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Board Approved Policy:
Guide To Conduct

Approved:  October 1989

Revised:  July 2003

All PHA employees share responsibility for keeping their departments operating in a safe, efficient, effective and orderly manner.  In order to accomplish this objective, certain rules, regulations and practices are necessary.  This PHA Guide to Conduct outlines the policies and rules which we believe will be an aid in maintaining sound working relationships without infringing unduly upon an employee’s private life.  It is the policy of the PHA before taking action, to examine each case individually, considering the nature of the violation, the past record and the service of the employee(s) involved.  Be sure you know the rules and what is expected of you.  Your good judgment and willingness to cooperate will do the rest.

A.
The following and related types of misconduct endanger good working relationships and cannot be tolerated.  Violations of this type can result in disciplinary action up to and including discharge.

1. Conviction for a criminal offense or of a misdemeanor which adversely reflects upon the Agency, or interferes with the employee’s job or work performance; or

2. Commission of a criminal offense or of a misdemeanor which adversely reflects upon the Agency, or interferes with the employee’s job or work performance; but if such act is, at the time of the charge being considered, involved in a criminal proceeding before a grand jury or the courts, the employee so charged may request a leave of absence, until such time as the criminal proceedings are terminated, and such requests shall be granted; provided he/she shall execute a waiver of all right to pay during said postponement; and provided further that the employee may have the hearing or investigation proceed at any time on ten days notice in writing; or

3. Violation of any of the PHA rules, regulations and policies.  Any other failure to comply with the provisions of the applicable contract, agreement or policy for the employee groups which includes his/her title; or

4. Violation of any lawful and reasonable official regulation or order, or failure to comply with any lawful and reasonable direction made and given by his/her supervisor, where such violation or failure amounts to an act of insubordination or a serious breach of proper discipline which resulted or might be reasonably expected to result in loss or injury to the PHA or PHA employees or residents of public housing or to the public; or

5. Commission of an act which amounts to an act of insubordination whether such act was committed while on duty or off duty; or

6. Offensiveness in language or conduct toward PHA employees, residents of public housing or the public; or

7. Incompetent or inefficient performance of the duties of his/her position (specific instances to be charged); or

8. Carelessness, negligence or unauthorized use and/or care of PHA’s, other PHA employees’, residents’ and/or public property; or

9. Use of threat, or attempt to use political influence or other improper influence, on securing promotion, leave of absence, transfer, change of grade, pay or character of work; or

10. Direct or indirect solicitation of receipt of any assessment, subscription, or contribution for any political party or political purpose whatsoever in the violation of the Hatch Act; or

11. Inducement or attempt to induce a PHA employee to commit an unlawful act or to act in violation of any lawful and reasonable regulation or order; or

12. Acceptance of any fee, gift, item of value or services offered by a person or donor whose intention may be to influence the nature of PHA services provided to him/her or to improve his/her status in relation to PHA operations; or

13. Absence from duty without leave contrary to the PHA rules, regulations and policies or failure to report after leave of absence has been disapproved or revoked or canceled or fraudulent requests for leave with pay; however, if such absence or failure to report is excusable in the judgment of the Executive Director, he/she may waive the charges; or

14. Any false statements or fraudulent conduct or deception, or connivance with any person in making any false statement, engaging in any fraudulent conduct, or in attempting any deception in any official PHA business; or

15. Any false statement or fraudulent conduct in order to obtain compensation from the PHA; or assistance of any employee in fraudulently obtaining compensation from the PHA; or

16. Being under the influence of chemicals and drugs and/or alcohol which adversely affects job performance; or

17. Selling chemicals, drugs and/or alcohol to PHA employees, PHA residents and/or the public while on duty or on PHA property; or

18. Acts or incidents in which physical violence by an employee was present or threatened while on PHA premises, or during working hours; or

19. Acts which interfere with normal productive operations or which cause a safety hazard; or

20. Employment or acts outside of the Agency which interferes with Agency operation or effects the employer-employee relationship; or

21. Possession of firearms or illegal weapons on Agency property while on or off duty or elsewhere while the employee is acting in the course and scope of their employment; or

22. Failure to report accidents and/or personal injuries which occurred on duty; or

23. Performing duties for PHA residents in exchange for money and/or other goods and services above regular compensation during working hours or after scheduled work hours; or

24. Unauthorized or inappropriate work attire; or

25. Failure to report:  vehicle accidents; revocation or suspension of driver’s license, and citation while driving PHA vehicles or while driving personal vehicles on PHA business, if your job requires a driver’s license; or

26. Failure to use safety clothing and equipment while performing assigned tasks or violation of the PHA’s safety standards; or

27. Conducting personal business on PHA time or using PHA facilities for personal business.

B.
For disciplinary purposes, the Executive Director shall have the power to reprimand, suspend without pay, reduce, or discharge any employee subject to the appeal process as stated in the appropriate labor agreement or personnel policy.  This includes where certain disciplinary powers have been delegated to supervisors.


1.  Oral Reprimand

Supervisory staff have the authority to issue oral reprimands for just cause to employees without the Executive Director’s prior approval.  No document is to be placed into the employee’s personnel file regarding the oral reprimand, although the supervisor should retain a memo for his or her own files to document the incident.


2.  Written Reprimand

Supervisory staff have the authority to issue written reprimands for just cause to employees without the Executive Director’s prior approval after first clearing the wording of the written reprimand with the Department Director and the Human Resources Officer.  Copies of the written reprimand will be placed in the employees’ personnel file.  All written reprimands are to be clearly labeled “written reprimand.”


3.  Suspension Without Pay

Supervisory staff have the authority to suspend employees without pay for just cause for up to three (3) working days without the Executive Director’s prior approval after first clearing the wording of the suspension document with their Department Director and the Human Resources Officer.  All suspensions without pay shall be issued in writing stating the charges against the employee (an oral suspension without pay is acceptable only in extreme circumstances when it is critical to remove the employee from the premises immediately and then follow-up with a written suspension letter).  A copy of the suspension document will be placed in the employee’s personnel file.

A suspension without pay for just cause for four or more working days may be imposed at the discretion of the Executive Director.


4.  Demotion

Voluntary Demotion

An employee may elect to request a reduction to a position of a lower pay grade providing;

1. The employee meets the qualifications for the lower position; and

2. The vacancy exists in the lower classification, and

3. The Executive Director, after consultation with the affected department head(s), approves the demotion.

A request for a voluntary demotion must be submitted in writing (Application for Change in Employment Status form) and include a statement that the requesting employee fully understands that should the demotion be granted, the employee’s salary will be affected.

Employees who voluntarily or involuntarily demote to a job classification with a lower pay grade must have a salary change to the lesser of:

1. The salary range maximum of the lower pay grade or

2. A 5% pay decrease for a movement of one pay grade and an additional 1% pay decrease for a movement of each additional pay grade (for example, a demotion from pay grade 9 to 8 will be 5% less, pay grade 9 to 7 will be 6% less, etc.)

Involuntary Demotion

At the Executive Director’s discretion, involuntary demotion may be used in lieu of discharge for an employee who has been determined to be either inefficient or under qualified or unreliable or has been advanced beyond the employee’s capacity.  Demotions of this type must be supported by documentation which reasonably substantiates the necessity for the demotion.  Budgetary cutbacks may also require demotion of employees in compliance with the appropriate labor agreements and personnel policies.  The policy on salary adjustments for involuntarily demoted employees is the same as for employees accepting voluntary demotion.

Special Note
It is not the intent of this procedure to supersede or abridge any provisions of any labor contract where applicable.

An employee elected to accept a voluntary or involuntary demotion shall receive a performance appraisal within six months of accepting the lower position.

During the promotional probationary period, employees may be returned by the PHA to their previously held job classification without a break in their seniority, length of service for the purpose of benefits, and shall be compensated at the monthly salary received prior to the promotion (including a general increase if applicable.)

During a promotional probation period, a promoted employee may elect to return to the employee’s previously held job classification, provided there is a vacancy.


5.  Discharge

Regular employees who are to be discharged for just cause will first be suspended according to the provision in the appropriate labor agreement or personnel policies.

Board Approved Policy:

Personnel Policy For All Employees
Amended: November 2000

Last Amended:  March 28, 2007

Introduction
The Public Housing Agency of the City of Saint Paul (PHA), an independent agency, established by State law to operate public housing programs within the City, has developed the following personnel policies in the interest of promoting mutual understanding, and efficiency in the provision of services and good morale among employees of the PHA.

Purpose
This policy generally applies to all employees, as defined below, except that, Sections B. (BARGAINING UNITS), I. (APPROVED LEAVE) and G. (TRAINING) do not apply to temporary employees, interns, "other" employees or to government programs employees.  This policy incorporates in one place items and provisions which are not included in the contracts with AFSCME Local 1854; Construction & General Laborer’s Local 132; Operating Engineers Local 70 and the Personnel Policies for Supervisory and Confidential Employees.  When this policy conflicts with one or more of the labor agreements, the labor agreement shall prevail.  Likewise, should any conflicts result between this policy and the Personnel Policies for Supervisory and Confidential Employees, the latter shall prevail.  This policy refers to all employees of the PHA as follows:

Regular Employee:  shall mean an employee hired to fill an authorized position.

Regular Full-Time Employee:  shall mean an employee hired for a normal work week of 40 hours, except in the case of one employed as a resident caretaker whose regular work week is defined by the Local 132 contract.

Regular Part-Time Employee: shall mean an employee hired for a normal work week of less than 40 hours and more than 14 hours.

Other Employees:  shall mean an employee hired for a normal work week of less than 14 hours.

Tenant Aide Employee:  The PHA is dedicated to an objective of developing the skills of residents of the PHA's housing programs.  Certain positions in the organizational structure are designated solely for residents so that they will be able to develop skills to assume greater responsibilities in the PHA or other organizations.  A tenant aide employee must be a resident of the PHA administered housing programs.  Resident as defined here means a person whose name appears on the respective dwelling lease.  After a tenant aide moves out of the PHA housing program the tenant aide may be permitted to continue to work for the PHA for up to six months or less at the discretion of the PHA.

Temporary Employee:  shall mean an employee hired for seasonal or intermittent periods of work not to exceed 67 work days per calendar year.  Temporary employees do not receive vacation, sick leave, hospitalization or any other benefits.

Intern:  shall mean an employee hired for a fixed period of time for whom the employment is an integral part of formal training and who does not receive direct compensation by the PHA.

Government Programs Employee:  shall mean an employee who is employed through a government funded employment program which prohibits inclusion in a bargaining unit.

A.
Authority Of The Executive Director

The Executive Director is vested with full authority over all personnel and personnel matters, including the hiring, promotion, reduction in grade, suspension or termination of all employees.

All new position titles and pay range changes are subject to the approval of the PHA Board.  Employment over the salary range seventy-fifth percentile (75%) must first have the consent of the PHA Board.  In exercising this authority, the Executive Director shall be subject to the provisions of the respective contracts and personnel policies and such other requirements as may, from time to time, be specified by resolution or motion of the PHA Board.  The Executive Director may delegate authority to one or more persons formally designated by her/him and shall make and enforce such rules and regulations as she/he shall deem necessary in order to carry out the provisions of the Personnel Policies.  All such rules and regulations shall be in writing and shall be disseminated to all employees.

PHA Organization Plan:  All positions shall be established in accordance with an organizational plan, approved by the PHA Board, which shall set forth areas of responsibility, general job descriptions and lines of authority.  The Executive Director may, at his/her discretion, make any staff reassignments, within the framework of the approved organization structure, which he/she deems necessary or appropriate.  A copy of the approved organization chart is attached and hereby made a part of this Personnel Policies.

Filling Positions:  Vacated and newly established administrative positions shall be filled, to the fullest extent consistent with efficient operation, by promotion of qualified employees or qualified residents of PHA housing programs.  An employee's performance and loyalty will be considered in addition to personal professional qualifications.  If, in the opinion of the Executive Director, such position cannot be filled by an employee, he/she shall direct that an advertisement of the position opening be placed in a newspaper of general circulation in the community or in such other publications as deemed necessary.  All applicants shall file written applications setting forth their qualifications for employment and such other information as may be required.

Nepotism:  The employment of persons related to PHA Commissioners is forbidden.  In order to ensure the lack of bias and/or favoritism or the appearance of same, relatives of Agency department directors and employees will not be employed, promoted, demoted, or transferred, where it results in a relative serving in a direct reporting relationship or directly influencing the recruitment, employment, salary, fees or performance review of another relative.   This policy includes the following relationships:  spouse, domestic partner father, mother, son, daughter, sister, brother, father-in-law, mother-in-law, sister-in-law, brother-in-law, uncle, aunt, niece or nephew.  All decisions and determinations with regard to the interpretation and effect of the above shall be made by the Executive Director.
Physical Examinations:  Prior to being hired, each potential regular employee, and temporary employee at the discretion of the department head or Human Resources Director, is required to pass a physical examination by a doctor selected by the PHA.

B.
Bargaining Units

Except for supervisory and confidential employees, other, temporary, government program employees and interns, the recognized bargaining units are the exclusive representatives of all the PHA employees.  Employees have the right to designate representatives of their own choosing and shall be free to join or become fair share members of the union.  In doing so, employees shall be assured freedom from restraint, interference, discrimination or reprisal.

C.
Personnel Records And Employee Appraisal Ratings

A personnel record shall be maintained for every employee and shall contain all information pertinent to her/his employment.  All regular employees shall be rated as to their performance during the probation period and at least once annually thereafter.  Such ratings and other information contained in an employee's file shall be considered in effecting personnel actions.

D.
Health And Safety

The PHA will exercise ordinary care to provide employees with safe, sanitary and healthful working conditions.  A health and safety committee shall be established and maintained.  At least two (2) maintenance department employees shall be on the committee.  The committee shall meet at regular intervals for the purpose of discussing and studying safe working practices and health conditions.  The committee shall make recommendations to the Executive Director toward increasing the safety of operations and the implementation of applicable Federal and State laws and local ordinances governing public health and safety.

E.
Workers Compensation Insurance

Employees, as defined by the Minnesota Workers Compensation Act, shall be covered by Workers Compensation Insurance.

Notification of Job Related Injury:  All injuries occurring as a result of employment activities for the Agency shall be immediately reported to the immediate supervisor unless extenuating circumstances beyond the control of the employee prevent the employee from making the report.

F.
Compensation

Rates:  Except where collective bargaining is mandated by contracts with the bargaining units, rates of compensation shall be fixed by the PHA Board and shall be based on rates paid for comparable work in the locality with such variations as are reasonable to adjust for such fringe benefits as vacations, accrual of sick leave, group life insurance, etc., as may be in effect.  In no case shall rates be lower than those required by the Department of Housing and Urban Development or other agencies providing financial resources to the PHA.

For administrative employees, where applicable, a salary range shall be assigned to each regular administrative position which establishes the minimum and maximum rates for each position or class of positions.

Pay Dates:  Pay day shall fall on every other Friday.

