there is no specified length of employment.  Accordingly, either I or IHA can terminate the relationship at will, at any time, so long as there is no violation of applicable federal or state law.

I understand that the information, policies, and benefits described in the handbook are not a contract, and that the information, policies and benefits are subject to change.
I acknowledge that this handbook is neither a contract of employment nor a legal document. I understand that it is my responsibility to read and comply with the policies contained in this handbook and any revisions made to it.

Enclosed in this handbook is an additional unbound copy of this acknowledgement form.  Please sign it and return it to the Executive Secretary.  Thank you.

We hope that your experience here will be challenging, enjoyable and rewarding. 

NAME OF EMPLOYEE: (printed)


EMPLOYEE’S SIGNATURE:


DATE:  ___________________
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ARTICLE 1: GENERAL

 1-1
PERSONNEL OFFICER/APPOINTING AUTHORITY

The Executive Director shall serve as personnel officer and have full charge of all matters pertaining to personnel administration subject to the personnel rules and regulations of the IHA as well as Federal, State and local laws and regulations.

1-2
NON-DISCRIMINATION

The Employer will not discriminate against any employee because of race, sex, color, creed, religion, age, national origin, marital status, disability, sexual orientation, or sexual preference to the extent that these or other various types of discrimination are prohibited by State, federal and local laws and regulations.

Appointments, promotions and other personnel actions shall reflect the IHA’s commitment to Affirmative Action Policies to attain Equal Employment Opportunity in all employment classifications.

ARTICLE 2:  JOB DUTIES AND TITLES: ADMINISTRATION THEREOF

2-1
BASIS OF POSITION DETERMINATION

An employee may submit a request in writing to the Executive Director for a review of the duties and responsibilities of his/her position. Such a request may be submitted once in a 12-month period.  If there is a substantial change in an employee’s duties, they may request a review of their duties at that time. Such a request shall be submitted through his/her immediate supervisor and shall include a description of the employee’s current duties and responsibilities. The Executive Director shall then make an investigation of the position to determine its correct allocation and present it to the Board of Commissioners for action, if any.  

2-2
REASONABLE ACCOMMODATION OF DISABILITIES

In accordance with the Americans with Disabilities Act and the New York Human Rights Law, absent undue hardship, the Authority will provide reasonable accommodations to qualified individuals with disabilities as defined by law to enable them to perform the essential functions of their positions.  Requests for a reasonable accommodation should be made to the Executive Director.  

2-3
ABOLITION OF POSITION OR PERSONNEL REDUCTIONS: EFFECT THEREOF

A position may be abolished or the number of personnel reduced at the discretion of the Board of Commissioners within a department or departments upon approval by the Board of Commissioners. See also Section 4.2 of this Policy.

ARTICLE 3:  APPOINTMENT

3-1
DRUG TESTING

All prospective employees will be required to submit to a drug test at the cost of IHA.  See Article 12 – Drug Free Workplace.

3-2
CRIMINAL RECORD HISTORY

All prospective employees, both regular and temporary, will be required to authorize the IHA to obtain a criminal record history from the County of Tompkins Sheriffs Department and/or Ithaca Police Department, and/or the jurisdiction of their residence, and/or from the New York Statewide Police Information Network (NYSPIN).  A record of conviction will not automatically disqualify an individual from employment.
3-3
PROVISIONAL / PROBATIONARY PERIODS

An employee who holds a competitive position is provisional/temporary until he/she passes the Civil Service exam for his/her position and successfully completes a 13-26 week probationary period.

In the competitive class, once an employee has successfully passed his/her appropriate Civil Service exam, if appointed to the position, he/she shall serve a probationary period that will be determined by the Executive Director.  Such period may range from 13-26 weeks, based upon applicant’s experience.

If an employee is terminated, resigns or dies during the provisional or probationary period, compensation will be awarded for accrued paid leave; no compensation will be provided for accumulated sick time. 

At any time during the probationary period, the Executive Director can, with approval of the employee’s direct supervisor, extend the probationary period for an additional 60 days.

3-4
PERMANENT STATUS

Employees who satisfactorily complete their probationary periods shall have regular employment status or, if applicable, “permanent” employment status as defined by the Civil Service Law.

3-5
SUMMER EMPLOYMENT
IHA employs temporary summer maintenance helpers based on budgetary needs and considerations.  Temporary summer employees are selected based on qualifications from eligible students.  However, among equally qualified applicants, preference will be given to returning applicants based on past performance with IHA (if applicable).  All minors must produce work permits before beginning employment with IHA.  

3-6
EVALUATION OF PERFORMANCE

Performance evaluations will be conducted on a bi-annual basis by the direct supervisor and an evaluation form will be completed by the supervisor and placed in the appropriate personnel file. Management objectives in addition to the Required Performance Standards will be established and reviewed during the evaluation to ensure that specific goals are being met.

ARTICLE 4:  SEPARATION FROM SERVICE
4-1
TYPES OF SEPARATION

During the probationary period, the Executive Director may discontinue the service of such employee if, in his/her discretion, the employee has not performed the duties of his/her position in a satisfactory manner.

Employees who have acquired regular employment status may be temporarily separated by layoff or suspension or permanently separated by resignation or dismissal.

4-2
LAYOFF OR DEMOTION

Whenever there is a lack of work or a lack of funds requiring a reduction in the number of employees in the IHA’s work force, the required reductions shall be made in such jobs in accordance with Civil Service law, if applicable, and approved by the Board of Commissioners.

4-3
RETIREMENT

Employees enrolled in the New York State and Local Employees’ Retirement System shall be subject to the benefits, requirements, and provisions of that plan.

4-4
RESIGNATION 

An employee may resign from his/her position by tendering a written resignation to the Executive Director. It is requested that a two-week notice be given. 

4-5
DISMISSAL OR DEMOTION

An employee may be dismissed or demoted in accordance with the Civil Service law, if applicable, and Section 4-6 of this Policy, at the discretion of the Executive Director. Examples of reasons for removal include, but are not limited to, the following:

(a)
Neglect of duty, including failure to perform job duties;

(b)
Absence without approved leave that adversely affects job performance;

(c)
Incompetence or inefficiency, including unsatisfactory performance; 

(d)
Insubordination or serious breach of discipline;

(e)
Use of alcohol or any other controlled substance while on duty or on call or on Authority property;

(f)
Disorderly conduct that adversely affects job performance;
(g) Commitment of any criminal act or offense that adversely affects job performance;
(h) Exhaustion of less severe discipline under the discipline policy;

(i) Violation of Article 15 Standards of Conduct, the Code of Ethics, or the Ethics Policy;
(j) Budgetary reasons

The salary for the demoted employee shall be determined as follows:

(a) If the position in which the employee is being demoted to is filled by another employee(s),  then the demoted employee’s salary shall be comparable to the highest paid salary in that lower job title.

(b) If the position in which the employee is being demoted to is not filled by another employee(s), then the demoted employee’s salary shall be the highest of the starting salary range.

(c) If the employee is demoted to a position that they previously held in the past (before their current title), the employee will not earn less than what s/he was earning when they filled that previous position.

Any employee who wishes to appeal a decision by the Executive Director regarding dismissal or demotion may appeal to the Board of Commissioners within 10 days of notice of such dismissal or demotion.  The Board of Commissioners will hear such appeal as expeditiously as reasonable.

4-6
DISCIPLINE POLICY 

The Ithaca Housing Authority has adopted a progressive discipline policy to ensure that employees will be treated fairly and given an opportunity to improve and alter unsatisfactory behavior when possible.  It is important to note that different employees will not be treated exactly the same since factors other than the unsatisfactory behavior (i.e. employee length of service, promotion record, attendance) are relevant when deciding on an appropriate form of discipline. The same or different unsatisfactory behaviors may result in progressive disciplinary actions. In general, the Ithaca Housing Authority will administer discipline according to the following guidelines:

Initial Warning:
Oral (with memo to the employee’s personnel file).