Holiday Pay:  All hours authorized and worked by a regular employee on a holiday, as established by the respective contracts and/or the "Personnel Policies for Supervisory and Confidential Employees" shall be compensated at the overtime rate in accordance with the appropriate labor agreement or the "Personnel Policies for Supervisory and Confidential Employees".

Employees other than regular employees will receive no pay for any holidays unless time was actually worked.  

Annual Review:  Prior to June 1 of each year, or at the time negotiations are in progress with the bargaining units, all position classifications and salary ranges may be studied by the Executive Director with the assistance of administrative personnel having supervisory responsibilities.  The Executive Director may present recommendations to the PHA Board concerning the need for adjustments in classification and compensation.

Travel:  Refer to the Travel and Training Requests and Guidelines in the Employee Manual and Purchasing Policy.
G.
Training

Tuition:  This subsection covers criteria for tuition-related payment by the PHA to an employee in a course of study completed over an extended period of time.  The course may be part of a certificate or degree program offered through an accredited institution (local colleges, universities, business schools, technical schools, etc.).  Employees may request a tuition advance or reimbursement for tuition, lab fees, cost of enrollment, other obligatory fees, books and other materials necessary to complete the course work.

Employees who have completed their original probationary period and who work 20 hours or more per week are eligible.  Course work must be relevant to the employee's current position, required for an employee's career advancement within the Agency, or required to fulfill the degree program requirements for an Agency career related degree.  Other considerations will include the employee's past work record, length of service, the status of the educational institution and the availability of PHA funds.  Each case shall be judged individually.

A tuition advance may be granted to an employee provided proper PHA approval is given prior to the beginning of the course.  Reimbursement may be considered if PHA approval is not received prior to the beginning of the course.

Evidence of satisfactory completion of the course must be offered within two months of the completion date.

Payments shall be limited to $1500 annually per employee.  For the purposes of determining the $1500 annual limitation, the year in which the course is completed identifies which year's maximum possible allocation has been tapped.  The "year" is defined as April 1 through March 31 fiscal year.

All requests for tuition advance or reimbursement must be submitted on form PHA-85, "Tuition Reimbursement Request".  All expenses must be included on the same request form.

No repayment is required if an employee in good standing leaves the PHA after the completion of a course.  An employee who leaves the PHA before completing the course, or who is terminated for cause within one year of completing the course, must refund the amount spent by the PHA.  (No repayment is required in case of lay-off by the PHA.)

Tuition advances shall be repaid by the employee to the Agency within sixty days of the scheduled completion date of the course if a nonacceptable grade was received.  If the employee fails to make repayment within that time, the amount owed the PHA will be automatically deducted from the employee's paycheck.

If an incomplete is taken at the end of the course instead of a grade, the employee must notify the Finance Department and the department head of the delay.  A completion date will then be set, beyond which either reimbursement will not be made, or in the case of tuition advance, the employee will be responsible for reimbursing the Agency.  If the extension is not approved, or if the Finance Department is not notified within a year from the start of the course, payroll deductions of not less than $25.00 a month will be started to reimburse the Agency's tuition expense.

Conference Attendance and Other Out of Agency Training:  Prior to registering for any conference, workshop or seminar, an employee must request and receive staff approval for the training by submitting form PHA-120, "Conference Attendance Request".  The requested training must be relevant to the employee's current position, required for an employee’s career advancement within the Agency, or required to fulfill the degree requirements for an Agency career related degree.

Pre-Retirement Planning Seminars:  Regular PHA employees and their respective spouses or domestic partners as applicable, who wish to participate in a pre-retirement planning seminar paid for by the PHA, or the PHA Pension Committee, may do so, subject to the following:

1. Employees who have completed their original probationary period and who work 20 hours or more per week are eligible.

2. Prior to registering for any conference, workshop or seminar, an employee must request and receive staff approval for the training by submitting form PHA-120, "Conference Attendance Request".

H.
Working Hours

The Executive Director may vary the hours of the regular work day as to individual positions subject to the limitations expressed in the bargaining unit's labor agreement.

I.
Approved Leave

Military Leave:  A regular employee who leaves a position to enter military service, except through enlistment in peacetime, shall remain as an employee on a leave of absence in a military leave status and upon discharge, other than dishonorable, from military service shall be restored to the same position, providing that such position exists at the time of application for reinstatement, or to a vacant position equally acceptable to the employee for which the employee is qualified.  Employees desiring to be reinstated must apply within ninety (90) calendar days from the date of their discharge. Any regular employee who is a member of the Armed Forces of the State of Minnesota or the United States of America shall be entitled to leave of absence without loss of pay or other benefits for such time that the employee is engaged as a member of said Armed Forces in training or active service ordered or authorized by proper authorities for a period of time not to exceed fifteen (15) calendar days in any calendar year.

Parental Leave:  Parental leave refers to leave of absence without pay taken by an employee immediately before and/or after the birth of a child to, or the adoption by, the employee, the employee's spouse or domestic partner.  Parental leave shall be granted to regular employees under the procedures established in the relevant union agreement or Supervisory and Confidential Personnel Policies - Leave Without Pay and in accordance with the following provisions:

1.
A male or female employee may use up to six weeks accumulated sick leave in conjunction with the unpaid absence.  A female employee may use additional accumulated sick leave if she is temporarily disabled and unable to perform the full duties and responsibilities of her position as long as the attending physician states in writing that her absence from work is mandatory for health reasons.  See also language in the relevant union agreement or Supervisory and Confidential Personnel Policies regarding an employee's right to use sick leave due to a serious illness in the family.

2.
An employee shall exhaust all accumulated vacation leave before beginning the unpaid parental leave.

3.
A female employee may not return to work without a statement indicating the employee's fitness for duty and ability to perform the full duties and responsibilities of her position.

4.
Employees utilizing Parental Leave shall be reinstated to their former, or similar position if they return to work within three (3) months of commencing their paid and unpaid leave.  Employees returning to work after three (3) months of absence shall be reinstated, whenever possible, to a vacant position covered by the relevant union agreement or Supervisory and Confidential Personnel Policies, provided they meet the qualifications and other conditions of employment as determined by the EMPLOYER.  Such reinstatement shall not be grievable under the Grievances Article in the relevant union agreement or Supervisory and Confidential Personnel Policies.

Family and Medical Leave:  

See Family and Medical Leave Policy

Court Leave:  Regular employees called for jury duty or subpoenaed on behalf of the PHA in court proceedings or as PHA litigants in such court proceedings, shall be granted court leave with pay for such period of service.  Any jury fee or witness fee, exclusive of expense fees, collected by an employee during such period of jury or witness service while such employees regular compensation continues, shall be surrendered to the PHA.  Employees shall not be entitled to court leave with pay if they are witnesses on matters not involving the PHA.  Employees shall not be entitled to court leave with pay if they are litigants or witnesses against the PHA.

Donation of Annual Vacation Leave:  A PHA employee may donate up to forty (40) hours of accrued vacation time each calendar year to a sick leave account for another agency employee who needs additional paid sick leave because he or she has exhausted all paid leave and has a serious medical hardship or catastrophic illness or injury.

J.
Political Activity

Employees of the PHA are subject to the provisions of the Hatch Act which prohibits certain partisan political activities on the part of the employees of the PHA.  It is each employee's duty to become familiar with the provisions of the Hatch Act. All questions of interpretation should immediately be referred to the employee's supervisor.

K.
Conflict Of Interest

See Policy for PHA Staff on Conflicts of Interest.

L.
Reductions In Work Force

If it is necessary to reduce personnel, temporary employees, other employees, interns, and government program employees, within a specific job classification, shall be separated from employment with the PHA before regular employees in that job classification.

M.
Suspension And Discharge

See Guide to Conduct, Section B.

N.
Policy Prohibiting Sexual Harassment, Intimidation, Or Sexual Violence


See Discrimination and Harassment Prevention Policy

O.
Non-Discrimination

See Discrimination and Harassment Prevention Policy
P.
Prohibiting Violence In The Workplace

THE PUBLIC HOUSING AGENCY OF THE CITY OF SAINT PAUL (PHA) WILL NOT TOLERATE NOR CONDONE HARASSMENT, INTIMIDATION, OR VIOLENCE IN ANY FORM.  This behavior is unacceptable, either from or against, a resident or program applicant, an employee, an applicant for employment, a Board member, a contractor, or a member of the public.

Violence is hurtful actions or words directed at a person.  Violence may take many forms: overt or covert, verbal threats, or physical attack.  Some examples are:

· Threatening language, gestures, behavior or posture; antagonism, intimidation, and harassment either in person, on the phone, or in written or electronic communication

· Verbal abuse such as degrading, belittling or bullying another person 

· Hurtful, hostile, or disrespectful treatment and/or communication 

· Physical confrontations that may be verbal or physical

· Violent physical behavior such as fighting, striking, and threatening with a weapon

Any employee who violates this policy will be subject to appropriate disciplinary action, which may include termination of employment.  

Violations by non-employees may be cause for termination of leases or contracts.

Violations of criminal statutes or ordinances will be reported to law enforcement authorities.

All employees are responsible for complying with this policy and working to ensure a respectful and violence-free workplace.  Concerns and incidents of violence are to be reported to a supervisor, department director, or the EEO/AA Officer as soon as possible.

Supervisors are expected to take proactive steps to prevent workplace violence and to intervene appropriately when workplace violence occurs.
Board Approved Policy:

Board Member And Staff Relationships

Approved:  September 29, 1982

PHA Board members and PHA staff have separate and clearly defined roles and functions.  To ensure the effective administration of the PHA, PHA Board members and staff should recognize the separation of these respective roles.

The powers of the PHA are vested in the commissioners.  The Board delegates its authority by establishing policies and procedures, and by creating staff positions to carry out the day-to-day administration of those policies and procedures.  The Board hires an executive director to administer the policies and procedures it establishes and to hire and supervise the staff.  The staff may recommend changes in policies and procedures but the staff can administer only that which the Board has adopted.  Certain rules and regulations are established for each program by the Department of Housing and Urban Development (HUD).  When the Board requests program funding, it must agree to abide by HUD’s rules and regulations, generally as set forth in HUD Handbooks, as well as by HUD revisions and additions to those rules and regulations.

The PHA of the City of Saint Paul has public housing residents as well as non-residents serving as commissioners.  This results in a dual role for those commissioners who are also public housing residents.  On the one hand they are the Agency policy makers, and they share in the powers vested in the Agency by law and regulation.  On the other hand, they are public housing residents who are obliged to abide by the dwelling lease and other Board approved policies and regulations.  This can present difficulties for the resident commissioner since a distinction must be made as to whether a specific issue requires that commissioner play the role of, and be treated as a commissioner or a resident.  This presents even greater concerns to staff members who recognize the resident as a Board member, with all the powers of that position, and yet must treat the resident commissioner in the same manner as all other residents in responding to concerns and in enforcing rules and regulations.

Commissioners who are residents of public housing should continue their normal relationships with their management office on all matters relating to their residency in public housing.  All requests for services, complaints and inquiries regarding their rent or their leases should be directed to the appropriate field staff person.

If resident commissioners receive complaints or questions from their resident neighbors regarding occupancy questions, maintenance of the development or similar problems, the commissioners should refer these resident neighbors to the staff person responsible for management, maintenance or human services for the development.  Such matters should not be referred to Central Office staff or brought up at Board meetings without making an attempt to resolve the issue or question through appropriate field staff.

If the commissioner is unable to resolve these concerns at the field staff level, it would then be appropriate for the commissioner to contact the appropriate department head (management, maintenance, development, administration or human services) to seek assistance.  (This is in accordance with accepted practice for other residents of public housing who are not commissioners.)

Failing to obtain an adequate or prompt response at that level, and having subsequently raised the issue with the executive director without receiving a satisfactory response, the resident commissioner should then, and only then, bring the matter before the Board.  Such matters should involve broad, PHA-wide policy questions and not items which are of concern only to a specific development or resident, unless such matters impinge directly on established policies or regulations and have not been resolved to the Board member’s satisfaction at the staff levels mentioned above.

Resident commissioners who believe their individual rights, under the terms of the dwelling lease have been violated are to follow the same PHA grievance procedure as do other residents in resolving such differences.

All Board members and staff should follow certain procedures in dealing with each other.  The recommended procedures are as follows:

1.
Day-to-day concerns of commissioners should generally be directed to the executive director, or the deputy director if the executive director is not available.  If, in the opinion of the commissioner, the matter can be best handled by direct contact with a department head or the assistant to the executive director, and if this can be done without undermining the authority or effectiveness of the executive director, then the commissioner should feel free to make the contact.

Board members should not directly contact staff persons other than those mentioned above except when seeking routine and readily available program information.  The staff person shall contact the department head for direction before providing the requested information, in instances where the information is not immediately available.

2.
Individual Board members should not give direct orders to any staff person.  The staff cannot serve seven individual Board members “supervisors” who may each give orders which differ from that given by other Board members.  Program administration and staff supervision are solely the executive director’s responsibilities.  The Board, as a whole, does supervise the executive director, and any directions given to the executive director should be based on a determination of the views of a majority of the Board members.

3.
Any inquiry by a Board member, on behalf of an individual resident or applicant, may easily be misinterpreted by some staff people to be a request for preferential treatment of the applicant or resident.  An employee, in attempting to please a Board member, may subsequently take an action which is contrary to established policy or regulations.  For this reason, such inquiries on behalf of specific individuals should be directed to the executive director or to the appropriate department head.

4.
Matters which a Board member elects to bring to the attention of other Board members during a Board meeting, which question program administration, must include specific information as to:

a) When the incident occurred:

b) Who was involved;

c) What happened; and

d) How it violated established policy or procedures.

In instances where an oral response by staff to complaints or questions raised by Board members cannot be provided during the Board meeting, the executive director will respond by fully investigating the matter and subsequently presenting a written Staff Report to the Board.

5.
Staff (other than the executive director, department heads, assistant to the executive director and recording secretary) shall make no direct contact with Board members except at the request of the executive director or the department heads.  Staff contact with resident commissioners shall be made only on matters pertaining to the commissioner’s role as a public housing resident, except as otherwise directed by their department heads.

6.
Staff may prepare Board Reports which recommend new policy or policy changes but establishing policies is strictly a Board function.

7.
Program administration is a staff function and Board members should not become involved in the day-to-day administration of the program or in personnel matters.  Such concerns on the part of Board members should be expressed to the executive director for consideration and action.

Board Approved Policy:

Policy For PHA Staff On Conflicts Of Interest

Approved:  May 19, 1993

Last Amended:  March 28, 2007

I.  Policy Statement

The Public Housing Agency of the City of Saint Paul (PHA) expects its staff to maintain the highest standards of ethical conduct in order to ensure the public's confidence and respect.  The avoidance of employee misconduct and conflicts of interest, apparent or real, through the use of informed judgment and timely disclosures, is necessary in order to maintain this confidence and respect.  This policy reinforces and clarifies relevant provisions in the PHA's Guide to Conduct.
II.  Conflicts Of Interest:  Reporting

PHA employees shall avoid any conduct or activity which might result in or create the appearance of a conflict of interest, including but not limited to:

A. Improperly using public employment for private gain.

B. Improperly giving preferential treatment to any organization or person.

C. Compromising the independence or integrity of the Agency or any employee.

D. Impairing the PHA's efficiency or economy.

E. Adversely affecting the confidence of PHA residents, employees or the public in the integrity of the PHA.

Whenever an employee encounters a situation that involves a conflict of interest or potential conflict of interest not previously disclosed, the employee must submit a written disclosure statement to his or her supervisor.  In most cases, no further action will be required of the employee.  The act of disclosure reduces the opportunity for improper conduct, and allows the PHA staff and Board to satisfy themselves that no unfair influence actually occurred.

The following sections on contracts and gifts further explain some of the more common conflict of interest situations.

III.  PHA Contracts

When the PHA contracts with individuals or firms, PHA employees who are directly or indirectly involved in the contracting process must avoid the appearance of conflicts of interest such as those listed above.  In some cases, the appearance of a conflict of interest may prevent the PHA from contracting with a particular individual or firm.  This might occur if a PHA employee who has a direct financial interest in the other business is directly involved in awarding the contract. 

The following factors should be considered:

A. The extent of the employee's involvement in the business.  Part or sole owner, part-time employee, etc.?  Does the employee have a stake in the business personally, or only through a spouse, sibling, parent, child, or more remote relative?  If the employee is directly involved in the business or is closely related to a person who has a significant financial interest in the business, the appearance of a conflict of interest is greater and the facts must be disclosed.

B. The size of contract and the contract award process including but not limited to the following:  

Informal bid

Purchase order

Formal bid and award

Emergency award

Subcontracts

Consulting contracts (design, testing, services, etc.)

The more formal the bidding and award process, the less likely it is that an employee's interest in an outside firm could influence the award process.  Nevertheless, if a PHA employee who has any role in the contracting process has a close personal or family relationship with an individual who has a significant financial stake in the business, a conflict of interest could be found.  Such situations must be disclosed, and avoided, to the extent reasonably possible.

C. The relationship of the interested PHA employee to the PHA staff who award or administer related contracts.  Are they in the same department?  Does the interested employee supervise staff who award contracts or purchase orders?  If the employee with an apparent financial interest in the contract either supervises the employee who awards the contract or is closely involved in the process, the appearance of a conflict of interest is greater.  Disclosure is required, and the total circumstances might require the contract to go to another firm.

D. If a PHA employee transacts non-PHA business with an individual or firm which also contracts with the PHA, or which bids on PHA work, an appearance of a conflict may arise.  The potential conflict is that the employee, the contractor, or third parties may believe that the employee can or will exert improper influence over the PHA contracting process to gain some personal advantage in the non-PHA contract.  The factors listed above should be considered to determine whether it is proper for the employee to conduct non-PHA business with the contractor, and whether disclosure is required.  The PHA employee should explain to the contractor that no preferential treatment is expected or permitted.

E. To avoid the fact or appearance of a conflict of interest, a PHA employee cannot own or manage rental property which is assisted under the PHA’s Section 8 Housing Choice Voucher Program.

IV.  Disclosures

To protect the PHA and its employees, employees shall disclose any potential conflicts of interest at least annually, or when necessary as changes occur which require reporting, and at the time when a potential conflict arises or may arise.  Both the employee's own business relationships which create the conflict and those of immediate family members (at least spouse, domestic partner, parent, minor or adult child, sibling) must be disclosed.  The employee shall explain all relevant facts, in writing, to his or her supervisor, who shall report the matter to the department director.  Department directors shall inform the Executive Director when they find an employee's real or potential conflict of interest to be significant.

The completed disclosure forms shall be retained in the employee's personnel file.

V.  Gifts, Gratuities, And Other Financial Transactions

A. No PHA employee shall, by reason of his or her employment with the PHA, whether on behalf of the employee or a relative of the employee, solicit or receive any gift, gratuity, or loan of money or any other item with a monetary value from any person or entity, including an applicant or recipient of housing assistance, or a business which contracts with the PHA.  Employees are covered by the prohibition in State law against receiving anything of value from any person or entity with a direct financial interest in any decision the employee may make.  Minnesota Statutes Section 471.895 (1994 Laws, Chapter 377).

B. An employee shall not accept or exercise any form of access or control over a resident's financial affairs or other property, whether by power of attorney, joint ownership of accounts, or otherwise, except that when the resident is a relative of the employee and the employee provides the following, the employee may be excluded from this prohibition:

1. documentary proof of the relationship; and

2. a written explanation of the necessity for the employee to have access to or control over the resident's financial affairs.

Any employee whose relative accepts any form of access to or control over a resident's financial affairs, whether by power of attorney, joint ownership of accounts or other property, or otherwise, shall report the fact to the employee's supervisor or department director.

C. An employee shall not perform services for residents or others who do business with the PHA in exchange for payment of money or for items with monetary value.

These prohibitions apply to employees during both on-duty and off-duty hours.  

Any employee whose relative performs services for residents or others who do business with the PHA in exchange for payment of money or for items with monetary value shall report the fact to the employee's supervisor or department director.

D. PHA staff or commissioners whose positions allow or require air travel at Agency expense are not permitted to benefit personally from travel credits (such as “frequent flyer miles”) which may be awarded or available based on that travel.  When traveling by air, employees or commissioners must request that such travel credits not be issued.  If the credits are issued, the employee or commissioner must request that they be canceled.  If the credits cannot be canceled, they may only be used to reduce the cost of future travel on Agency business.  This provision applies to air travel after March 19, 1997.

VI.  Violations

Because of the importance to the PHA of avoiding conflicts of interest, an employee who violates this policy by failing to fully disclose a situation which presents a significant conflict of interest shall be subject to disciplinary action, possibly including termination of employment.

Regardless of disclosure, an employee who permits a conflict of interest to improperly influence his or her actions shall be subject to disciplinary action, possibly including termination.

An employee who believes that another employee has not adequately disclosed a significant conflict of interest must report the matter to his or her supervisor or department director.  Failure to do so may result in disciplinary action.

VII.  Administration Of Policy

The Executive Director shall issue appropriate forms and procedures to implement this policy.

CONFLICTS OF INTEREST ANNUAL REPORTING FORM

From:
Employee: ________________________
Title: _________________________


Department: ______________________

Location: ______________________

To:
Supervisor: _______________________
Date: _________________________


Department Director: _______________


(Initial and Send to Human Resources)

The Public Housing Agency expects its staff to maintain the highest standards of ethical conduct in order to ensure the public's confidence and respect.  The avoidance of employee misconduct and conflicts of interest, apparent or real, through the use of informed judgment and timely disclosures, is necessary in order to maintain this confidence and respect.

CONFLICTS OF INTEREST DISCLOSURE
I have read the PHA's Policy on Conflicts of Interest and am aware of my responsibility to report any potential or real conflict of interest.

Neither I nor my immediate family* have any financial interest which may violate the PHA Standards of Conduct, in any business which may contract with the PHA, or in any other matter, other than the following:   (If none, write NONE.)

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

Neither I nor my immediate family have accepted or exercised any form of access or control over a resident's financial affairs or other property, whether by power of attorney, joint ownership of accounts or otherwise, except when the resident is a relative, as disclosed below, other than the following:   (If none, write NONE.)

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

I will promptly notify my supervisor if I or any member of my immediate family acquire a financial interest in a business which may contract with the PHA, or if I become involved in any financial affairs or other property of any resident's, or I or an immediate family member become involved in any other transaction which may appear to be a conflict of interest.

*Immediate family includes at least spouse, domestic partner, child, parent, brother/sister.

______________________________________

____________________

Signature





Date Signed

COMPLETED FORMS WILL BE KEPT ON FILE IN THE HUMAN RESOURCES DEPARTMENT FOR AT LEAST 5 YEARS.

Board Approved Policy:

Donation Of Annual Vacation Leave
Approved:  July 16, 1997

Purpose:

To outline the conditions under which employees may donate vacation hours to another employee for use as sick leave.  This policy is not intended to cover an employee who is experiencing a normal pregnancy, has a common illness, has an illness or injury covered by short-term or long-term disability, or workers’ compensation.

Board Approved Policy:

A PHA employee may donate up to forty (40) hours of accrued vacation time each calendar year to a sick leave account for another PHA employee who needs additional paid sick leave because he or she has exhausted all paid leave and has a serious medical hardship or catastrophic illness or injury.  (See Personnel Policies for All Employees, Section I. Approved Leave)

Procedure:

1. The donor must execute a release document to grant the vacation time.  Once the authorization is processed, it is irrevocable.

2. The minimum donation from a donor is one (1) hour of vacation and the maximum donation is forty (40) hours of vacation time per calendar year.

3. Donated vacation time shall be transferred on an hour-for-hour basis irrespective of the salary of the donor or recipient, and will be transferred into sick leave hours available to the recipient.

4. The recipient must sign a form agreeing to accept donated hours.

5. The recipient must have exhausted all of their own accumulated vacation and sick leave time, floating holidays, and compensatory time before they can receive donated time.

6. An employee receiving worker’s compensation or short or long-term disability benefits is not eligible to receive donated time.

7. A completed Family/Medical Leave form, along with Medical Certification, must be submitted to Human Resources before donated time is transferred into the employees’ sick leave account.

8. The recipient will be responsible for all applicable taxes on the dollar value paid for the donated hours.

9. All requests to receive donated vacation hours, is subject to the approval of the Human Resources Officer.

AUTHORIZATION TO DONATE ACCRUED VACATION

	Please read the policy regarding donation of accrued vacation leave in the Personnel Policies for All Employees.

· You must donate at least 1 hour but not more than 40 hours

· Complete this form and return it to :
Human Resources







Central Administrative Offices

· If you have questions call Human Resources at 298-5664.




	Your Name
	Social Security #
	Department




I wish to donate _____ (1 - 40) hours of my accrued vacation leave to:

	Name
	Department




· This donation of vacation time is voluntary on my part.  

· This donation is irrevocable.

· I understand that it is contingent on the recipient agreeing to accept the donation.  

· This donation is subject to the provisions described in the PERSONNEL POLICIES FOR ALL EMPLOYEES, Section I.

(  I do want my donation (name and number of hours) disclosed to the recipient.

(  I do not want my donation disclosed to the recipient.

___________________________________________

__________________

Signature






Date

7/97

AGREEMENT TO RECEIVE DONATED LEAVE HOURS

I, ____________________________________, ________________________________


(Name)




(Social Security Number)

______________________________________


(Department)

____ agree to receive vacation hours donated by other employees     OR

____ choose not to accept the donation hours donated by other employees.

If I have accepted, these hours will be credited to my sick leave account according to the PERSONNEL POLICY FOR ALL EMPLOYEES.  I understand that I may use these hours as outlined in the Donation of Annual Vacation Leave procedures and Union Contract or S & C Policies.

I understand that based on the Policy, I am not permitted to receive donated sick leave if I should become eligible for long term disability benefits or am now receiving long/short term disability or workers’ compensation benefits.

The first day I was physically absent from work due to my illness/injury was ____________________, 20__.

_________________________________________
________________________


(Signature)





(Date)

For Human Resources Use Only

Family/Medical Leave form received ____

Medical Certification received _____

Approved: ______________________________________________
______________



(Human Resources Director)



(Date)

7/97

Board Approved Policy:

Driver Performance Standards Policy

Approved:  July 17, 1991

Effective Date:  October 1, 1991

1. Introduction

The adoption of this policy reflects ongoing concerns of the PHA in several areas.  First, Motor Vehicle Records (MVR) as maintained by the state reflecting individual motor vehicle violations have a direct effect on Agency vehicle insurance premiums.  Secondly, the Agency has a continuing interest in the safety and well-being of its employees.  Finally, the Agency has an obligation to protect its physical assets.  This policy is in addition to all other PHA policies and procedures that apply to employees such as the “Guide to Conduct”, “Personnel Policies for All Employees” and applicable labor agreements.

2. Driver Performance Standards

In consideration of the above concerns, this policy is intended to define minimum driver performance standards which must be met by all PHA employees who hold positions which require that they drive PHA vehicles.  The Agency requires the following of said PHA employees:

A. Possession of a valid driver’s license.

B. Prompt reporting of the following to the appropriate supervisor, i.e., no later than the next working day after:

1. Revocation or suspension of a driver’s license; 

2. On-the-job vehicle citations;

3. Accidents involving a PHA vehicle.

C. Accumulation of less than 10 points within the most recent 36 months.  The assignment of points for driving violations occurring either on or off the job as recorded by the State Department of Public Safety and for preventable accidents occurring on the job is explained below.

1. Type I Violations:  Five (5) points.  Alcohol and/or controlled chemical substances violations (such as driving while intoxicated, implied consent refused test, or open bottle), reckless driving, careless driving, unlicensed or uninsured driving, or use of vehicle during the commission of a felony.  No more than five (5) points shall be assigned per alcohol and/or drug-related incident, even if there are multiple alcohol and/or drug-related convictions arising from a single incident.

2. Type II Violations:  Three (3) points.  Leaving the scene of an accident, driving without a valid driver’s license in possession, or proof of insurance in possession.

3. Type III Violations:  Two (2) points.  All other violations, except for parking tickets and equipment violations.

4. Preventable On-the-Job Accidents:  One (1) point.  However, no points will be assigned if the accident occurs while the PHA driver’s vehicle is parked or if the PHA vehicle is plowing snow and there are no other violations.

3. Failure to Meet Standard

While individual circumstances surrounding a specific situation may vary, disciplinary / corrective measures will normally be applied using the following guidelines:

	Employee
	
	Agency

	A. Less than 5 points
	
	A. No action

	B. Five points
	
	B. Oral warning

	C. Six to nine points or failure to report
	
	C. Written warning; Counseling or training may be required

	D. Ten or more points or revocation or suspension of license
	
	D. Agency options are:

	
	
	1. Leave without pay up to 90 days

	
	
	2. Demotion or transfer if another position is available and employee is selected as best qualified for that position

	
	
	3. Termination of employment


4. Implementation

This policy shall apply to current employees in affected positions upon 30 days notice except that employees who have accumulated in excess of four (4) points as of the date of implementation shall have their point total reduced to four (4).  The policy shall apply without exception to new hires or transfers as of the date of implementation.

Board Approved Policy:

Drug-Free Workplace Policy

Approved:  March 1989

1. Statement of Purpose

The Public Housing Agency of the City of Saint Paul (PHA) adopts this policy to ensure that its offices, workplaces and other facilities are free of unlawful drug use.  The unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance (as defined in Section 102 of the Controlled Substances Action, 21 U.S.C. 802) is strictly prohibited anywhere in the PHA’s work locations.  This policy is intended to fully comply with the Drug-Free Workplace Act of 1988.  Modifications and amendments will be made to this policy if and when necessitated by the Drug-Free Workplace Act or regulations issued pursuant to the Act.