Second Warning:  
Written (with memo to the employee’s personnel file).

Third Warning:
Final Written Warning and 3-day Suspension Without Pay (with appropriate documentation to employee’s personnel file); and

Final Action: 
Immediate Termination (with appropriate documentation to the employee’s personnel file).

If an employee’s behavior so warrants, the Ithaca Housing Authority will BEGIN with a more serious form of discipline, UP TO AND INCLUDING TERMINATION. In all cases, Civil Service law will take precedence, if applicable.

All disciplinary records will be removed from an employee’s personnel file after eighteen (18) months.  In imposing discipline on a current charge, the employer will not take into account any prior infractions that occurred more than eighteen (18) months prior to the date of the current infraction.

ARTICLE 5:  COMPENSATION

5-1
WAGES

Wages shall be paid in accordance with the salary schedule established and approved by the Board of Commissioners. A new employee shall be paid at the minimum of the approved salary range for the position to which he/she is appointed. In exceptional cases, an employee may be appointed by the Board of Commissioners at a rate above the minimum, but not in excess of the maximum for comparable experience.

5-2
PAY PERIODS / COMPUTATION OF HOURLY RATES

The IHA normally shall pay its employees on a bi-weekly payroll schedule. Each payroll period normally shall consist of ten working days, so that the daily rate of pay of each employee normally shall be 1/260th of his annual salary. The hourly rate shall be computed by dividing the week rate by the number of hours in the employee’s prescribed work week.  
5-3
DEDUCTIONS FOR LEAVE WITHOUT PAY

Deductions in salary for leave without pay shall be computed on the basis of the hourly rate.

5-4
COMPENSATION FOR OVERTIME

All employees shall be compensated for overtime work ordered by the Executive Director or ordered by the direct supervisor and approved by the Executive Director. All employees will be compensated at the rate of 1½ times his/her hourly rate of pay.  Time off for sick, vacation leave, or any other leave of absence will be considered hours worked for purposes of overtime calculations.  Overtime may not be worked without prior authorization.
5-5
SALARY INCREASES 

Non-union members shall be considered for a salary increase on October 1 of each year, and the amount will be determined by the Board of Commissioners upon recommendation by the Executive Director.  
5-6
LONGEVITY PAY



Longevity Pay to be received upon completion of:

5th year through 9th year:
$   500.00

10th year through the 14th year:
$   700.00

15th year through 19th year: 
$   900.00

20th year through 24th year:
$1,150.00

25th year and up:
$1,300.00

The longevity pay will be paid with the first pay period in December.  Employees who end service during the year will receive a pro-rated longevity check at separation. 

ARTICLE 6:  HOURS OF WORK

6-1
REGULAR WORK WEEK

All full-time employees shall be governed by the hours established by the Board of Commissioners. Normal administrative staff hours shall be from 8:00 a.m. to 4:30 p.m. The normal work week shall be a minimum of five (5) days, forty (40) hours.

6-2
EMERGENCY

The Executive Director may require any employee to be in attendance for work on any day or days he determines that a public urgency or emergency so requires.  The employee will be compensated under Section 5-4.

6-3
Lunch and Other Breaks
In order to establish consistency and to better meet the needs of our clients, all staff shall take their lunch breaks from 12:00 – 12:30 p.m. and must clock out and clock in for lunch.  This lunch break is not part of an employee’s paid workday. 

Two (2) 15-minute paid breaks will be granted to all employees each day. They shall be taken at 10:00 am and 2:00 pm ONLY with the following exception: to ensure continuous coverage of the front desk, the receptionist may take his/her allotted two breaks at 10:15 am and 2:15 pm. It is not necessary for employees to punch the time clock when they take these breaks.  Employees must remain on IHA property during paid breaks.
ARTICLE 7:  HOLIDAYS

7-1
PAID HOLIDAYS

The following official holidays shall be observed by the IHA: 

	New Year’s Day
	Veteran’s Day

	Martin Luther King’s Birthday
	Thanksgiving Day

	President’s Day
	Day After Thanksgiving

	Memorial Day
	Christmas Eve Day

	Independence Day
	Christmas Day

	Labor Day
	Individual’s Birthday


All permanent and provisional employees are entitled to these holidays with pay. In the event that a holiday falls on a weekend, the following Monday shall be observed as the paid holiday. 

7-2
NOT CHARGED AGAINST VACATION OR SICK LEAVE

In the event that an official holiday is observed during an employee’s vacation, he/she shall be entitled to an additional vacation day, and should an official holiday occur while an employee is on sick leave, he/she shall not have that holiday charged against his/her sick leave.

7-3
REQUIREMENT FOR HOLIDAY PAY

To be eligible to receive holiday pay an employee must work his/her last scheduled work day before the holiday and his/her first scheduled work day after the holiday, unless he/she has been given prior permission by his/her direct supervisor for paid leave time (vacation or sick). An employee who works on a “holiday” specified in this agreement shall be paid at 1½ times his/her basic wage rate.  These hours shall be considered overtime and s/he shall still receive straight pay for the paid holiday.

ARTICLE 8:  VACATIONS

8-1
AMOUNT AND USE OF VACATION LEAVE

All provisional, probationary and permanent employees of the IHA shall be granted vacation leave in accordance with the following schedule:

LENGTH OF EMPLOYMENT
VACATION LEAVE

Completion of 6 months
5 days

Completion of First year
5 additional days
Completion of 2 years - 8 years
15 working days each year
Completion of 8 years + 
1 day for each additional year 



   served up to a maximum of 21 days

Vacation shall be approved by the Executive Director on a first-come, first-serve basis and shall conform to the needs of the Employer.  Any requests shall require the following notice:

1 day for 1-2 days vacation

5 days for 3-5 days vacation

10 days for 6-10 days vacation

20 days for 11 or more days of vacation

8-2
ACCUMULATION

The maximum paid vacation that any employee shall earn will be twenty one (21) days per year. This time can accumulate from year to year up to a maximum of eight (8) weeks vacation (40 days). Vacation days earned in the current year may accumulate in addition to the maximum eight weeks vacation, but must be used by the end of the fiscal year (September 30), or any accumulations in excess of the eight weeks maximum will be lost.
Notwithstanding the provisions set forth in the paragraph herein above, any Employee who has accumulated vacation time in excess of eight weeks before the adoption of this revised Employee Handbook shall not lose such additional accumulated vacation time in excess of said eight weeks, but must use all of his or her vacation time earned during the current fiscal year during said current fiscal year.
In the Executive Director’s discretion, if required due to work load or scheduling, the Executive Director may allow greater vacation accumulations, but such greater accumulations must be used in the next fiscal year or will be lost.

In determining length of service for this purpose, the total years of service of each employee in all capacities shall be added together. At the time of separation from service, the employee shall be paid in cash for any unused accrued vacation time or s/he may apply the cash value toward extended health insurance coverage. If the employee is in arrears to IHA for any reason whatsoever, the arrears will be deducted from the accumulated unused vacation time. If the employee has used anticipated, but unearned, vacation leave, he/she must make compensation to the IHA for time used.  In the event that an employee dies while in service, payment of the employee’s accrued and unused vacation shall be made to the employee’s estate. 

8-3
REGULAR PART-TIME AND TEMPORARY EMPLOYEES

Regular part-time employees are eligible for vacation leave on a prorated basis. Temporary or seasonal employees shall not be eligible for vacation leave.  Provisional employees, as defined by the Civil Service, are eligible for vacation leave.