2. Employee Notification

In order to maintain a drug-free workplace, the PHA will provide all employees with the following written statement:

DRUG-FREE WORKPLACE STATEMENT TO EMPLOYEES

The Public Housing Agency of the City of Saint Paul will not tolerate the use of drugs (controlled substances as defined by in Section 102 of the Controlled Substances Act 21 U.S.C. 802) by its employees anywhere in its facilities.  The unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance is strictly prohibited in any of the PHA’s workplaces.  Any employee found to be in violation of this prohibition will be subject to discipline consistent with the PHA’s Guide to Conduct, up to and including termination of employment with the PHA.  Any employee who is convicted of violating a criminal drug statute in the workplace must notify the PHA not more than five (5) days after such conviction.

3. Employee Sanctions

Within thirty (30) days after an employee notifies the PHA of a conviction for violating a criminal drug statute in the workplace, the Executive Director will determine the appropriate personnel action, up to and including termination of employment with the PHA.  This action may also require satisfactory participation in a drug abuse assistance or rehabilitation program.

The decision to sanction or terminate the convicted employee remains within the discretion of the Executive Director.

4. Reporting of Violations 

Within ten (10) days after receiving actual notice of an employee’s conviction for violating a criminal drug statute in the workplace, the PHA will report said conviction to the U.S. Department of Housing and Urban Development.

5. Establishment of a Drug Awareness Program

The PHA will establish a drug-free awareness program to inform employees about the dangers of drug abuse in the workplace.  This program will explain to employees the PHA’s policy of maintaining a drug-free workplace and inform employees about the sanctions that will be imposed for violating this policy.  The program will also notify employees of any available drug counseling, rehabilitation and employee assistance programs.

Board Approved Policy:

Employee Career Development Plan

Approved:  August 16, 1989

Amended:  October 20, 1993

Mission Statement

To maximize opportunities for all employees' professional and personal growth consistent with the PHA's organizational needs.

Goals

· To establish an employee career development plan that promotes equal access to developmental opportunities for all PHA employees;

· To facilitate career development at all levels in the Agency and to assist employees in preparing for future promotional opportunities including supervisory and management positions;

· To recognize individual and group employee contributions and achievements;

· To improve performance by enhancing specific or technical job skills;

· To create an atmosphere that promotes the retention of employees;

· To enable employees to adapt to changes in the workplace resulting from technological advancement, changing public needs, new job responsibilities or promotional opportunities;

· To enhance an employee's current job.

Components

The following is a list of the basic components that are a part of the employee career development plan.

Component 
I.
Training

Component 
II.
Employee Career Counseling

Component 
III.
Program/Course Attendance

Component 
IV.
Policy Review

Component V.
Employee Recognition/Reward

Component I:  Training

Agency-Wide Training

Supervisory Training:  Provide at least one seminar every year for supervisory personnel on topical subjects such as customer service, performance evaluation, interviewing skills, employee motivation, teamwork, goal setting, communication skills and employee development.

Sexual Harassment Prevention Training:  As a part of the individual orientation, review the policy and complaint procedure with new employees.  Present a basic level session annually for all employees hired during the year.  Every two years conduct a session for all employees. (Alternate with Equal Employment Opportunity/Affirmative Action Program training.)

Equal Employment Opportunity/Affirmative Action Program Training:  Review the policy and complaint procedure with new employees during the individual orientation.  Once every two years provide a training program for all employees covering:  (1)  the PHA's equal employment opportunity/affirmative action commitment, policies, and plan and (2)  sensitivity to people of another sex, race, religion, etc.  After the initial training sessions, provide a program to all employees once every two years.  (Alternate with sexual harassment prevention training.)

Basic Reading And Writing Skills Training:  Provide employees with a list of community resources available to assist with improving reading and/or writing and oral communication skills.  Allow employees paid agency time for skill assessment and counseling regarding community resources available.
Live Life Better Program:  Educational programs will be presented to employees dealing with ways they can improve their health and add years to their lives.  Educational materials and lectures will be made available to employees.

New Employee Group Orientation:  New employees will participate in a group orientation which will be held at least twice a year.  It will include information on the PHA organizational structure and departmental functions, policies, benefits, sexual harassment prevention, Equal Employment Opportunity/Affirmative Action Program, drug awareness policy, and sensitivity in dealing with residents.
New Supervisor Training
Internal.  Within the first two months of becoming a supervisor, the employee will receive an in-service orientation on Agency policies, labor agreements, benefits, sexual harassment prevention, Equal Employment Opportunity/Affirmative Action Program, resident sensitivity, the PHA organizational structure and department functions, drug awareness policy, interviewing skills and tips, performance appraisal and rating techniques, and proper discipline procedures.

External.  Within the first six months of hire or promotion into a supervisory position, supervisors will attend a program presented by an outside vendor which will cover basic supervisory and management skills.

Drug Awareness Training:  The Drug-Free Workplace Policy and services available through the Employee Assistance Program will be reviewed with all new employees and staff who have been promoted into supervisory positions.  General information on addiction and chemical dependency will be given in the wellness newsletter or by Employee Assistance Program counselors, if contacted.

Departmental Training:  Department Directors will be responsible for developing any specialized or technical training plans that address the departmental goals, as well as related individual needs.  Departments could use the performance evaluation sessions as one source for identifying individual employee or work unit training needs.  In addition, supervisors and employees will be asked to provide input to departmental needs.  It may be possible to develop in-service departmental training programs in areas designed to assist the skill development and promotability of employees.  Also, the use of in-service video training tracts may be appropriate at the departmental training level.

Various departments will continue to provide training sessions to appropriate staff on sensitivity to residents who have special needs, different cultural backgrounds, a primary language other than English, or a disability, or who may be of a different race, income or educational level.  This includes continuing the Maintenance Work Order Resident Satisfaction Survey and quarterly sensitivity training for Resident Services staff that are currently in place.

The coordination and review functions for the departmental training will be in Human Resources.  Progress on implementing departmental training plans will be monitored by the Executive Director as part of each Department Director's performance evaluation.

Individual Training Plan:  Individual training plans will be developed for those individuals seeking growth in their present career, career advancement or a change in their careers.  It will not be necessary for every employee to have a training plan.  Employees who are interested in participating in a career development program will be asked to prepare a career plan.  The employee may wish to involve the supervisor, and/or Department head and/or Human Resources.  Career plans will provide information on the employee's career goal, the time needed to complete the career plan, any special needs requested from the PHA, the estimated cost of the program and the benefit the PHA will receive from the employee's participation in the program.

Component II:  Employee Career Counseling

· Develop lists of jobs by pay grade in various job groupings (e.g. clerical, technical) and provide to employees.

· Make available to employee in-house promotional planning through the department supervisor, Department Head and/or Human Resources.  Services may include a review of job descriptions for requirements for advancement, advice on logical job movement in employees' department or job category and help to arrange informational interviews.  May also include some limited out placement advice or service depending upon the employee's interests and needs.

· Provide information to employees concerning outside career counseling programs.  The employee would attend on personal time.

Component III:  Program/Course Attendance

· Tuition Reimbursement.  Continue the Agency's current tuition reimbursement program.

· Supervisors should encourage employees to participate in programs/courses that may improve the employee's skills and better their chances for future promotions.  Encouragement should include, where possible and where it does not unduly interfere with the job, supervisors' willingness to allow employees some flexibility to attend programs or courses during normal work hours (on the employee's personal time).

Component IV:  Policy Review

· Review policies and practices to eliminate unnecessary barriers to the movement of qualified employees from job to job or department to department.  Of particular importance is the policy dealing with compensation when moving from one job to another either within a department or moving across departmental lines.

· Continue to review qualifications for all class specifications to ensure they are relevant and the minimum necessary to perform the job upon entry.  Continue to review promotional qualifications to allow internal candidates the opportunity to compete successfully for higher level jobs.

Component V:  Employee Recognition/Reward

Continue the Agency's recognition and reward program.  This consists of two aspects:

Informal Recognition.  The PHA promotes informal recognition of employees' efforts throughout the Agency by highlighting staff accomplishments in PHA publications and by encouraging supervisors to consistently acknowledge their employees' efforts in both tangible and intangible ways.  Depending upon funding availability, supervisors may use up to $15 per employee per fiscal year to recognize outstanding employee or group achievements.

Formal Recognition.

Length of Service Awards.  The Agency has a formal system to recognize employees with five years of service with a certificate and employees with ten, fifteen, twenty, twenty-five, and thirty years of service with a certificate and a gift certificate.  All the anniversaries are also mentioned in the Agency monthly newsletter.  In addition, individual work units or departments may also hold their own recognition ceremonies for long term employees.

Achievement Awards.  Employees nominate others throughout the year for achievement awards.  An employee review committee reviews the nominations and selects the winner(s) in each category.  The achievement awards are presented during a formal agency-wide ceremony which is held annually and which also recognizes length of service award recipients.

Retirement Program.  The Agency will develop a plan to formally recognize employees who retire.

Implementation And On-Going Activities

The ECDP Employee Advisory Committee will continue to provide feedback, recommend changes and work with senior staff on the ongoing implementation of this plan.  It will meet as needed.  This committee will continue to include members of the bargaining groups as well as supervisory and confidential employees.

Board Approved Policy:

Family And Medical Leave Policy

Approved: January 19, 1994  

Last Amended:  March 28, 2007

1.
Family And Medical Leave

In accordance with the Federal Family and Medical Leave Act of 1993, the PHA will grant job protected unpaid family and medical leave to eligible male or female employees for up to 12 weeks per 12-month period for any one or more of the following reasons:

A.
The birth of a child* and in order to care for such child or the placement of a child with the employee for adoption or foster care (leave for this reason must be taken within the 12-month period following the child's birth or placement with the employee); or

B.
In order to care for an immediate family member (spouse, child, or parent) of the employee if such immediate family member has a serious health condition; or

C.
The employee's own serious health condition that makes the employee unable to perform the functions of his/her position.

*Note:  Parental Leave.  An employee requesting parental leave may be entitled to additional benefits stated in the Personnel Policy for All Employees, Section I, Parental Leave, as well as in the parental leave section of in the various labor agreements.

2. Other Leave

In addition to 1.B. above, the PHA will grant job protected unpaid leave to eligible employees for up to 12 weeks per 12-month period to care for a domestic partner with a serious health condition.  The amount of this leave shall be reduced by the amount of FMLA leave taken by the employee during the previous 12 months.

3.  Definitions

A.
"12-Month Period" - means a rolling 12-month period measured backwards from the date leave is taken and continuous with each additional leave day taken.

B.
"Spouse" – one legally married to a PHA employee.  If both spouses work for the Public Housing Agency their total leave in any 12-month period may be limited to an aggregate of 12 weeks if the leave is taken for either the birth or placement for adoption or foster care of a child or to care for a sick parent.

C.
“Domestic Partner” – a person unrelated to a PHA employee who resides with the employee and with whom the employee shares a personal relationship.
D.
"Child" - means a child either under 18 years of age, or 18 years of age or older who is incapable of self-care because of a mental or physical disability.  An employee's "child" is one for whom the employee has actual day-to-day responsibility for care and includes a biological, adopted, foster or step-child.

E.
"Serious Health Condition" - means an illness, injury, impairment, or a physical or mental condition that involves:

1.
Inpatient care; or

2.
Any period of incapacity requiring absence from work for more than three calendar days AND that involves continuing treatment by a health care provider;

3.
Continuing treatment by a health care provider for a chronic or long-term health condition that is incurable or which, if left untreated, would likely result in a period of incapacity of more than three calendar days; or

4.
Prenatal care by a health care provider.

F.
"Continuing Treatment" - means:

1.
Two or more visits to a health care provider; or

2.
Two or more treatments by a health care practitioner on referral from, or under the direction of, a health care provider; or

3.
A single visit to a health care provider that results in a regimen of continuing treatment; or

4.
In the case of a serious, long-term or chronic condition or disability that cannot be cured, being under the continuing supervision of, but not necessarily being actively treated by, a health care provider.

4.  Coverage And Eligibility

A.
To be eligible for family/medical leave an employee must:

1.
Have been employed by the Public Housing Agency for at least 12 months; and

2.
Have worked at least 1250 hours over the previous 12 month period.

5.  Intermittent Or Reduced Leave

A.
An employee may take leave intermittently (a few days or a few hours at a time) or on a reduced leave schedule to care for an immediate family member with a serious health condition or because of a serious health condition of the employee when "medically necessary."

1.
"Medically necessary" means there must be a medical need for the leave and that the leave can best be accomplished through an intermittent or reduced leave schedule.

2.
The employee may be required to transfer temporarily to a position with equivalent pay and benefits that better accommodates recurring periods of leave when the leave is planned to allow for scheduled medical treatment.

B.
An employee may take leave intermittently or on a reduced leave schedule for birth or placement for adoption or foster care of a child (subject to "Statement of Policy - A").

C.
For part-time employees and those who work variable hours, the family and medical leave entitlement is calculated on a pro rata basis.  A weekly average of the hours worked over the 12 weeks prior to the beginning of the leave will be used for calculating the employee's normal workweek.

6.  Substitution Of Paid Vacation And Sick Time

A.
An employee will be required to use all appropriate accrued sick and/or vacation time for any part of a family/medical leave taken for any reason.

B.
When an employee has used all appropriate accrued paid sick and/or vacation time for the family/medical leave, the employee may request an additional period of unpaid leave to be granted so that the total of paid and unpaid leave provided equals 12 weeks.

7.  Notice Requirement

A.
An employee is required to give 30 days notice in the event of a foreseeable leave.  A "Request for Family/Medical Leave" form should be completed by the employee and returned to the supervisor.  In unexpected or unforeseeable situations, an employee should provide as much notice as is practicable, usually verbal notice within one or two business days of when the need for leave becomes known, followed by a completed "Request for Family/Medical Leave" form.

B.
If an employee fails to give 30 days notice for a foreseeable leave with no reasonable explanation for the delay, the leave will be denied until 30 days after the employee provides proper notice.

8.  Medical Certification

A.
For leaves taken because of the employee's or a covered family member's serious health condition, the employee must submit a completed "Physician or Practitioner Certification" form and return the certification to the supervisor.  Medical certification must be provided by the employee within 15 days after requested, or as soon as is reasonably possible.

B.
The Public Housing Agency may require a second or third opinion (at its own expense), periodic reports on the employee's status and intent to return to work, and a fitness-for-duty report to return to work.

C.
All documentation related to the employee's or family member's medical condition will be held in strict confidence and maintained in the employee's medical records file.

9.  Effect On Benefits

A.
An employee granted a leave under this policy will continue to be covered under the PHA's insurance plan, under the same conditions as coverage would have been provided if the employee had been continuously employed during the leave period.

B.
Employee contributions will be required to be made either through payroll deduction or by direct payment to the PHA.  The employee will be advised in writing at the beginning of the leave period as to the amount and method of payment.  Employee contribution amounts are subject to any change in rates that occurs while the employee is on leave.

C.
If an employee's contribution is more than 30 days late, the Public Housing Agency may terminate the employee's insurance coverage.

D.
If the employee fails to return from unpaid family/medical leave for reasons other than (1) the continuation of a serious health condition of the employee or a covered family member or (2) circumstances beyond the employee's control (certification required within 30 days of failure to return for either reason), the Public Housing Agency will seek reimbursement from the employee for the portion of the premiums paid by the Public Housing Agency on behalf of that employee (also known as the employer contribution) during the period of leave.