ARTICLE 9:  LEAVES OF ABSENCE

9-1
SICK LEAVE 

9-1.1 As used in this subsection, “sick leave” shall mean paid leave that may be granted to each full-time or permanent part-time employee who, through sickness or injury, becomes incapacitated to a degree that makes it impossible for him/her to perform the duties of his/her position, or who is quarantined, by a physician because he/she has been exposed to a contagious disease. Seasonal and full-time temporary employees are not eligible for sick leave. Regular part-time employees shall receive sick leave on a prorated basis. Provisional employees, as defined by the Civil Service, are eligible for sick leave.

9-1.2 All full-time employees shall accrue sick leave at the rate of two (2) hours for each forty (40) hours worked, which amounts to 13 days/year.  Accrual of sick leave shall begin after completion of the first week of service.  

9-1.3 If an employee is absent for reasons that entitle him/her to sick leave, the administrative office shall be notified before the scheduled start of the employee’s work day if possible. Failure to so notify the administrative office may be cause of denial of the use of sick leave for that absence and constitute cause for disciplinary action.  An employee calling in sick or absent must initially call the Storekeeper so s/he may distribute an email to all employees informing them of the absence. In addition, the employee must call his/her supervisor within the half-hour after their regular start time.  If the employee is unable to reach his/her supervisor, s/he must leave a return telephone number so the supervisor may call back to obtain necessary reporting information regarding the absence.  Employees must call in each and every day they are ill or absent, unless, in cases of prolonged absence, they have been released from the daily requirement by their supervisor.  In the case where an employee leaves before their scheduled end time due to illness, she/he must first obtain authorization from his/her supervisor. In instances where the supervisor is absent, the employee must seek authorization from another supervisor.

9-1.4 Sick leave in excess of three (3) consecutive workdays must be supported by a written statement or certificate from a physician attesting that the illness warranted absence from work. Employee shall submit documentation upon their return to work. If the employee fails to submit a doctor’s note upon his/her return, the employee will be given an opportunity to explain the reason for not having a doctor’s note.  If the reason is not acceptable in the discretion of the Executive Director, the employee’s other accrued paid leave (vacation or personal) will be reduced by the number of hours the employee was absent.  If there is no other accrued paid leave available, the employee will not receive pay for the hours they were absent, and the employee may be subjected to disciplinary action. The Employer may require a doctor’s certificate for any absence in the event that there appears to be evidence of abusive use of sick leave. Abuse of sick leave shall be cause for disciplinary action.

9-1.5 Sick leave shall accumulate from year to year up to a maximum of 120 days during the employee’s length of service. Upon retirement, unused sick leave may be applied toward credit in the NYS Retirement System. Regular full-time and part-time employees will not receive cash compensation for unused sick leave upon retirement or resignation; however, they may apply the cash value of the sick leave to extend health insurance coverage.


9-1.6
Accumulated sick leave can be used by an employee for personal illness, illness in his immediate family, quarantine restrictions, medical appointments, pregnancy or disabling injuries. The term “immediate family” shall mean and refer only to the employee’s spouse, child, parent or any member of the employee’s immediate household.  

9-1.7
In case of leave of absence due to exposure to a contagious disease, a certificate from the Department of Health or a physician shall be required.

9-1.8
Absences due to illness for a serious health condition which are covered by the FMLA will be addressed under the FMLA policy, Section 9-9.  Absences due to a disability will also be subject to the IHA's reasonable accommodation policy, Section 9-7.
9-1.9
Use of sick leave on Fridays and Mondays to extend the weekend is not permitted.  Frequent such occurrences may result in disciplinary action.

9-2
BEREAVEMENT

(a) When an employee loses time from work because of the death of a current spouse or domestic partner; parent or step-parent; brother, or sister of current spouse or domestic partner; child or step-child; brother, step-brother, sister, or step-sister; grandparents; great-grandparents; grandchild; brother-in-law or sister-in-law; son-in-law or daughter-in-law or any other relative living in the same household if s/he attends the funeral or memorial service, s/he will be paid by the Employer eight (8) hours straight time pay (exclusive of any shift premium) for each day so lost from work, up to a maximum of three (3) days.  All bereavement leave must be approved by the Executive Director in advance.

(b) It is understood that such payment will be made only for days when the employee is scheduled for work and would have worked except for the death of such a relative, and that in no event will payment be made for days the employee is not scheduled to work or any day within the employee’s vacation period.

(c) Employees shall be allowed to use up to three (3) days leave (personal or sick or vacation) to extend the bereavement period or to grieve the death of a loved one that does not fall into one of the above-enumerated categories.  Such time off is granted at the discretion of the Executive Director, and must be approved in advance.

(d) Employees may request personal, or sick, or vacation, or additional unpaid time off.  Such time off is granted at the discretion of the Executive Director, and must be approved in advance.
9-3
INCLEMENT WEATHER

In the event that an employee is unable to report to work due to a weather emergency, s/he may be granted special leave without pay provided that he/she properly notified the Executive Director of the inability to report to work. Upon approval by the Executive Director, employees may apply unused vacation or sick time toward this time off in lieu of taking an unpaid day. The Executive Director will have the authority to close the facility due to inclement weather; in which case, office staff will be paid for the time they would have worked had the facility not been closed. However, if anyone feels they are jeopardizing their wellbeing by remaining at IHA during inclement weather and the Executive Director has not officially closed the facility, s/he are free to leave using unused paid leave, provided notice has been given to the Executive Director, and the Executive Director approves. If there is no unused paid leave, the employee takes unpaid leave upon the Executive Director approval. If the facility is declared closed, the employees will be paid for the day.  Any office staff who, prior to the emergency closing authorized by the Executive Director, had scheduled leave such as sick, vacation, or other time off for the day that the closing occurs and are not called into work, will be charged the benefit time that they had previously scheduled.

9-4
WORKERS’ COMPENSATION

Workers’ Compensation benefits are determined by the Workers’ Compensation Board, and are generally a percentage of the employee’s salary.  Workers’ Compensation leaves will be granted for up to six months and may be extended for a maximum of another six months pursuant to Section 9-7.  An employee who is injured in the course of work shall elect in writing whether he desires to supplement his Workers’ Compensation benefits with accumulated sick leave for a period of the leave or whether he desires to retain the weekly benefits provided under the Workers’ Compensation Law without use of sick leave.  Such statement shall be filed with the Employer prior to the payment of any further compensation to the employee.  In the event that the employee elects to use sick leave, the amount of sick leave charged to the employee shall be pro-rated based on the amount of Workers’ Compensation benefits received by the employee.  

The Employer shall continue to provide health insurance (as long as the employee continues to pay his/her monthly contributions) and retirement benefits until the employee either resumes his regularly assigned duties or has been terminated.

9-5
DISABILITY AND MATERNITY LEAVE
Any employee who is disabled outside the course of work (including disability due to maternity) may take a leave of absence with approval of the Executive Director.  Employees are eligible to apply for New York State Disability, which will cover the period authorized by their doctor. Under NYS law, recipient may not collect disability until she has been absent from work for seven (7) consecutive days. Employee may supplement the difference between NYS Disability and full pay by using accumulated paid leave.  If the employee has no paid leave available, she will receive disability pay only, which is a percentage of the employee’s regular salary.  Medical insurance coverage shall be continued as long as the employee pays his/her monthly portion during the period of disability leave.  IHA shall pay its monthly portion of the cost of medical coverage for the approved leave period. When such IHA-provided insurance coverage is exhausted, the employee may continue such coverage at his/her own cost. 

Disability leaves may be granted for up to six months with appropriate medical proof, and may be extended for a maximum of another six months pursuant to Section 9-7.
9-6
MILITARY LEAVE


Any part-time or full-time provisional / probationary / regular employee who is a member of the National Guard, Naval Militia, Air National Guard or a reserve component of any of the Armed Forces of the United States and is required to engage in field training, shall be granted a military leave of absence with regular pay for the period of such training as is authorized by law. The paid leave of absence shall be in addition to his/her vacation. Provisional / probationary / regular part-time employees shall receive pay for such leave on a prorated basis.