E.
An employee is not entitled to seniority or benefit accrual during periods of unpaid leave but will not lose what has accrued prior to the leave.

10.  Job Protection

A.
If the employee returns to work within 12 weeks following a family/medical leave, he/she will be reinstated to his/her former position or an equivalent position with equivalent pay, benefits, status and authority.

B.
The employee's restoration rights are the same as they would have been had the employee not been on leave.  Consequently, if the employee's position would have been eliminated or employment would have been terminated but for the leave, the employee would not have the right to be reinstated upon return from leave.

C.
If the employee fails to return within 12 weeks following a family/medical leave, the employee will be reinstated to his/her same or similar position only if available, in accordance with applicable laws, PHA policies, or Union contract.  If the employee's same or similar position is not available, the employee may be terminated.

FAMILY/MEDICAL LEAVE

Employee Name:  __________________________________   Date of Request: 

Department:  _____________________________________    Position Title: 

Location:  _______________________________________     Hire Date: 

I request a Family/Medical Leave for the following reason  (check one):

____  A.
The birth of a child and in order to care for such child or the placement of a child for adoption or foster care.

____  B.
In order to care for an immediate family member if such family member has a serious health condition.  Circle one:  CHILD  -  SPOUSE  -  PARENT  - DOMESTIC PARTNER  (Must submit a "Medical Certification" within 15 days.)
____  C.
My own serious health condition that makes me unable to perform the functions of my position.  (Must submit "Medical Certification" within 15 days.)
Method of Leave Requested

____  A.
Consecutive Leave

____  B.
Work a reduced work schedule of:
________ hours per workday OR







________ hours per workweek.

____  C.
Work a reduced schedule during which time I request intermittent (occasional) absences.

Date leave is to begin:  ______________________  Expected duration of leave: 

In accordance with the PHA's current paid and unpaid leave of absence policies and procedures as provided in the applicable labor agreements and S & C Policies, I would like the following leave to be applied to the dates I have indicated above:

Paid sick leave:


_______
Paid vacation leave:
_______

The following time may also be used (at the employee's option):

Paid compensatory leave:
_______
Paid floating holiday(s)
_______

If the duration of my family/medical leave (total of paid and unpaid time) does not exceed 12 weeks, I will be returned to my same or equivalent position.  I understand that if my family/medical leave should exceed 12 weeks I will be returned to my same or similar position, only if available, in accordance with applicable laws, union contract and/or the PHA's "Personnel Policy for All Employees".  If my same or similar position is not available, I understand that I may be terminated.

__________________________________________ 

________________

Employee Signature






Date

DEPARTMENT USE ONLY

Authorized by:  _______________________________           




Supervisor




Department Director


Date:  __________________



Date:  __________________

Certification of Health Care Provider

(Family Medical Leave Act of 1993)

	Employee’s name


	Patient’s name (if different from employee)

	Page 4 describes what is meant by a “a serious health condition” under the Family and Medical leave Act.  Does the patient’s condition1 qualify under any of the categories described here?  If so, please check the applicable category.


1.___   2.___   3.___   4.___   5.___   6.___   or       None of the Above_____



	I’m applying for Family Medical leave because of:

____ My own serious health condition (Health Care Provider-complete Part A only)

or

____ In order to care for an immediate family member if such family member has a serious health condition

(Employee – complete Part B1 only)

(Health Care Provider – complete Part B2 only)

	Part A – Employees’ own health condition

	Describe the medical facts which support your certification, including a brief statement as to how the medical facts meet the criteria of one of the categories in #3.

State the approximate date the condition commenced, and the probable duration of the condition (and also the probable duration of the patient’s present incapacity2 if different).

Will it be necessary for the employee to take work only intermittently or to work on a less than full schedule as a result of the condition (including for treatment described in Item 6 below)?  

If yes, give the probable duration:

If the condition is a chronic condition or pregnancy, state whether the patient is presently incapacitated2 and the like duration and frequency of episodes of incapacity2.




1Here and elsewhere on this form, the information sought relates only to the condition for which the employee is taking    

  FMLA leave.

2“Incapacity”, for purpose of FMLA, is defined to mean inability to work, attend school or perform other regular daily 

  activities due to the serious health condition, treatment therefore, or recovery there from.

	If additional treatments will be required for the condition, provide an estimate of the probable number of such treatments.

If the patient will be absent from work or other daily activities because of treatment on an intermittent or part-time basis, also provide an estimate of the probable number and interval between such treatments, actual or estimated dates of treatment if known, and period required for recovery if any.

If any of these treatments will be provided by another provider of health services (e.g., physical therapist), please state the nature of the treatments.

If a regimen of continuing treatment by the patient is required under your supervision, provide a general description of such regimen (e.g., prescription drugs, physical therapy requiring special equipment).

If medical leave is required for the employee’s absence from work because of the employee’s own condition (including absences due to pregnancy or a chronic condition), is the employee unable to perform work of any kind? 

If able to perform some work, is the employee unable to perform any one or more of the essential functions of the employee’s job? (the employee or the employer should supply you with information about the essential job functions)

If yes, please list the essential functions the employee is unable to perform.

Is it necessary for the employee to be absent from work for treatment? 




	Part B1 – Immediate family members’ health condition

To be completed by the employee needing family leave to care for a family member:

	State the care you will provide and an estimate of the period during which care will be provided, including a schedule if leave is to be taken intermittently or if it will be necessary for you to work less than a full schedule.

_________________________________

_______________

Employee Signature




Date


	Part B2 Immediate family members’ health condition

To be completed by the health care provider:

	If leave is required to care for a family member of the employee with a serious health condition, does the patient require assistance for basic medical or personal needs or safety, or for transportation?

If no, would the employee’s presence to provide psychological comfort be beneficial to the patient or assist in the patient’s recovery?

If the patient will need care only intermittently or on a part-time basis, please indicate the probable duration of this need.




HEALTH CARE PROVIDER: PLEASE PRINT OR TYPE

Signature of Health Care Provider



Type of Practice

Address






Telephone Number









Date

PLEASE RETURN FORM TO:

Public Housing Agency

Attn:  Human Resources 

555 N. Wabasha St., Suite 400

St. Paul, MN  55102

Phone:  651-298-5664
Fax:  651-228-3139











Revised 12/06

“Serious Health Conditions”

A “Serious Health Condition” means an illness, injury, impairment, or physical or medical condition that involves one of the following:

1.
Hospital Care
Inpatient Care (i.e., an overnight stay) in a hospital, hospice or residential medical care facility, including any period of incapacity1 or subsequent treatment in connection with or consequent to such inpatient care. 

2.
Absence Plus Treatment
(1) A period of incapacity1 of more than three consecutive calendar days (including any subsequent treatment or period of incapacity1 or subsequent treatment in connection with or consequent to such inpatient care.)

(a) Treatment2 two or more times by a health care provider, by a nurse or physician’s assistant under direct supervision of a health care provider, or by a provider of health care services (e.g., physical therapist) under orders of , or on referral, by a health care provider; or

(b) Treatment by a health care provider on at least one occasion which results in a regimen of continuing treatment3 under the supervision of the health care provider.

3.
Pregnancy

Any period of incapacity due to pregnancy, or for prenatal care.


4.
Chronic Conditions Requiring Treatments

A chronic condition which:

(1) Requires periodic visits for treatment by a health care provider, or by a nurse or physician’s assistant under direct supervision of a health care provider;

(2) Continues over an extended period of time (including recurring episodes of a single underlying condition); and 

(3) May cause episodic rather than a continuing period of incapacity (e.g., asthma, 

diabetes, epilepsy, etc.)

5.
Permanent/Long-Term Conditions Requiring Supervision
A period of incapacity, which is permanent or long-term due to a condition for which treatment may not be effective.  The employee or family member must be under the continuing supervision or, but need not be, receiving active treatment by a health care provider.  Examples include Alzheimer’s, a severe stroke, or the terminal stages of a disease.

_______________

1“Incapacity”, for purpose of FMLA, is defined to mean inability to work, attend school or perform other regular daily activities due to the serious health condition, treatment therefore, or recovery there from.

2Treatment includes examinations to determine if a serious health condition exists and evaluations of the condition.  Treatment does not include routine physical examinations, eye examinations, or dental examinations.

3A regimen of continuing treatment includes, for example, a course of prescription medication (e.g., an antibiotic) or therapy requiring special equipment to resolve or alleviate the health condition.  A regimen of treatment does not include the taking of over-the-counter medications such as aspirin, antihistamines, or salves; or bed-rest, drinking fluids, exercise and other similar activities that can be initiated without a visit to a health care provider.

Board Approved Policy:

Smoking / No Smoking Policy

Approved:  August 21, 1991

Revised:  March 22, 2000

This policy provides employees and members of the public with a smoke-free workplace.

The success of this policy will depend upon the consideration and cooperation of smokers and non-smokers.

Space owned by the PHA and leased by another entity is subject to the rules promulgated by the leasing entity and/or rules negotiated between the PHA and the leasing entity.

Policy:  

This policy regulates smoking in all PHA owned or rented workplace facilities and vehicles used for work.  For the purposes of this policy, smoking includes the carrying of a lighted cigarette, cigar, or pipe.

Employees are only allowed to smoke in public “outdoor” areas such as outside PHA buildings.
Smoking is not allowed in any PHA vehicle or vacant unit. 

(These restrictions apply to PHA owned or rented workplaces and are not intended to govern or supersede the policies of other buildings where employees may be for meetings or other job-related activities.)

Enforcement:

All PHA employees are expected to comply with this policy.  Failure to comply with this policy or harassment of other employees as a direct result of this policy will result in disciplinary action as outlined in the applicable personnel policy and bargaining agreement.

Smoking Cessation Program Attendance:

Any PHA employee will be reimbursed up to a maximum of $100 per program to cover or defray cost for attendance at a smoking cessation program.

Board Approved Policy:

Computer Use Policy 

Approved:  December 15, 1999

The purpose of this policy is to provide a framework for the use of information and information technology at the PHA.  The PHA provides access to computers, software and the Internet, at significant expense, to employees and sometimes to other persons (for example, residents and contractors) to enhance their job performance or productivity on PHA business.  Thus, users are expected to use these tools primarily for business-related purposes.  Limited and reasonable use of these tools for occasional personal purposes, which does not result in additional costs or loss of time or resources, is permitted.

Applicability
This policy applies to anyone with access to any PHA computer or computer system, including PHA employees, contractors, consultants, volunteers, agents or any other persons who have gained or are given access to the PHA computer system.  An employee who violates this policy shall be subject to disciplinary action, possibly including termination of employment.

Computer users are expected to abide by all federal, state and local laws and regulations, including but not limited to those related to workplace behavior, data privacy, copyrights, etc.  Use of PHA resources for illegal activity is grounds for immediate termination of employment; and the PHA will cooperate with law enforcement efforts.
Privacy
The PHA owns the computers and all data stored on them.  Employees may maintain shared and personal data on the network, but anything stored on PHA equipment is considered property of the PHA.  

The PHA has software and systems in place to monitor and record usage of computers, e-mail and Internet.  Users should be aware that the PHA’s security systems are capable of recording each website visit, each chat room, news group or e-mail message, and each file transfer into and out of the PHA’s internal networks, and the PHA reserves the right to do so at any time.  Additionally, when a message is erased, it is still possible to retrieve and read the message.  The use of passwords for security does not guarantee confidentiality.  Messages can also be subject to discovery in a lawsuit or investigation.  No user should have any expectation of privacy as to his or her computer (including Internet) usage.

Monitoring computer, Internet and e-mail use will be conducted only as needed by those supervisory or confidential staff who have a “need to know” and who are authorized to do so by the Executive Director or his or her designee. 

It is a violation of this policy for any user to examine, view, read, change or use another person’s e-mail inbox, e-mail outbox, output or user name without explicit authorization.  

E-Mail
The capacity of the PHA e-mail system is limited.  E-mail that has been read should be routinely deleted.  Occasional personal use of e-mail is permitted, but such messages are subject to the same policies, procedures and legal considerations that apply to business-related e-mail.  Messages sent to all PHA employees should be only business-related and relevant to all employees.

All persons should be aware that e-mail is no more secure than the current physical interoffice and intraoffice mail system and could be subject to review and use by persons (both employed by the PHA and not) whose interests are or may be adverse to those of the PHA, its employees, officers and agents.  Use of e-mail to send messages intended to be confidential or which are otherwise sensitive is strongly discouraged.

Note that personal attachments such as graphics files, screensavers and games received through Internet e-mail can interfere with computer functions and may contain viruses.  Non-work related attachments may not be run on PHA computers.

E-mail, like all other data stored on PHA equipment, is the property of the PHA.  Users should be aware that the PHA reserves the right to handle e-mail in any manner described in the Privacy paragraph above.  

Internet
When the PHA gives employees or others access to the Internet, users are expected to use it primarily for business-related purposes.  Downloading software and detailed graphical images can slow access for all users and should be avoided except where relevant to PHA activities.  Unnecessary Internet usage (“surfing”) also takes away from work time, consumes supplies, and ties up printers and other shared resources.

Users are prohibited from using PHA resources to access, upload, download, distribute, receive or transmit inappropriate items, such as pornographic, obscene, abusive, or sexually explicit language or material.

Internet forums, news groups and e-mail give each individual user an immense and unprecedented reach to communicate with other agencies and individuals.  Thus, special care must be taken to maintain the accuracy, clarity, consistency and integrity of communications made “by the PHA” through the Internet.  This includes communications on the Internet for non-business purposes, since any message generated from within the PHA could be interpreted as representing the PHA.

Passwords
A password is a security tool similar to a key or a bankcard and should not be shared, displayed, or made easily available to unauthorized persons.  Passwords provide authorized access and a record of that access.  MIS may require password changes to help insure network security.

Prohibited Uses
All existing PHA policies apply to the use of PHA computer equipment, software, supplies or data, as well as conduct on the Internet.  This includes but is not limited to policies and guidelines on data practices (data privacy) and confidentiality; security of persons, property and information; sexual harassment and misuse of PHA resources.  Any use for private gain or commercial, political, or religious purposes is prohibited.  Other prohibited uses are described under the E-Mail section above.

Data Practices
In order to insure that the network is regularly available, maintain network integrity, and prevent unauthorized disclosure of nonpublic data on individuals and other private data, employees are expected to use proper security procedures such as passwords, logouts, locking secured areas, etc.  Users should follow reasonable safeguards to prevent unauthorized access to such nonpublic data in all forms, whether stored in electronic formats, displayed visually, printed, or transmitted by e-mail or otherwise.

Viruses
Employees are responsible for scanning files created outside the agency for viruses before such files are used on PHA equipment.  Questions concerning virus protection should be directed to the MIS hotline.

Non-standard Software
MIS and management define PHA software standards.  MIS must approve non-standard software before installation on PHA equipment.  That approval may include a virus scan, consideration of the business purpose of the software and the capacity of PHA equipment.

Licensing  

In order to ensure compliance with copyright laws, licenses for software installed on PHA equipment will be maintained by MIS staff.  All software installations must be carried out by, or with the approval of, MIS staff.  Copying or installing of software beyond license limitations is prohibited.