When a full-time or part-time provisional / probationary / regular employee has been called to active duty into the military of the United States, he/she shall be granted an indefinite leave of absence without pay for the duration of such active military service, and shall be entitled to continued benefits and reinstatement in accordance with federal law under USERRA and New York law.

9-7
EXTENSION AND DURATION OF LEAVES

Leaves due to disability and workers’ compensation may be extended up to an additional six months (total leave of one year), if necessary to provide the employee with a reasonable accommodation under the Americans with Disabilities Act or New York Human Rights Law.  Reasonable accommodations will be granted in accordance with state and federal law.  Requests for reasonable accommodations should be made to the Executive Director.  One year of leave is the maximum leave that will be granted for any reason, other than military leave, or unless otherwise required by law.

9-8
LEAVE WITHOUT PAY

(a) This policy applies to all provisional / probationary / permanent employees who have worked for IHA for at least twelve (12) months of continuous service preceding the leave. Leave without pay may be granted to full-time and part-time provisional / probationary / regular employees at the discretion of the Executive Director. Normally, it shall be granted only when the employee has exhausted all applicable forms of paid leave. Written request for leave without pay shall be initiated by the employee. 

(b) Except for military leave without pay, such leave shall not be approved for a period longer than six months at any one time. The Executive Director may extend such leave for an additional six months or any portion thereof. 

(c) Vacation and sick leave will not continue to accumulate during leave without pay, and the employee will not be paid for holidays that occur during the leave period. If the request is from the Executive Director, the Board of Commissioners will make a final determination. 

(d) Medical insurance coverage shall be continued as long as the employee pays his/her monthly portion.  IHA shall pay its monthly portion of the cost of medical coverage for the approved leave period provided the employee continues to pay his/her portion. If the employee fails to return to work at the end of the approved leave, the IHA may recover from the employee the cost of any payments made to maintain the employee’s medical insurance coverage, unless the failure to return has been deemed by the Executive Director to be beyond the employee’s control. 

(e) Nothing in this policy insulates the employee from application of any other IHA policy, e.g., while on unpaid leave the employee remains subject to all changes that may occur in all employment related policies of general applicability (layoffs, cutbacks, contractual agreements, etc.).
(f) An employee’s failure to return from leave or failure to contact his or her supervisor on the scheduled date of return will be considered a voluntary resignation.

9-9
FAMILY AND MEDICAL LEAVE

This policy applies to all benefit-eligible employees who have worked for IHA for at least twelve (12) months of continuous service preceding the leave and who are otherwise eligible for leave under the Family and Medical Leave Act (“FMLA”).

(a) Eligible employees may be granted up to 12 weeks of unpaid family or medical leave of absence, such leave to run concurrently with and not be added onto other leaves otherwise available under this policy in accordance with the FMLA.  Employee use of sick leave, disability leave, workers’ compensation leave or unpaid leave, which also qualifies for leave under the FMLA, will be counted against the employee’s annual entitlement to FMLA leave, and the employee will be so notified.  Request for FMLA leave should be made to the Executive Director of IHA.

(b) Leave may be granted to care for the employee’s newborn, newly adopted or seriously ill child; or to care for the employee’s spouse or parent who has a serious health condition or due to the employee’s own serious health condition. 

(c) Earned and accumulated paid leave (vacation, personal and sick) must be used as part of the 12 week FMLA leave and will be counted towards the employee’s maximum twelve-week FMLA leave entitlement. The combination of vacation, sick leave and unpaid leave will not exceed 12 weeks.

(d) Vacation and sick leave will continue to accumulate during FMLA leave, and the employee will be paid for holidays that occur during the leave period. 

(e) No loss of seniority will occur while the employee is on FMLA leave, except that seniority for pension purposes will be reduced by the amount of unpaid leave.

(f) If two spouses are employed by IHA, they may not take leave at the same time for birth or adoption of a child or to care for a parent with a serious health condition, nor may the combined leave taken by both spouses for these reasons exceed 12 weeks.

(g) Medical insurance coverage shall be continued as long as the employee pays his/her monthly portion.  IHA shall pay its monthly portion of the cost of medical coverage for the approved leave period, and shall not exceed 12-weeks. 

(h) Nothing in this policy insulates the employee from application of any other IHA policy, e.g., while on family leave the employee remains subject to all changes that may occur in all employment related policies of general applicability (layoffs, cutbacks, contractual agreements, etc.).
(i) If the employee fails to return to work at the end of the approved leave, the IHA may recover from the employee that cost of any payments made to maintain the employee’s medical insurance coverage, unless the failure to return has been deemed by the Executive Director to be beyond the employee’s control.

DEFINITIONS

(a)
Child.  Anyone who is the employee’s biological, adopted or foster child, stepchild, legal ward or an adult legally dependent child. This may also include a child for whom the employee has day-to-day responsibility.

(b)
Parent. Biological, foster or adoptive parents, stepparents, legal guardians or someone who plays or has played the role of parent.

(c)
Spouse. A legal marital relationship or a relationship which, in the IHA’s judgment, is characterized by the permanence, duration and stability normally associated with marriage.

PROCEDURE

(a)
Application and Commencement
(1)
A Request for Leave letter must be completed requesting family and medical leave of absence and submitted to the Executive Director thirty (30) days prior to commencement date, except where medical conditions make such a requirement unfeasible.

(2) When the leave is to care for a sick child, parent or spouse, the requesting employee must submit a letter signed by a physician that states (a) the date the illness or condition began; (b) the probable duration of the condition; (c) the estimated time the employee will need to care for the family member; (d) a statement that the illness or condition requires the participation of a family member.

(3)
When the leave is for planned medical treatment, the employee must attempt, where possible, to schedule the treatment so as not to disrupt IHA operations.

(4)
When the leave is for the employee, the employee must submit a statement signed by their physician stating the date(s) the employee is unable to perform the functions of his or her position; and, therefore, release the employee from going to work.

(b)
Reinstatement
(1)
Upon return from a family and medical leave of absence, the employee will be reinstated in the following priority of position reassignment:

*
First: prior position, if available.

*
Next: a comparable position for which the employee is qualified.

Exception: If the employee on leave of absence is a salaried employee and is among the highest paid ten percent (10%) of IHA employees living within twenty-five (25) miles of the IHA, and keeping the job open for the employee would result in substantial economic injury to the IHA, reinstatement to the position may be denied. The employee will be given an opportunity to return to work, however, in a different job.

(2)
Employees on leave must notify the Executive Director at least two (2) weeks prior to end of leave to inform the IHA of availability to return to work.  A physicians statement must be submitted to the IHA stating that the employee may return to work, if the reason for the leave involved the employee’s health.

(3)
An employee’s failure to return from leave or failure to contact his or her supervisor on the scheduled date of return will be considered a voluntary resignation.

9-10
REQUEST FOR LEAVE

A request for any type of leave shall be made far enough in advance whenever possible to permit approval and at the same time to permit coverage of the particular employment so that IHA service shall not suffer.

9-11
JURY DUTY

In the event an employee is required to serve jury duty, he/she shall be paid the regular rate of pay for the first three days of jury duty upon presentation of proper evidence of jury duty less any payments received for jury duty.  If jury duty consumes only part of a work day, the employee is expected to come to work during the part of the day that s/he is not serving on jury duty.

9-12
PERSONAL LEAVE / DAYS

On October 1 of each year, employees shall receive three (3) paid personal leave days with a limit of 6 days carried on the books at any given time. After 6 days, accumulation ceases until days are depleted.  The Employer shall consider each employee’s request in granting personal leave days. An employee shall normally request a personal leave day no less than two (2) days in advance of the date requested, but may request one (1) of his/her three (3) days without two (2) days advance notice. For new employees in the first year of employment, personal leave will be prorated as follows. An employee hired in the first four months of the fiscal year (Oct. – Jan.) shall receive three (3) paid personal days for the fiscal year; if hired in the second four month period (Feb. – May), they will receive two (2) paid personal days; and if hired in the third four month period (Jun – Sep.), they will receive one (1) paid personal day. Pro-rations will be made in whole day increments only and only in the first year of employment
9-13
RETURN OF AUTHORITY PROPERTY
An employee who is absent from work or on leave for more than three weeks, for any reason, must return all Authority property for security reasons.  This includes keys, cell phone, etc.

ARTICLE 10:  POLITICAL ACTIVITY

It shall be the policy of the IHA to appoint, promote, demote and remove all employees without regard to political considerations. For the purpose of this section, employees shall include full-time, temporary, probationary, seasonal or part-time personnel appointed by the IHA and receiving from the IHA an annual or hourly reimbursement for their services.

IHA employees shall not engage in any political activities during working hours or on IHA property, nor shall they at any other time participate in political activities so as to impair their usefulness in the positions in which they are employed. Employees shall not seek or accept nomination, election or appointment to any partisan municipal, state and federal office where there is a potential conflict of interest without first obtaining a leave of absence. Employees shall not directly or indirectly use or seek to use the IHA or influence of their positions to control or modify the political action of another person. No person shall invite, demand or accept payment or contribution from IHA employees for campaign purposes. Employees whose principal employment in connection with an activity financed in whole or in part by loans or grants made by the United States or by any Federal agency may also be subject to the restrictions of the (Federal) Hatch Act, applying to partisan political activity. Nothing in this section shall be construed to prevent IHA employees from becoming or continuing to be members of any political party, club or organization, attending political meetings, expressing their views on political matters outside of working hours and off IHA property, circulating petitions on public questions or voting with complete freedom in any election.

ARTICLE 11:  GRIEVANCE PROCEDURES

It is the policy of the IHA that all non-union employees at all times are treated fairly, courteously and with respect. Conversely, each such employee is expected to accord the same treatment to his/her associates, supervisors and to the public.  Employees may use this grievance procedure to address problems in the workplace.  This procedure may not be used to challenge issues involving discipline, discharge, demotion, compensation, or performance evaluations.
STEP 1:
If an employee feels he/she has a grievance, he/she should first attempt to discuss the grievance with his/her immediate supervisor.  This initial contact must be made within ten (10) working days of the event, or actual or constructive notice of the event, which is the basis of the grievance. The immediate supervisor shall verbally respond to the grievant as soon as possible, but no later than within three (3) working days from the date the grievance was first discussed.

STEP 2:
In the event that the grievance is not satisfactorily resolved at Step 1 of this procedure, the employee shall deliver a written statement of the facts concerning the grievance to the Executive Director.  The appeal to Step 2 must be submitted to the Executive Director no later that the fifth (5th) working day after receipt of the Step 1 response deadline. The Executive Director shall schedule a Step 2 grievance hearing within five (5) working days of the receipt of the Step 2 appeal. The Executive Director shall provide a written response to the grievant within five (5) working days from the date the Step 2 hearing is completed.

STEP 3:
In the event that the dispute is not satisfactorily resolved at Step 2, then the grievant may appeal the grievance to the Board of Commissioners of the Ithaca Housing Authority.  The written appeal to Step 3 shall be received by the Board of Commissioners no later than the tenth (10th) working day after the employee receives a written response regarding the Step 2 hearing from the Executive Director.  The Board of Commissioners shall conduct a Step 3 grievance hearing no later that the tenth (10th) working day after receiving the Step 3 appeal.  The Board of Commissioners shall issue a written decision to the grievant no later than the tenth (10th) working day following the conclusion of the Step 3 hearing. The decision of the Board of Commissioners shall be final and binding.

All first, second and third step grievance meetings shall be held during working hours and at times mutually convenient to the parties. No employee shall be discriminated against for participating in the grievance procedure.  Time spent in grievance investigation shall not impair or otherwise interfere with employee work performance. Initial steps and time limits in the grievance procedure may be waived by written mutual agreement of both the grievant and the Employer. Failure of the Employer to take appropriate action within any stipulated time period will automatically result in the grievance proceeding to the next step.  Failure of the grievant to appeal the grievance within any stipulated time period will result in the grievance being resolved on the basis of the Employer’s last response. If the Board of Commissioners fails to hold Step III or issue a written decision within 10 days, the decision in Step II will be upheld and final.

ARTICLE 12:  DRUG FREE WORK PLACE

This statement is provided pursuant to the Drug-Free Workplace Act of 1988

INTRODUCTION

Possession, distribution and use of illegal drugs or abuse or use of alcohol while on duty or on call by IHA employees is completely inconsistent with our mission to provide affordable and safe housing. The possession, distribution and use of illegal drugs or abuse or use of alcohol puts the user, other employees and tenants at unacceptable risk. It reduces productivity and harms general employee morale.

POLICY

Recognizing the problems of illegal drug use, alcohol abuse or use, and the damaging effects of such, the Authority establishes the following policy:

1.
It is the policy of the Authority to maintain a drug-free workplace (alcohol being considered a drug). The manufacture, distribution, dispensing, possession or use of a controlled dangerous substance, non-prescribed drug or intoxicant is prohibited on IHA  property (including Authority vehicles) or while on call.  Likewise, being under the influence of a non-prescribed drug or intoxicant while working or on-call is strictly prohibited.  Unlawful off-duty use of drugs or alcohol is also prohibited.
2.
“Controlled Substance” for the purpose of this Statement means a controlled substance listed in Schedules I through V of Section 202 of the Controlled Substances Act (21 U.S.C. Section 812), and as further defined by federal regulations (21 C.F.R. 1300.11-15) or N.J.S.A. 2C:35-2. This list includes, but is not limited to, marijuana, heroin, PCP, cocaine and amphetamines.

3.
Any employee who violates this policy is subject to disciplinary action, up to and including termination for a first offense. Although the IHA usually imposes disciplinary action in a progressive manner, given the seriousness of drug use violations, the IHA may determine that immediate and severe penalties, such as multiple suspension days or even termination, are warranted.

4.
A condition of employment for work under grants received by the IHA from any federal agency is that such employee directly engaged in the performance of work funded by such a grant will:

a.
Abide by the terms of this Statement;

b.
Notify the IHA of his or her criminal drug statute conviction for any violation occurring in the workplace of the IHA or during working hours no later than five (5) days after such conviction;

c.
“Conviction” means a finding of guilt (including a plea of no contest) or imposition of sentence, or both, by any judicial body charged with the responsibility to determine violation of the federal or state criminal drug statutes and drunk driving and public drunkenness.

d.
“Criminal Drug Statute” means a criminal statute involving manufacture, distribution, dispensing, use or possession of any controlled substance and a criminal statute for public drunkenness or drunk driving.

5.
A sanction will be imposed on any employee so convicted within thirty (30) days after receiving notice of the conviction:

a.
The IHA will take appropriate disciplinary action against such employee, up to and including termination of employment; or

b.
The IHA will require such employee to satisfactorily participate in a drug abuse assistance or rehabilitation program approved for such purposes by a federal, state or local, health, law enforcement or other appropriate agency.

c. If the employee completes a drug or alcohol reha​bilitation program and relapses, disciplinary action up to and including termination will be carried out. A relapse shall be considered as an unsuccessful participation.

6.
As a more preventive, and less punitive approach to the problems of drug abuse, employees are encouraged to become aware of the drug rehabilitation and assistance programs available in our community. The IHA is available to assist employees interested in referrals to local or State programs.

7.
At the discretion of the Executive Director, an employee who is charged with any drug-related violation, in lieu of disciplinary action discussed above, may be required to successfully participate in a drug rehabilitation program approved by the IHA. Failure to successfully complete the program will result in the prior disciplinary action being fully pursued. If the employee completes a drug or alcohol rehabilitation program and relapses, disciplinary action up to and including termination will be carried out. A relapse shall be considered as an unsuccessful participation.