Software: Home Use
Certain software may be made available for home use with the approval of the employee’s supervisor and MIS staff when the relevant license allows.  Note that PHA licenses for Word, Excel, PowerPoint, Access, and Windows 98 do NOT permit installation on a home PC.

Hardware
Transfer of computer equipment (including moving from one workstation to another) must be approved by MIS staff in order to maintain an effective use of equipment.

Disposition of computer equipment will be handled or authorized by MIS in accordance with federal, HUD, and agency regulations.

Policies Prohibiting Discrimination and Harassment

Board Approved Policy:
Equal Opportunity /Affirmative Action/

Fair Housing (EO/AA/FH) Policy 

Approved:  January 25, 2006

The Public Housing Agency of the City of Saint Paul (PHA) recognizes the essential right of all persons to be treated equally and with dignity and respect.  The PHA will not discriminate against or condone harassment because of race, creed, religion, color, gender, sexual or affectional orientation, national or ethnic origin or ancestry, age, the presence or perception of any physical, mental or sensory disability, use of a trained guide dog or service animal, marital status, citizenship status, familial status or status with regard to public assistance.  The PHA will strive to ensure that all of its employment, housing and business practices are free from discrimination based on these protected status factors.  

Through this policy statement the PHA affirms its commitment to provide equal opportunity and fairness to all employees, applicants for employment, residents, Section 8 Housing Choice Voucher Program (HCV) participants, applicants for public housing and Section 8 HCV, vendors and contractors in accordance with all applicable EO/AA/FH laws, directives and regulations of federal, state and local governing bodies and related agencies.

Employees and Applicants for Employment.  The PHA acknowledges the right of all employees and applicants for employment to be treated fairly and equally, based on merit and ability, and free from discrimination including, but not limited to, the following employment practices:

recruitment


hiring

training



compensation

promotion


demotion

transfer



layoff

disciplinary action

termination

rates of pay 


other forms of compensation

The PHA's commitment to a diversified work force is exemplified by the active recruitment of all individuals including women, minorities, persons with disabilities and residents of public housing.   In addition, the PHA evaluates the performance of its management and supervisory personnel on their efforts in achieving  its EO/AA objectives, and this factor is included in their performance appraisals.  Any PHA employee who does not comply with PHA’s EO/AA/FH Policy and the Discrimination and Harassment Policy and Procedures will be subject to disciplinary action.

Residents and Applicants for Public Housing.  The PHA acknowledges the right of all PHA residents, Section 8 HCV participants, applicants for public housing and Section 8 HCV to be treated fairly and equally and free from discrimination including, but not limited to, the following housing practices:  

right to apply


application process

waiting list placement

referrals to housing/rental programs

lease agreements

treatment 

corrective actions

lease terminations 

the appeals process

Business Vendors, Contractors and Bidders.  The PHA acknowledges the right of all businesses vendors, contractors and bidders, business owners, managers and employees, to be treated fairly and equally, based on merit and ability, and free from discrimination based on the protected status factors listed above including, but not limited to, the following business practices:

bidding process


award of contracts

terms of contracts 

treatment of business owners and employees

procurement process

dispute resolution 

Affirmative Action.  The PHA takes affirmative action, consistent with sound policies and applicable law, to ensure that business enterprises owned and controlled by minorities (MBE), women (WBE), and/or persons with disabilities (DBE) are afforded a maximum feasible opportunity to do business with the PHA.  The PHA maintains the following goals for contract awards or purchases:

Modernization funds

20% MBE

10% W/DBE

Operating funds


10% MBE

  5% W/DBE

Development funds

10% MBE

  5% W/DBE

The PHA's commitment to a equal opportunity and affirmative action in its business contracts is exemplified by the following requirements for all business contracts:

· PHA contractors, suppliers and vendors not discriminate against their employees, applicants for employment and any business organization.  

· A nondiscrimination clause be written into all formal contracts  

· Rules and regulations related to affirmative action are to be incorporated as required by federal law and the implementing regulations  

· Any contractor not complying with all applicable equal employment opportunity/ affirmative action laws, directives and regulations of the federal, state and local governing bodies or agencies thereof, will be subject to appropriate legal sanctions.  

· A PHA contractor’s failure to make good faith efforts toward achieving stated work force and/or subcontracting goals on previous PHA contracts may be considered in determining whether the contractor is a responsible contractor/bidder on future contracts.  

· If the PHA becomes aware of violations of the regulations of the Office of Federal Contract Compliance Programs (OFCCP), U.S. Department of Labor; Executive Order 11246, Equal Employment Opportunity; or the Civil Rights Act of 1964; a report will be made to HUD and the local OFCCP.

The PHA will commit the necessary time and resources to strive to achieve the goals of equal employment opportunity and affirmative action.  The PHA has established an Equal Opportunity and Diversity Department (EOD).  The EOD Director and staff develop and manage the equal employment opportunity and affirmative action (EO/AA) program. EOD responsibilities include monitoring all employment activities, reviewing and approving all hiring and employment actions, and investigating and resolving complaints of discrimination and harassment, preparing and developing the PHA’s Affirmative Action Plan (AAP), reporting the effectiveness of the AAP, as required by federal, state and local agencies.  

The PHA’s Executive Director will receive and review reports on the progress of the EO/AA program and will provide an annual report to the Board of Commissioners.    

Contact Information.  Any PHA employee or applicant for employment who believes he/she has been discriminated against, should contact the EOD Director at 651-292-6176.

Any PHA resident who believes he/she has been discriminated against, should contact their Housing Manager.  If the Housing Manager is the cause of the complaint, residents should contact the Principal Manager, who is the supervisor for all Housing Management staff.  Principal Managers can be reached at 651-292-4263 for hi-rises, and 651-292-4929 for family units.  

Any applicant for public housing who believes he/she has been discriminated against, should contact the Rental Administrator at 651-298-5111.

Any Section 8 HCV participant or applicant for Section 8 HCV programs who believes he/she has been discriminated against, should contact the Section 8 Programs Manager, who can be reached at (651) 298-5079 or the Assistant Section 8 Programs Manager, who can be reached at (651) 298-5080.
Any vendor, contractor or bidder, who believes he/she has been discriminated against, should contact the PHA Maintenance Contracts Manager at 651-292-6092.

Board Approved Policy:
Discrimination And Harassment Prevention Policy

Approved:  January 25, 2006

Purpose

This policy sets forth the Public Housing Agency of the City of Saint Paul’s (PHA) commitment to maintaining a workplace and residential housing environment free from all forms of discrimination and harassment, including discriminatory harassment and sexual harassment.  This policy applies to all PHA facilities, operations and programs; to all PHA staff; all residents of public housing and participants in the Section 8 housing choice voucher program; and all persons using or providing PHA services. When the PHA becomes aware of an incident of discrimination or harassment, it will take appropriate action.

Discrimination Prohibited

This policy prohibits discrimination against any employee or resident based on race, creed, religion, color, gender, sexual or affectional orientation, national or ethnic origin or ancestry, age, the presence or perception of any physical, mental or sensory disability, use of a trained guide dog or service animal, marital status, citizenship status, familial status or status with regard to public assistance.  

Discrimination is the unequal and illegal treatment or denial of normal privileges to persons because of the person’s protected status according to one of the factors listed above.  Decisions affecting an individual generally may not be made on the basis of one of these factors.  Decisions should be made on the basis of neutral and objective criteria by which an individual may be evaluated in terms of his/her accomplishments and performance without regard to irrelevant factors such as age, gender or race.  In addition, this policy prohibits all harassment against any employee or resident because of the protected status factors listed above.      

Prohibited discrimination includes, but is not limited to, discrimination in recruitment, hiring, training, discipline, evaluation, promotion, demotion, transfer, layoff, termination, rates of pay or other forms of compensation, other employment conditions; and discrimination in the handling of applications for housing, placement on waiting lists, rental terms or conditions, service, treatment, terminations and appeals.

Discriminatory Harassment Prohibited

The PHA is committed to maintaining a work and residential environment free from inappropriate, disrespectful, intimidating and coercive conduct, and to preventing and eliminating all forms of harassment. This policy prohibits harassment based on the protected status factors listed above. (Harassment based on gender is specifically addressed below under “Sexual Harassment Prohibited.”)  Discriminatory harassment is conduct based on a protected status factor that has the purpose or effect of unreasonably interfering with an individual’s work conditions or performance; a resident’s housing conditions, opportunities or abilities to uphold the lease agreement; or creating an intimidating, hostile or offensive environment. Discriminatory harassment includes abusive or harassing behavior - non-verbal, verbal or physical -, which demeans, intimidates, threatens, or injures an employee or resident because of that person’s personal characteristics or beliefs, including membership in a protected status category.  Such harassment also includes any malicious act that causes harm to any person’s physical or mental well-being.  When the PHA becomes aware of an incident of discriminatory harassment, it will take corrective steps to terminate the harassment.  The PHA is committed to stopping harassment even if it does not rise to the level of a legal violation.

Examples Of Discriminatory Harassment
Examples of discriminatory harassment prohibited by this policy include, but are not limited to the following acts when based on an individual’s protected status:

· Physical assault, or direct or implied threats of physical harm

· Direct or implied threats of interfering with a person’s employment, economic interests or housing opportunities 

· Racial or ethnic slurs or comments

· Displaying anti-racial or homophobic material or symbols in plain sight; i.e. swastikas or a noose

· Persuading an individual not to apply for certain jobs, positions or duties

· Excluding or limiting access of an individual to PHA services, resources, facilities or events 

· Physical damage or destruction of the property of the victim or of another person.

Sexual Harassment Prohibited

This policy explicitly incorporates and prohibits sexual harassment as a form of gender discrimination. Sexual harassment encompasses any sexual attention that is unwanted.  It may be conduct toward an individual of the opposite sex or the same sex.  Unwelcome sexual advances, requests for sexual favors, and other non-verbal, verbal or physical conduct of a sexual nature constitutes sexual harassment when:

1. Submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment or housing;

2. Submission to or rejection of such conduct by an individual is used as the basis for employment or housing decisions affecting such individual; or 

3. Such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance, housing conditions or opportunities, or creating an intimidating, hostile or offensive environment. 

Determinations of sexual harassment are made by considering all facts and circumstances surrounding the allegations, including the perceptions of the parties, witnesses and others who have information about the presence or absence of the alleged conduct.

Examples Of Sexual Harassment

Examples of Sexual Harassment prohibited by this policy include, but are not limited to the following acts:

· Physical assault

· Direct or implied threats that submission to sexual advances will be a condition of employment, work status, promotion, or housing status

· Direct propositions of a sexual nature

· Subtle pressure for sexual activity

· Persistent, unwanted attempts to change a professional relationship to a sexual one

· Comments or remarks of a sexual nature, including: 

· Sexually explicit statements, questions, jokes, or anecdotes;

· Remarks of a sexual nature about a person’s clothing or body;

· Remarks about sexual activity, experiences, orientation, or speculations about previous sexual experience

· Unnecessary touching, patting, hugging, kissing, or repeated brushing against a person’s body

· Display of sexually oriented material where others can see it

· Repeated leering or staring.

Sexual Violence

This policy explicitly incorporates and prohibits sexual violence.  Sexual violence is a physical act of a sexual nature or purpose that includes aggression, coercion, assault, rape, unwanted or forced sexual activity and/or lewd exposure to private parts in a public place.  Sex with a drugged or intoxicated person constitutes rape.  When the PHA becomes aware of any incident of sexual violence it will take prompt corrective action and may also notify the St. Paul Police Department.   

Disciplinary Action

Any employee who participates in a discriminatory or harassing act shall be subject to disciplinary action, up to and including termination of employment.  Any resident who participates in a discriminatory or harassing act shall be subject to action under the lease for a lease violation. 
Consensual Relationships

This policy requires all employees to maintain professional relationships with persons and residents they supervise or manage. Consensual sexual or romantic relationships that might be appropriate in other circumstances are not appropriate when they occur between a supervisor, manager or other staff, and a person over whom he or she has a professional or supervisory or management responsibility. Such relationships, while consensual, still may create a conflict of interest and an environment charged with potential abuse of trust and power in order to maintain or promote the relationship. In addition, circumstances may change previously welcome conduct into unwelcome conduct, giving rise to a potential sexual harassment allegation.   (See also the PHA’s Conflict of Interest Policy.) 

Retaliation Prohibited

This policy prohibits retaliation or reprisal of any kind against any PHA employee or resident for:

· Opposing discrimination or harassment prohibited by this policy

· Filing a complaint of discrimination or harassment, or

· Participating in any way in any investigation under this policy

Such retaliatory action shall be regarded as a separate complaint, distinct from the initial allegation of discrimination or harassment.  Any party who files a complaint of retaliation will not be penalized in any current or future terms or conditions of employment or housing status.

Retaliation may take the form of verbal or written comments; intimidation; denial of reasonable and standard requests; denial of job assignments or promotions; or other forms of verbal or non-verbal communication.  If an employee perceives any form of retaliation for complaining about discrimination or harassment, or for participation in a complaint investigation, the employee should notify his/her supervisor, Human Resources and/or the Equal Opportunity and Diversity Department (EOD) immediately.  If a resident perceives any form of retaliation for complaining about discrimination or harassment, or for participation in a complaint investigation, the resident should notify his/her Housing Manager or the Principal Manager.

If an initial discrimination or harassment complaint includes a threat of retaliation, or if the complainant has good reason to fear retaliation, Equal Opportunity and Diversity staff handling the complaint, in conjunction with the appropriate Director and the Human Resources Department, shall take appropriate action to eliminate or minimize the potential for retaliation.

Any employee found to have retaliated against another employee shall be found to have violated this policy and be subject to disciplinary action, up to and including termination of employment.  Any resident who participates in a retaliatory action shall be subject to a lease violation action.

Time Limitations For Reporting Discrimination
The PHA vigorously enforces its prohibitions against discrimination and harassment.  The PHA encourages any employee or resident who believes he/she has been subjected to discrimination or harassment to immediately report that conduct to his/her supervisor, housing manager, the Resident Services Director, or director or the Equal Opportunity and Diversity Department (EOD) as soon as possible.  However, all complaints should be reported not later than one hundred eighty (180) days from the date of the discriminatory or harassing event.  This deadline is to ensure accurate information and recollection from parties and witnesses.  This deadline may be waived based on special circumstances or a continuing pattern of discrimination or harassment, as determined by the EOD Director.   Absent special circumstances, complaints reported after that deadline will not be investigated.

Supervisor Reporting Requirement
PHA liability is potentially created whenever any supervisor or housing manager is notified or aware of possible discrimination or harassment. All supervisors and housing managers must immediately report to EOD all instances of possible discrimination or harassment, of which they are aware, whether resolved or not.  

Enforcement Of Prohibitions

The internal Discrimination and Harassment Complaint Procedures established are utilized to investigate and remedy violations.  While observing the principles of due process, determinations of policy violations are subject to disciplinary sanctions, which may include, but are not limited to, mandatory training and education, oral and/or written reprimand, removal of supervisory responsibilities, demotion, transfer or reassignment, termination of employment or other corrective actions as appropriate.  The appropriate department director determines all disciplinary sanctions.