ARTICLE 13:  TRAVEL POLICY

Travel by the Executive Director shall be approved by the Board of Commissioners. Travel by staff shall be approved by the Executive Director.    
The following travel expenses will be paid by IHA:


a. Transportation expenses by reasonable means. The use of car rentals during approved travel is at the Executive Director’s discretion.  Receipts required. 

b. Reasonable hotel accommodations for that particular area, room sharing is preferred; receipts required. IHA will take into consideration room rates from the U.S. General Services Administration prior to travel approval.  Basic/reasonable room rates will be paid for by the IHA, but any extra amenities or room upgrades will be at the cost of the traveler.
c. Tolls, parking fees; receipts required. Traveler pays originally and will be reimbursed upon submittal of receipts.

d. Travelers shall receive a per diem rate for meals based on the following: (an expense report shall be submitted by the traveler, but no receipts are required.)

· Overnight travel - $55 per day

· 1-day travel out of Tompkins County - $35

· Local 1-day travel  (if meal not included in function) - $10

e. All travel shall be made through the Senior Account Clerk.

f. All travel reports shall be submitted to the Board of Commissioners on a monthly basis.
g. Reimbursement of travel expenses will be made only when the employee fully complies with IHA’s policy regarding Employee Travel Expense statements.

The Executive Director will determine if travel prior to the date of training or conference is required. For example, if training occurs on a Tuesday and the training site is more than 2 hours away, travel will be on the day before.  Depending upon the location of the training, weather conditions and travel time frames, travel may be two days prior to the start of the conference. The time of the year, weather, and the type and length of travel are determining factors. Staff will be compensated with a per diem and hotel accommodations for each day during this entire time period.
USE OF PERSONAL AUTOMOBILES

Use of personal automobiles for business trips must be approved by the Executive Director prior to the travel date. When employees use their own automobiles for authorized travel, they will be reimbursed at the prevailing rate in accordance with the guidelines set forth by the Internal Revenue Service. Anyone using their own vehicle on authorized business is personally liable for any driving or parking violations they receive. The use of drugs or alcohol is strictly prohibited while driving for IHA business purposes. It is the responsibility of the drivers to maintain a clean driving record and possess a current NYS Driver License. Failure to do so could result in disciplinary action, up to and including demotion and/or discharge.

USE OF IHA AUTOMOBILES

It is the responsibility of the drivers to maintain a clean driving record and possess a current NYS Driver License.  Failure to do so could result in disciplinary action, up to and including demotion and/or discharge. The driver is the first line of defense against vehicular accidents due to his/her daily activities.  Therefore, all employees who drive agency vehicles must:
· Sign out the specific vehicle on the vehicle sign out sheet located in Titus Towers II Office.

· Return the vehicle no less than ¼ full of gas.  The Sunoco/IHA company credit card shall be used for refueling.  When traveling in areas where there are no Sunoco gas stations, please contact the Executive Director for another means of payment.

· Obey all laws and safety rules.

· There shall be no smoking or alcohol or drug use while traveling in IHA-owned vehicles.

· Report any mechanical difficulty encountered to their supervisor. Prompt reporting of damages, defects and the need for repairs could prevent deterioration of equipment and possible injury to employees or others.

· Drive defensively and assume a safety conscious attitude for their own safety and safety of others.

The improper, careless, negligent, destructive, or unsafe use or operation of equipment or vehicles, as well as excessive or avoidable traffic and parking violations, can result in disciplinary action, up to and including termination of employment.

ARTICLE 14:  HARASSMENT, INCLUDING SEXUAL HARASSMENT

This policy applies to all employees, but feasible measures should be taken to ensure non-employees (residents, vendors, contractors, trades people, etc.) on our premises are aware of this policy. Harassment on the basis of race, color, national origin, religion, sex, (including sexual harassment), sexual orientation, age or disability, is contrary to basic standards of conduct between individuals and is prohibited by federal and/or state law. It will, therefore, constitute a violation of IHA policy for any employee to engage in any of the following acts or behavior: verbal, physical or visual conduct engaged in because of one or more of the characteristics listed above, which has the purpose or effect of unreasonably interfering with an employee’s ability to perform the job. IHA considers harassment in violation of this policy to be a form of employee misconduct and considers this type of misconduct to be a serious offense. 
Allegations of such harassment will be investigated thoroughly and, if substantiated, will be met with appropriate corrective action commensurate with the seriousness of the offense(s), up to and including immediate discharge. 
Employees who feel they have been harassed in violation of this policy should immediately report such incidents without fear of reprisal to the Executive Director, or if the Executive Director is the alleged harasser, to a member of the Board of Commissioners. The Executive Director, or a designee, will conduct a prompt and thorough investigation of any allegations of harassment.  Confidentiality will be maintained to the extent permitted by the circumstances.

ARTICLE 15:  STANDARDS OF CONDUCT

For all employees, the maintenance of unusually high standards of honesty, integrity, impartiality, and conduct of IHA employees is essential to assure the proper performance of the IHA’s business and the maintenance and confidence in the IHA by the citizens of the 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.

The IHA requires that each employee shall conduct him/herself in a manner that facilitates the effective accomplishment of the work of the IHA, observing at all times the requirements of courtesy, consideration, and promptness with respect to their colleagues, beneficiaries of public housing authority (PHA) programs, elected officials, and members of the general public.

MINIMUM REQUIREMENTS 

The following should be the minimum requirements for acceptable conduct among all IHA employees. No employee should:

(a)
Engage in any outside employment or any other activity, which interferes in any way with the full performance of his/her duties and responsibilities.

(b)
Have a direct or indirect financial interest that conflicts substantially, or appears to conflict substantially, with duties and responsibilities, or engage in a financial transaction as a result of relying on information obtained through employment.

(c) Engage in criminal, infamous, dishonest, or notoriously disgraceful conduct, or other conduct prejudicial to the Authority.

(d) Use alcohol or drugs during working hours or while on call.

ARTICLE 16:  EMPLOYEE BENEFITS

16-1
MEDICAL BENEFITS

All provisional, probationary and regular employees will receive full medical benefits effective on the first day of the month following their hire date.  Eligible employees may participate in the health insurance plan subject to all terms and conditions of the agreement between IHA and the insurance carrier.  Details of the coverage are outlined in the insurance packet that is distributed to eligible employees. Employee contributions will be the same as those set forth in the collective bargaining agreement between IHA and UAW Local 2300.  

16-2
MEDICAL BENEFITS BUY-OUT POLICY

Any employee who has participated in the IHA health insurance plan for one consecutive year and chooses to no longer participate because they are covered under another plan outside of IHA, shall receive forty percent (40%) of the employer cost of that employee’s coverage, depending upon which plan they were under when they terminated coverage. Payments to the employee shall be made on a monthly basis until such time as the employee is no longer eligible for the health insurance plan. If there are two or more employees in the same family and any one of them receives health insurance benefits through IHA, there shall be no payments to the other employee who are members of the same family.

16-3 COBRA

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their qualified beneficiaries the opportunity to continue health insurance coverage under IHA’s health plan when a “qualifying event” would normally result in the loss of eligibility.  Some common qualifying events are resignation, termination of employment, or death of an employee; a reduction in an employee’s hours or a leave of absence; an employee’s divorce or legal separation; and a dependent child no longer meeting eligibility requirements.  Under COBRA, the employee or beneficiary pays the full cost of coverage at IHA’s group rates plus an optional 2 percent administrative fee (fee to be determined at the discretion of the Executive Director).