It Is The Direct Responsibility Of All Directors, Supervisors And Housing Managers To:

· Ensure that all employees, permanent or temporary, and residents are made aware of this policy, the types of conduct prohibited by it, and the avenues available for resolution of violations

· Monitor their respective working and housing areas for violations of this policy

· Listen to allegations of policy violations brought to their attention

· Follow reporting requirements stated above

· Either intercede for complaint resolution or refer the complainant and/or respondent to EOD for assistance, advice, or investigation 

· Eliminate or minimize the potential for retaliation as defined by this policy

PHA Community Responsibility

A discrimination-free environment is the responsibility of every member of the PHA.  The PHA can take corrective action only when it becomes aware of problems.  The PHA encourages persons who believe they have experienced or witnessed discrimination or harassment to report such incidents promptly to their immediate supervisor, housing manager, department director or EOD.  

Malicious Or Frivolous Allegations

This policy prohibits any individual from knowingly filing a false report of discrimination or harassment or from filing a complaint solely for a malicious or frivolous purpose.  If it is determined that a complaint is malicious or frivolous in nature, the complainant may be subject to disciplinary action or, if a resident, to a lease violation action.

Education Promoted

In support of this policy, the PHA promotes preventive educational measures to create greater awareness of discriminatory and harassing practices, including discriminatory and sexual harassment. Training is available from EOD.

Free Speech Not Prohibited

Nothing in this policy should be construed to prevent or discourage the free exchange and expression of diverse ideas and information, including the right to dissent or protest.  The PHA encourages such discussions and expressions when conducted in a respectful manner.

Questions

Questions regarding this policy should be directed to the EOD Director at 651-292-6176.

Discrimination And Harassment 

Complaint Procedures

January 25, 2006

Purpose

The Public Housing Agency of the City of Saint Paul (PHA) is committed to providing a work environment free from discrimination and harassment.  The PHA has established a Discrimination and Harassment Policy (Policy), that prohibits discrimination and harassment because of race, creed, religion, color, gender, sexual or affectional orientation, national origin or ancestry, age, disability, marital status, citizenship status or status with regard to public assistance.  The following procedures provide for the resolution of complaints alleging violations of this Policy.  

For Residents:

All complaints by PHA residents should be made to their Housing Manager.  If the Housing Manager is the cause of the complaint, residents should contact the Principal Manager, who is the supervisor for all Housing Management staff.  Principal Managers can be reached at 651-292-4263 for hi-rises, and 651-292-4929 for family units.  Complaints by Section 8 residents should be made to the Section 8 Programs Manager, who can be reached at 651-298-5079 or the Assistant Section 8 Programs Manager, who can be reached at 651-298-5080.
For Employees, Applicants for Employment, Vendors and Contractors:

These complaint procedures are available to any person who, at the time the alleged offense occurred, was a PHA employee, applicant for employment, vendor or contractor.  These procedures ensure that, according to principles of due process, a fair and impartial review of each complaint will be conducted in order to establish whether a Policy violation has occurred. The Equal Opportunity and Diversity Department (EOD) is responsible for implementation and administration of these complaint procedures.  EOD can be reached by telephone at 651-292-6176, or by email at sheri.russell@stpha.org.

Throughout this document, the term “Complainant” refers to any employee, applicant, vendor or contractor who files a complaint alleging a violation of the Policy.  The term “Respondent” refers to a person (or persons) accused of a Policy violation.  The Respondent may be an employee, resident or third person, such as a vendor or contractor.  The term “Parties” refers to the Complainant(s) and Respondent(s) together. 

Threats Of Assault Or Harm

In situations where a supervisor reasonably believes there is imminent danger of serious bodily harm to an employee, the supervisor or manager should take immediate and appropriate action, including separating the complainant and respondent and notifying the police.  Any action taken should be temporary and should not disadvantage the complainant.  In such situations, the supervisor should notify the department director, EOD and the Human Resources Department as soon as possible.

Confidentiality

The PHA is committed to providing an environment in which persons aggrieved may step forward with claims of discrimination and harassment safely, with dignity, and without fear of reprisal.  While every effort will be made to maintain confidentiality for the complainant and respondent, the PHA must act to eliminate any discrimination and harassment.  The PHA cannot promise absolute confidentiality.  EOD will not disclose information obtained in connection with any investigation unless a legitimate business reason or legal requirement supports disclosure.  

Reporting Process

Employees, applicants for employment, vendors or contractors who believe they have been a victim of discrimination or harassment should report the incident to their immediate supervisor, department director, EOD or the Human Resources Department (HR) as soon as possible.

The supervisor, director and/or HR should contact EOD as soon as possible for notification, consultation and/or referral.   

Complaint Investigations And Informal Resolutions

EOD conducts reviews, informal resolutions and investigations of allegations of discrimination, sexual harassment, discriminatory harassment and retaliation associated with such allegations. All reviews, informal resolutions and investigations will be conducted promptly and, absent extenuating circumstances, should be concluded within twenty (20) working days.  Should the need for additional time arise, the EOD Director will notify the Parties and department director.  

Reviews.  In some circumstances, discrimination and/or harassment complaints can be resolved by a review of the complaint without further EOD involvement.  If the allegations underlying the complaint are taken as true, but do not form the basis of a Policy violation, EOD can reach a determination without an investigation. Similarly, should the Respondent to a discrimination or harassment complaint admit to facts that establish the basis for a Policy violation, EOD can reach such a finding without further investigation.  If a policy violation is admitted, EOD will advise the appropriate department director and discuss recommendations for the director to address the situation.

Informal Resolutions.  Some situations may not rise to the level of discrimination or harassment, or may involve an isolated or minor incident.  Nonetheless, the complainant may wish to notify his/her supervisor, department director and/or EOD, and request assistance in bringing the incident to the respondent’s attention, resolving the situation and preventing further incidents.  In such situations, EOD does not conduct a formal investigation, but instead, may speak with the supervisor, department director or the respondent.  Upon the complainant’s request, EOD may also facilitate a discussion and resolution between the parties.

Complaint Investigations. EOD conducts comprehensive investigations of allegations of discrimination, sexual harassment, discriminatory harassment and retaliation of such allegations, when those complaints cannot or should not be resolved through review or informal resolution.  In that regard, EOD acts solely as a neutral fact-finder.  Based on its investigation, EOD makes determinations on whether the facts support the allegations and whether the Policy has been violated.  In consultation with and approval by the department director, EOD may make recommendations to address the situation.  

A complaint investigation generally will be conducted as follows:   

All complaints must be filed with EOD pursuant to the time limitations set forth in the Policy. 

An EOD staff member will interview the Complainant, explain EOD’s role, the investigation process and confidentiality and its limitations.  

Following this meeting, EOD will provide the Complainant with a summary of the allegations to be investigated.

EOD will notify the Respondent’s supervisor and department director of the allegations, that an investigation will be conducted and the confidentiality requirement.  EOD will request the Respondent’s supervisor monitor the work unit for any conduct that may be considered retaliatory against the Complainant. 

EOD will interview the Respondent, explain the allegations, EOD’s role, the investigation process, confidentiality and its limitations, and the prohibition against retaliation. 

EOD may interview the Parties’ immediate supervisors, co-workers and potential witnesses identified by the Parties as having relevant information.   EOD will review all relevant documentation provided by the Parties or obtained through its investigation, and EOD may review the Parties’ past performance evaluations. 

Based on its investigation, EOD will make a determination on whether the facts support the allegations and whether the Policy has been violated.

EOD may make credibility assessments when necessary. 

If EOD determines there is insufficient basis to conclude a Policy violation has occurred, this will conclude its investigation. However, EOD and the appropriate department director should address conduct that does not violate the Policy, but is considered detrimental to the well being of the unit and the PHA.   

If EOD determines there is reasonable cause to believe that a Policy violation has occurred, EOD will discuss recommendations with the department director and include the recommendations in a written report.   

After review by the PHA’s legal counsel, EOD’s final report is provided to the department director and the executive director.  A summary of the report is provided to the parties. 

The department director shall be responsible for implementing all recommendations, corrective and/or disciplinary action.  

EOD retains the discretion to alter these procedures on a case-by-case basis. 

Rights And Responsibilities Of The Parties

Any employee who alleges he/she has been a victim of discrimination, discriminatory harassment or sexual harassment, should report the situation to his/her supervisor not involved in the allegation, the department director or EOD pursuant to the time limitations set forth in the Policy.  Any vendor or contractor who alleges he/she has been a victim of discrimination, discriminatory harassment or sexual harassment, should report the situation to EOD pursuant to the time limitations set forth in the Policy.

A Complainant has the right to take complaints outside the PHA, to the city, state and federal agencies (listed below) at any time during the complaint resolution or investigation process. 

Both Parties may have a union representative or co-worker from their department accompany them to their interview at EOD.

During an investigation or an informal resolution, both Parties are expected to comply as follows:

1. Cooperate fully throughout the investigation, and be completely honest in answering questions and providing information to EOD.

2. Provide EOD with all information and documentation that may be relevant to this matter as soon as possible.

3. Refrain from discussing this investigation with the opposing party or with any person who does not have a legitimate business need to know this information.

4. Refrain from any conduct that may be construed as retaliatory against a Complainant for filing a complaint with EOD.  

Appeals

Parties can request in writing a review of EOD’s determination internally only upon providing to EOD new facts that could not have reasonably been known or discovered at the time the complaint was filed with EOD.  In that event, EOD will review its investigation in light of such new facts and determine whether the outcome of its initial investigation would change.   If the outcome would change, EOD will submit an amended report.  If the outcome would not change, EOD’s original report will remain.

Complaints Against Non-PHA Employees Or Residents

The PHA has an obligation to address allegations of discrimination and harassment against PHA employees or residents.  When such allegations are against non-PHA employees, such as vendors or contractors, the PHA will make all reasonable efforts to resolve the situation.  These efforts may include the following:

· Preventing the Respondent from entering onto PHA property pending an investigation.

· Conducting an investigation to the extent possible.

· Contacting the Respondent’s employer and human resource director.

· Arranging for a substitute vendor or contractor pending an investigation.

· Verifying the Respondent’s employer has established a discrimination and harassment policy and complaint investigation procedures.

· Verifying the Respondent’s employer will follow those procedures, share its findings with the PHA, and cooperate with the PHA in resolving the allegation.

Other Complaints 

Nothing in this policy should be construed to impede or prohibit a timely filing of a discrimination complaint with the appropriate external government agencies listed below in “Additional Resources.” 

Questions regarding this policy should be directed to the EOD Director at 651-292-6176.

ADDITIONAL RESOURCES

PHA- Human Resources Department

Central Administrative Offices

Telephone:  
651-292-6110 

City of St. Paul Department of Human Rights

240 City Hall
15 West Kellogg Blvd.
St. Paul, MN 55102-1681
Telephone:  
651-266-8964

Minnesota Department of Human Rights 

190 E. 5th Street, Suite 700
St. Paul, MN 55101
Telephone:
800-657-3704 or 651-296-5663; TTY:  651-296-1283
www.humanrights.state.mn.us/index
U.S.  Equal Employment Opportunity Commission

Minneapolis Area Office

330 South Second Ave., Suite 430

Minneapolis, MN 55401

Telephone:  
612-335-4040; TTY:  612-335-4045

www.eeoc.gov
U.S. Department of Labor: 
Employment Standards Administration and 

Office of Federal Contract Compliance Programs
Minneapolis Area Office
900 2nd Avenue South, Suite 480
Minneapolis, MN 55402-3386

Telephone: 
612-370-3177
www.dol.gov/esa/ofccp/
Board Approved Policy:
Disability Accommodation Policy

Approved:  January 25, 2006

The Public Housing Agency of the City of St. Paul (PHA) is committed to providing an accessible and supportive environment for employees with physical, mental or sensory disabilities, and individuals perceived or regarded as having a disability.  The PHA is committed to ensuring that no otherwise-qualified individual with a disability is excluded, denied services, segregated or otherwise treated differently than other employees.  

It is the PHA’s policy to provide reasonable accommodations for qualified individuals with disabilities who are employees or applicants for employment.  PHA adheres to all applicable federal, state and municipal laws, regulations and guidelines with respect to providing reasonable accommodations to afford equal employment opportunity to qualified disabled individuals.  Employment opportunities shall not be denied because of the need to make reasonable accommodations for an individual's disability. 

Definitions 

Disabled individual:  An individual who has a physical, mental or sensory impairment that substantially limits one or more major life activities; or has a record or history of such impairment; or is perceived or regarded as having such impairment. [The Minnesota Human Rights Act (MHRA): www.humanrights.state.mn.us/rights_363.html; The Americans with Disabilities Act (ADA): www.eeoc.gov/facts/fs-ada.html.]

Qualified disabled individual:  An individual with a disability whose experience, education and/or training enable the person, with or without reasonable accommodation, to perform the essential functions of the job. 

Substantial Impairment:  An impairment that significantly limits or restricts a major life activity.  This includes conditions controlled by medication such as epilepsy or depression or those mitigated by a prosthetic device.
Major life activities:  Daily functions such as caring for one's self, performing manual tasks, walking, seeing, hearing, speaking, breathing, learning, and working.  

Reasonable accommodation:  Any change or adjustment to a job or work environment that permits a qualified disabled employee to perform essential functions of the job or to enjoy benefits and privileges of employment equal to those enjoyed by employees without disabilities, and that does not cause an undue hardship to the employer.
Undue hardship.  An action requiring significant difficulty or expense when considered in light of factors such as an employer's size, financial resources and the nature and structure of its operation.

Governing Principles
Reasonable accommodations will be provided in a timely and cost-effective manner, and shall be consistent with the provisions of the MHRA and the ADA.  Reasonable accommodations may include the following:  

· modifying existing employment facilities to make them readily accessible and usable by individuals with disabilities

· acquiring or modifying equipment devices

· adjusting or modifying training material or policies

· job restructuring

· modified work schedules

· reassignment to vacant positions  

The PHA will attempt to provide an accommodation that is effective in enabling the employee to perform the essential functions of the job. However, accommodations cannot fundamentally alter the requirements of any employment position or result in an undue hardship to PHA.   PHA maintains the right to decide which type of accommodation to provide, even if that accommodation is not the one that the employee prefers.  

Employees receiving reasonable accommodations have the same obligation as all employees to meet the established performance standards of their particular position, and to comply with all other employee policies and procedures. 

Retaliation Prohibited 

This policy prohibits retaliation or reprisal of any kind against any PHA employee for:

· Disclosing the presence of a disability

· Requesting a disability accommodation

· Filing a discrimination complaint

· Filing an appeal under this policy, or

· Participating in any way in a disability accommodation process under this policy

Such retaliatory action shall be regarded as a separate complaint, distinct from the initial allegation of discrimination or harassment.  Any party who files a complaint of retaliation will not be penalized in any current or future terms or conditions of employment or housing status.