16-4
RETIREMENT PLAN AND LIFE INSURANCE

All regular full-time and part-time (30+ hours per week) employees are required to be enrolled in the New York State and Local Employees’ Retirement System. The effective date of this program is the first day the employee attains regular employment status.  Non-regular employees will be offered this benefit, however, joining is optional until the employee receives permanent status.  See informational booklet from New York State and Local Employees’ Retirement System for details. Prior to retirement, an employee should do the following:
· Notify Accounting of retirement date in writing at least 30 days in advance of retirement.

· File Retirement Application with the NYS Retirement System at least 30 days but no more than 90 days before the effective date of retirement. 

· Consult with NYS Retirement System representative. This step is optional, but strongly recommended.

· Acquire current leave time balances from Accounting.

· Evaluate options for cashing in leave time and/or applying toward insurance coverage.

· Notify Accounting on how leave time is to be applied at retirement (cash and/or insurance). Notification should be in writing.

16-5
TUITION ASSISTANCE PROGRAM

Ithaca Housing Authority agrees to reimburse the employee for tuition for education courses, including technical and trade schools provided the employee receives a B- or higher grade.  The intention is to assist employees to further their education and enhance their ability and effectiveness on the job.  Such assistance shall be limited to:

(a) Courses related to the employee's position which will further the development of performance of his/her duties;

(b) Employees must have at least one year of continuous service with the Authority before becoming eligible for educational assistance. Exceptions to this provision may be made by the Executive Director.

(c)
Employee must have approval in writing from the Executive Director prior to the course;

(d)
Employee must obtain a passing grade as determined by the educational institution to obtain reimbursement;
(e)
Available to regular or provisionally appointed employees.

Assistance is to be limited to twelve (12) credit hours per year at a maximum of $150 per credit.  No employees shall receive assistance for more than a career limit of sixty (60) credit hours.

16-6
HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT OF 1996 (HIPAA)

In September of 1996, the federal Health Insurance Portability and Accountability Act of 1996 (HIPAA) was signed into law.  HIPAA helps people who are currently employed, have health insurance and want to change employers.  Currently some health insurance plans do not cover pre-existing medical conditions.  HIPAA limits this practice so that most plans must cover an individual’s pre-existing condition after 12 months.  If at the time you change jobs you already have 12 months of continuous group health coverage, you will not have to start over with a new 12-month exclusion for any pre-existing conditions.  Under HIPAA your new employer will be required to give you credit of the length of time that you had continuous group health coverage.  Employers must issue certificates to terminated employees and their covered dependents outlining how long the individual was covered under the benefit plan and describe the waiting periods that applied.  Employees can request the certifications as often as necessary up to two (2) years from departing employment.

16-7
Dental / OPTICAL Plan 

The IHA will dissolve the dental/optical plan effective December 31, 2006. The terms are as follows:

· No further money will be deducted from employee’s pay.

· No further money will be put in employee’s accounts by the IHA.

· The IHA agrees to give employees a $.25 per hour raise in base pay effective January 1, 2007. This raise is not retroactive.

· Employees may choose to have any accrued money at the time the plan is dissolved, or they may choose to leave any accrued money in their account for future dental /optical /medical out of pocket expenses. Should an employee choose to leave their money in their account, any money not used by 9/30/07 will be given to the employee at that time and all accounts will be closed.  Benefits turned into cash will be taxed appropriately according to IRS regulations.

· Employees who choose to apply expenses against their account shall follow the procedures outlined below:

The funds are to be used for dental and/or optical expenses, other medical expenses not covered by health insurance plans (annual deductibles, prescriptions, and out‑of‑pocket medical expenses), and daycare. Once qualifying services have been performed and the employee has received the bill for services rendered, the original Invoice must be submitted to the IHA Accounting Department along with a reimbursement form (see Accounting to obtain form). The IHA, in turn, will give the employee a check for the full amount, (made out to the employee, if the bill has been paid in full by the employee, or made out to the provider, if the bill has not been paid) provided the balance in the employees account is enough to cover the full amount of the invoice. Any balance in the individual accounts at 12/31/06 will roll over to the following year. If there is a balance in the employee’s account upon termination of employment or 9/30/07 (whichever occurs first), the amount will be paid to the employee.

ARTICLE 17:  MISCELLANEOUS RULES AND REGULATIONS

17-1
REPORTING ACCIDENTS

An employee who is injured in the performance of his/her duties shall immediately report the accident to his/her supervisor and shall submit a written and signed statement outlining the details of the incident. The written statement shall then be submitted to his/her immediate supervisor and a copy sent to the Executive Director as well as the Finance Department.  The Finance Department will submit the necessary paperwork to the appropriate governmental agency for filing.

17-2
LATENESS

IHA expects employees to be reliable and to be punctual in reporting for scheduled work and remain at work until the scheduled stopping time, except for authorized rest periods. To assist with this effort, employees shall report their time at work by personally punching a time clock at the beginning and end of the work period. Staff is prohibited from using other staff time cards for any reason whatsoever. All employees are required to punch the time clock as close as possible to their scheduled start/finish times, but no earlier 10 minutes from their start/finish times. For example, if you are scheduled to start work at 8:00 a.m., you must punch the time clock no EARLIER than 7:50 a.m. 
In the rare instances when employees cannot avoid being late to work or are unable to work as scheduled, they shall notify their supervisor as soon as possible in advance of the anticipated tardiness. In the event that an employee reports for work after the scheduled starting time, his/her earnings shall be reduced as follows:

Minutes Late
Deductions Tenths of an Hour

1 to 6 minutes
0.1

7 to 12
0.2

13 to 18
0.3

19 to 24
0.4

25 to 30
0.5

31 to 36
0.6

37 to 42
0.7

43 to 48
0.8

49 to 54
0.9

55 to 60
1.0

Absenteeism and tardiness places a burden on other employees and on IHA. Persistent tardiness is unacceptable and shall be cause for further disciplinary action which shall include an oral warning by the Employer after 5 instances of tardiness within a 30-day period. A written record of such warning shall be kept and subsequent penalties up to and including dismissal shall be imposed for further violations.

17-3
MAINTENANCE OF PERSONNEL RECORDS

The Executive Director shall insure that adequate personnel records are maintained for each employee of the IHA. Such records shall include dates of appointments and promotions, job titles and job descriptions, salaries, commendations, disciplinary actions, leave of any type taken and accumulated, merit ratings, and evaluation forms completed by the Executive Director and other supervisors. Upon written request and 72 hours’ notice to the Executive Director, all employees shall have the right to review their Personnel File in the presence of the Executive Director or someone appointed by the Executive Director.

17-4
EMPLOYMENT OF RELATIVES

No person shall be appointed or promoted to a position where that person’s immediate supervisor shall be a member of that person’s immediate family without disclosure to the Board of Commissioners. Family shall include employee’s spouse, child, brother, sister, parent or grandparent, uncle, aunt, cousin, niece and nephew.

17-5
ACCEPTANCE OF GRATUITIES BY EMPLOYEES

All employees of the IHA are forbidden from accepting any gratuities of an influential nature from any tenant. Acceptance of such gratuities will result in disciplinary action by the Executive Director.

17-6
PROFESSIONAL APPEARANCE

The #1 priority of IHA’s Professional Appearance Policy is to give our clients a favorable impression of the IHA.  As a representative of IHA, you are a reflection of the agency and you must project a clean, professional image.  All IHA employees are expected to maintain a regular program of careful personal hygiene in order to avoid offending coworkers, residents or any community members using IHA facilities.  All employees are expected to wear appropriate professional attire for their specific positions. The following articles of clothing are not permitted in the office environment:  spandex, low cut blouses, tube tops, spaghetti strapped tops, sun dresses, tank tops, no visible body piercing jewelry (other than ear piercing).  On Fridays (casual day), the office staff may not wear the above-listed items, however, they are permitted to wear jeans, tennis shoes, and casual shirts.  In order to provide comprehensive housing services to IHA residents, non-office personnel are responsible for a wide variety of tasks, some of which require specific attire including uniforms and additional safety equipment.  The specifics of attire for non-office personnel will be decided by the supervisor and the Executive Director.
17-7
COMPUTER CODE OF CONDUCT

The IHA computer system is the sole and exclusive property of IHA.  By using IHA’s computer system, each employee consents to abide by and to be governed by each aspect of this Code of Conduct.  This code of conduct is established to create a clear understanding of how IHA computers will be utilized. These policies and procedures further define responsible computer use at IHA.  The use of IHA computers in a relatively open way depends upon compliance with this code.  The rules of conduct for computer use include, but are not limited to, the following:

Computer Workstations

1. Each computer is a company-owned business tool.

2. A professional and conscientious attitude and behavior on the part of all computer users is expected and required.

3. Users may not use valuable IHA time and storage space on their computer by deliberately running wasteful or inappropriate programs (example - games, etc.)

4. Users should immediately disclose to the Executive Director any misuse of the computer equipment, and cooperate with system administrators during the investigation of the abuse.

5. It is the responsibility of the user to make timely backup copies to the network server of all data stored on their computers.

6. Any problems with the computer equipment shall be reported to the Executive Secretary. 

7. Users may not transfer or duplicate any data from their computers to an off-site location without the consent of their supervisor.

8. Each user will be personally liable for damages resulting from spills of food or drinks on the computer equipment.

9. Users will not engage in any activity that attempts to compromise the security of the computers.

10. Experimentation which purposefully or through negligence disrupts the intended use of the network and computer resources is prohibited.

11. Users must not destroy the integrity of information available on IHA computers.  All programs and data files stored on IHA computers are presumed to be private, confidential and the property of IHA.  

12. Each user must not compromise the privacy of any other user.

13. Access to electronic communications such as email and Internet is a privilege that must be used with intelligence and discretion.

14. Improper communications, i.e. derogatory, harassing, defamatory, obscene or otherwise are deemed inappropriate use of email and Internet.

SOFTWARE

· It is the personal responsibility of each user to respect legal and ethical requirements pertaining to the proper use of the copyrighted software. 

· Users may only install software provided by IHA.  

· The installation of personal software on IHA computers is prohibited without prior approval from the Executive Director. Personal software that has been approved can reside only on the computer for which permission was explicitly granted.

· Any software from offsite must be approved by the Executive Director and checked for viruses before installation on IHA computers.

Passwords

· A password will be utilized on each computer for security purposes.

· Your password must be disclosed to the Executive Secretary where it will be kept on file.

· Account or password sharing is prohibited, unless authorized by the user’s supervisor.

· Each user is responsible for the security of his/her own computer and associated data disks.

· Access to shared files may only be given to applicable users.

EMAIL / INTERNET

· Email and Internet are common forms of communication, both on a business and personal level; however, abuse of either is not permitted and it will be periodically monitored. Examples of abuse include, but are not limited to, excessive personal email and personal Internet access, and transmittal of offensive material.

· Some messages often contain confidential information, and each user agrees to exercise caution when transmitting email messages to outside parties.

· Improper communications, i.e. derogatory, defamatory, obscene or otherwise are deemed inappropriate use of email and Internet.

· Damaging viruses are often transmitted via email, therefore, it is recommended that extreme caution be used when opening email messages from unknown individuals.  Be very careful when opening attachments that end with .exe.

· If a user suspects that their computer became infected with a virus, please report it immediately to the Executive Secretary, and do not transmit further emails until the virus is removed. 

· Users are prohibited from providing IHA-assigned email addresses to subscribe to non-business related websites.

IHA has the capability and reserves the right to examine and monitor all computers to ensure no violations of this code, including the right to access, examine, monitor, and review employee e-mails and Internet use, as well as any and all files or other information stored on IHA’s computers or computer system.  The inappropriate use of IHA-owned computers is not permitted and is subject to disciplinary action and may constitute immediate termination.

17-8
TELEPHONE (including cellular) USAGE POLICY 

IHA’s telephone system is its sole and exclusive property.  By using the IHA phone system, each employee consents to abide by and to be governed by each aspect of this policy.

This policy is established to create a clear understanding of how IHA telephones will be utilized. The use of IHA telephones in a relatively open way depends upon compliance with this policy.

The usage guidelines of IHA telephones include, but are not limited to, the following:

1. Each telephone (desk telephone and cellular telephone) is a company-owned business tool.

2. A professional and conscientious attitude and behavior on the part of all users is expected and required.

3. All telephones shall be used for business purposes only except where a personal emergency arises. 

4. Employees will be required to reimburse IHA for any long-distance personal calls.

5. Users should immediately disclose to the Executive Director any misuse of the telephones, and cooperate with management during the investigation of the abuse.

6. Any problems with the telephones shall be reported to the Executive Secretary. 

7. Each user will be personally liable for damages resulting from misuse of the telephones.

8. It is the personal responsibility of each user to respect legal and ethical rules pertaining to the proper use of the telephones.

9. Cellular telephones are intended for use by the individual employees that they are assigned to; they may not be loaned to anyone else.
10. Personal cell phones must be on vibrate or turned off and answered only under emergency circumstances while employees are on duty. They may be used during break and lunch periods.

11. Initiating or receiving personal calls on work time is limited to two (2) calls/day and the length of those calls shall not exceed 5 minutes.  Exceptions will be made for emergencies at the discretion of the Executive Director.
The Employer shall regularly monitor and review all usage bills as well as perform a physical inspection of the telephones to ensure no violations of this policy. In addition, when IHA believes that a violation of this policy or other misconduct has occurred, or when needed to evaluate employee performance, it may monitor and/or record employee telephone conversations.  The inappropriate use of IHA-owned telephones is not permitted and is subject to disciplinary action up to and including immediate termination.
17-9
SMOKING POLICY

In keeping with IHA’s intent to provide a safe and healthy work environment, and consistent with the requirements of the New York Clean Indoor Air Act, smoking is prohibited indoors in the workplace.  Smoking is permitted only in designated outdoor areas.
Health Risks
Smoking poses a significant health risk to the health of those who smoke and is the major cause of premature death today.  For the population who are nonsmokers, secondhand smoke cannot only be an annoyance, but a serious health risk.  Reactions to smoke include eye irritation, headaches, breathing difficulties, and heart problems.  Long-term exposure can lead to lung cancer or the loss of lung capacity.  People who already suffer from respiratory diseases, heart problems, or allergies are at an even greater risk in a smoke-filled environment.  

Employees who smoke are obligated to adhere to this policy.  Failure to abide by IHA’s smoking policy is cause for disciplinary action.

1. Staff is prohibited from smoking in all areas inside IHA buildings or on IHA property except as listed in item (4) below.

2. Smoking is prohibited where combustible fumes can collect.

3. 15-minute paid breaks will be granted to all employees at 10:00 a.m. and 2:00 p.m. ONLY.   This is an opportunity for smokers to use this time, if they desire, to take a smoke break.

4. The designated smoking areas will be the picnic table area near Titus Towers II next to the Maintenance storage shed and the Titus Towers II rear patio. During nice weather, smokers shall use the picnic table instead of the rear patio in an effort to reduce the smoke from rising up into resident’s apartments. (Note: no smoking will be allowed at the maintenance department exterior door because it creates a negative impression of our workforce.) 

5. The receptionist must have adequate telephone and front desk coverage before taking a smoke break.

6. Smoking is not permitted in IHA-owned vehicles.

17-10
Breach of confidentiality/PUBLIC STATEMENTS

It is the responsibility of all IHA employees to safeguard sensitive Authority information.  The nature of our business makes available to us both client and Authority-sensitive information that must be protected.  Continued employment with the Authority is contingent upon compliance with this policy.


Employees may not make public statements which purport to be statements made on behalf of IHA without prior approval of the Executive Director.  This requirement applies to both oral and written communications, including fliers and brochures, etc.
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