Retaliation may take the form of verbal or written comments; intimidation; denial of reasonable and standard requests; denial of job assignments or promotions; or other forms of verbal or non-verbal communication.  If an employee perceives any form of retaliation for disclosing a disability or for participation in the accommodation process, the employee should notify his/her supervisor, Human Resources and/or the Equal Opportunity and Diversity Department (EOD) immediately.  Any employee found to have retaliated against another employee shall be found to have violated this policy and be subject to disciplinary action, up to and including termination of employment.  

Questions

Questions regarding this Policy should be directed to the Human Resources Director at (651) 292-6110.

Disability Accommodation Procedures

Purpose
The Public Housing Agency of the City of St. Paul (PHA) is committed to providing an accessible and supportive environment for employees with physical, mental or sensory disabilities, and individuals perceived or regarded as having a disability.   The PHA has established a Disability Accommodation Policy (Policy) that prohibits unfair and unequal treatment of employees and applicants for employment with disabilities, and affirms its commitment to providing reasonable disability accommodations. The following procedures are to be followed in requesting, evaluating and receiving reasonable disability accommodations.  

Procedures For Applicants For Employment
1. The PHA’s policy is to provide reasonable accommodations for applicants with disabilities as stated on the PHA Employment Application. 

2. All applicants will be asked the same questions regarding their ability to perform the essential job functions. These questions may be prefaced with a statement regarding the PHA’s willingness to provide reasonable accommodations.   

3. If an applicant indicates during the interview process that he or she has a disability or if the applicant’s disability is obvious, and it is reasonable to question whether the disability might pose difficulties for the individual in performing a specific job task, then the employer may ask whether the applicant would need a reasonable accommodation to perform that task.  If the applicant indicates that an accommodation will be necessary, then the employer may ask what accommodation is needed.

4. Qualified applicants will not be denied employment solely on the basis of the applicant’s request for a reasonable accommodation. 

Procedures For Employees  

1. When an employee volunteers that he or she has a disability, the supervisor should immediately ask if an accommodation is needed and remind the employee of the right to ask for an accommodation.  If the employee requests an accommodation, the supervisor should refer the employee to the Human resources Department (HR), (651-292-6106.)  

2. Any employee who believes he or she needs a modified work environment as the result of a temporary or permanent medical condition is responsible for notifying HR of the condition or disability and the request for an accommodation as soon as the need for the accommodation becomes evident.  The requested accommodations must have a legitimate employment purpose and cannot be based simply on the employee’s preferences.  

3. All requests for reasonable accommodations (temporary or permanent) must be in writing using the Disability Accommodation Request Form (attached), and submitted to HR.  This request must include written medical verification of the disability and any consequent limitations on work activities. Supervisors receiving requests for accommodations shall direct employees to submit their request in writing using this form.  HR is the only office authorized to determine whether an employee is disabled, under the definition of the MHRA, the ADA and related federal and state laws.  

4. Once a Disability Accommodation Request Form is received, HR shall perform all or some of the following in order to determine whether the employee is disabled and what type of accommodation is appropriate and available:  

· Meet with the employee and the supervisor to obtain additional information concerning the disability and requested accommodation. 

· Consult with the supervisor concerning the essential functions of the job. 

· With the employee's written permission, consult with any health care providers or rehabilitation specialists working with the employee. 

· Arrange to have additional medical or rehabilitation specialists examine the employee to further determine whether a disability exists, and/or to evaluate the essential functions of the job and the employee’s capabilities in order to recommend possible accommodations.  

Note On Confidentiality: All medical information obtained throughout the determination process is considered confidential and private, and must be solicited and received by HR, who will provide only information about necessary restrictions and accommodations to managers and supervisors on an as needed basis. HR will keep all medical information and the completed Disability Accommodation Request Form in a confidential records file, separate from personnel records.  

5. HR shall inform the employee in writing of its initial determination regarding the existence of a disability normally within 20 working days. If more time is needed, HR will inform the employee.   

6. If a disability is determined to exist, HR will consult with the employee to discuss the most appropriate accommodation.  The PHA has the right to select among equally effective methods of accommodating an employee with a disability.  The PHA has the right to deny an accommodation based on undue hardship or burden to the PHA and its staff. 

7. Employees may be given an opportunity to provide or arrange for their own accommodations, such as providing their own adaptive equipment.  However, the procedures in this policy must be followed (written request and approval) even if employees provide or arrange for their own accommodations. This provides documentation of accommodations and ensures the accommodations are not disruptive to the workplace. 

8. Employees have a responsibility to actively participate in the search for accommodations and auxiliary aids.  This responsibility extends to working with the PHA to seek and obtain financial assistance from governmental agencies and private sources. 

9. The PHA will purchase equipment only if it is determined that its use is necessary in transaction of official PHA business. Any equipment purchased remains the property of the PHA.  Equipment of a personal nature (such as eyeglasses, hearing aids and walking canes) shall be provided and retained by the employee.  

10. Within 2 weeks after accommodations are provided, the employee and his or her supervisor shall evaluate the effectiveness of the accommodation. Upon request by the employee or the supervisor, HR may participate in this process. If the employee believes modifications to the accommodation are needed, they should be requested in writing and submitted to HR.

11. When an accommodation request is denied, HR will provide the employee with written notification of denial, including the basis for denial as well as information on the appeal process. 

12. If an employee acquires a disability and the PHA is not able to make reasonable accommodations that will allow the individual to continue in his or her current position, HR will explore possibilities for placement in other positions at the PHA for which the employee is qualified to perform. Movement to another position may be a transfer, a demotion or change to part-time employment, and must be made in accordance with applicable personnel policies.  While no legal responsibility exists for alternative placement outside the PHA, HR may attempt to assist employees as they seek other employment opportunities. 

Appeal Procedures 

If an employee disagrees with the initial disability determination or an accommodation request denial, the employee has a right to appeal using the following procedure. 

1. An appeal stating the reasons for the disagreement must be filed in writing with HR within 30 calendar days of the date of the initial decision.  

2. HR will reevaluate the initial decision and all documentation provided.  HR may, as appropriate, include any or all of the following steps in the reevaluation: 

· Consider any additional information, documentation or statements supplied by the employee.

· Obtain permission from the employee and seek additional medical information. 

· Consult vocational rehabilitation experts. 

· Consult the employee's supervisor and other appropriate individuals.

· Contact individuals whose names have been mentioned as having additional information or being able to provide a perspective on the employee’s need for the accommodation.

· Seek information from outside agencies.

HR shall notify the employee and his or her supervisor in writing of the final decision regarding the accommodation request normally within 30 calendar days after the appeal was filed.  If a final decision cannot be reached within 30 calendar days, HR will inform the employee and his or her supervisor. This is the final internal appeal process for disagreements regarding accommodation requests. 

3. If the initial determination is reversed, the procedures set forth in “Procedures for Employees”, sections 6 through 12 (above) will be followed.

Other Complaints 

Nothing in these procedures should be construed to impede or prohibit a timely filing of a disability discrimination complaint with the Equal Opportunity and Diversity Department (EOD) at 651-292-6176 or appropriate external government agencies listed below.  

Questions regarding these procedures should be directed to the HR Director at 651-292-6110. 

Additional Resources

PHA-Equal Opportunity and Diversity Department

Central Administrative Offices

Telephone:  
651-292-6176

St. Paul Department of Human Rights

240 City Hall
15 West Kellogg Blvd.
St. Paul, MN 55102-1681
Telephone:  
651-266-8964

Minnesota Department of Human Rights 

190 E. 5th Street, Suite 700
St. Paul, MN 55101
Telephone:  
800-657-3704 or 651-296-5663; TTY:  651-296-1283
www.humanrights.state.mn.us/index
U.S.  Equal Employment Opportunity Commission

Minneapolis Area Office

330 South Second Ave., Suite 430

Minneapolis, MN 55401

Telephone:  
612-335-4040; TTY:  612-335-4045

www.eeoc.gov
U.S. Department of Labor: 
Employment Standards Administration and 

Office of Federal Contract Compliance Programs
Minneapolis Area Office
900 2nd Avenue South, Suite 480
Minneapolis, MN 55402-3386

Telephone: 
612-370-3177
www.dol.gov/esa/ofccp/
DISABILITY ACCOMMODATION REQUEST FORM

SECTION I: Employee

	Name of Employee:


	Position Title:



	Department:


	Supervisor:



	Signature:


	Date of Request:



	My disability is (e.g., visual impairment, arthritis, etc.):



	My disability is  ___ temporary  ___ permanent

If temporary, I am requesting this accommodation until __________________ 



	My disability impairs my ability to perform assigned job duties in the following way (attach additional pages if necessary):



	The reasonable accommodation I am requesting is (attach additional pages if necessary):



	Has a physician, vocational rehabilitation specialist, or other health professional recommended a specific accommodation?  ____Yes  ____ No 

If yes, please attach a copy.


SECTION II: Employer  (Director in consultation with Human Resources.)

	Accommodation Request is: ____ Approved  ____ Denied   ____ Modified

If modified, describe modification and give rationale. If denied, give rationale. (Attach additional pages if necessary.)



	Name of Director:  


	Cost of Accommodation: _________
____ Estimate     ____ Actual

	Signature of Director:


	Date:



	Signature of Human Resources:


	Date:


Board Approved Policy:
Domestic Violence Prevention Policy 

Approved:  January 25, 2006

Purpose
The Public Housing Agency of the City of St. Paul (PHA) is committed to promoting the health and safety of its employees.  The purpose of this policy is to increase awareness of domestic violence and to provide guidance for employees and supervisors to address domestic violence and its effects in the workplace.

Domestic violence is a serious problem that affects people from all walks of life.  It can adversely affect the well-being of employees who are victims, as well as their co-workers.  Domestic violence also affects the workplace in the form of absenteeism, increased turnover, higher health care costs and reduced productivity. 

Description

Domestic violence is abusive behavior that is physical, sexual, and/or psychological, intended to establish and maintain control over another person.  Domestic violence includes harassment of any employee by a family or household member of the employee in the workplace as well as the display of any violent or threatening behavior (verbal or physical) that may result in physical or emotional injury or that otherwise impacts workplace safety and productivity.

Policy

It is the PHA’s policy to prevent or minimize the occurrence and effects of domestic violence in the workplace, preferably through early intervention strategies.  While the PHA respects each employee’s right to privacy and autonomy in her or his personal life, that right must be balanced with the responsibility of the PHA to provide a safe and productive workplace.  When an employee informs the PHA that she or he is a victim of domestic violence, or when the PHA is aware that an incident or pattern of domestic violence is affecting the workplace, the PHA may offer available support and assistance to affected employees.  Support may include: confidential means for requesting help, resource and referral information, additional security at the workplace, work schedule adjustments or leave necessary to obtain medical, counseling, or legal assistance, and workplace relocation, if feasible.  Other appropriate assistance may be provided based on individual need. 

Each employee needs to take seriously the problem of domestic violence and its effect in the workplace.  The PHA will take reasonable measures to foster a safe working environment for all employees.

Workplace Violence Prevention Procedures

To review the Workplace Violence Prevention Policy see the Personnel Policies for All Employees, Section #P, page 15 of this handbook.

INSTRUCTIONS FOR COMPLETING THE FORM

1) When an incident occurs, contact any of the following immediately: 

· A Director or a supervisor

· Human Resources (651-292-6106)

· EOD (651-292-6053) 

· “Workplace violence” on groupwise if it is a concern. 

If there is injury, Human Resources must be contacted immediately by either the employee or the supervisor. 

2) The employee or a supervisor that the employee reports the incident to should complete the form the following form. ALL incidents are to be reported.

3) Provide as many details as possible on the form.

4) Send the form to EOD as soon as possible and no later than 24 hours after the incident as an e-mail attachment to “workplace violence”, or by interoffice mail, or in person. 

SAINT PAUL PUBLIC HOUSING AGENCY

WORKPLACE VIOLENCE REPORTING FORM

	Name of Employee(s) Affected
	
	Date report filed
	

	Name of Supervisor(s)

Notified
	
	Date notified
	

	Name of person who was 

violent/made a threat
	Name: ____________________________________

Check One:  (PHA Employee      ( PHA Resident/Section 8 participant    

                      (Service Provider     ( Housing  Applicant   ( Visitor

	Description, (if name unknown) of person who was violent/made a threat
	Check One:  ( Male    (Female

Physical description______________________________________________

______________________________________________________________



	Relationship if any between the parties
	

	Date of occurrence
	
	Place of occurrence
	

	Describe incident:

*People involved

*Threats made

*Language used

*Physical contact if any

*Intimidating behavior

*Weapons used/displayed

(if there is injury, an injury report has to be filed with HR)
	

	Witnesses (Ph# and address if known)


	

	Has this happened before

Describe
	

	Additional relevant information
	

	Signature of Reporting Employee/Supervisor
	
	Date
	


SAINT PAUL PUBLIC HOUSING AGENCY

WORKPLACE VIOLENCE REPORTING FORM
(This side to be completed by EOD/HR)

	Date Report received by HR/EOD
	

	Response team members


	

	Description of action taken


	


Executive

Communications
Executive Communication #1

Implementing The Executive Communication Memo
October 1, 1987

Revised:  March 22, 1995,

December 21, 2006

From time to time it will be necessary for me to issue Agency-wide directives and communications on various routine administrative matters.  In order to assist staff in “cataloguing” these for convenient reference, I will attempt to format and route these in a consistent manner.  This will include a standard heading (Executive Communication), a numbering system, an index, color-coded pages (blue) and a method to ensure receipt and therefore responsibility for these documents.  While I encourage all staff to retain these in a separate file folder or binder, this is especially important for staff with supervisory and/or follow-up and monitoring responsibilities.  Executive Communications will be included in the PHA Employee Handbook that is given to all staff annually.

The subject matter of these communications will vary but the content will be restricted to those rules, regulations, procedures, communications, etc., which the Executive Director has the authority and responsibility to issue as part of the day to day administration of the PHA.  Policy matters requiring Board action, collective bargaining agreement subjects, HUD regulations, etc., obviously will be addressed in their own appropriate forums.  Likewise, corrections, amendments, and revisions to existing PHA policies and procedures once made by the appropriate body will be reflected in revisions to existing manuals (i.e., Manager’s manual, personnel policy, purchasing policy, guide to conduct, etc.) and therefore will not be a part of the Executive Communications “manual.” The Executive Communications will be more a compilation of “miscellaneous” directives and communications.

All new employees to the PHA will be given a set of the Executive Communications as a part of their orientation package.

Executive Communications will be periodically reviewed and updated.  Please discard any previous editions of Executive Communications and begin your filing of the updated and re-numbered communications with this memorandum.

Executive Communication #2

Employee Requests For Charitable Giving

October 2, 1987

Revised:  March 22, 1995,

December 21, 2006

The PHA commends employees who freely give their time, energy, money, and other resources to charitable causes.  At the same time, the Agency also recognizes an employee’s right to work in an environment which is free from pressure to contribute to causes if he/she chooses not to.  The PHA, then, wishes to provide a setting in which employees may contribute but also one in which there is no pressure to do so.  To achieve this balance, the following practice will be implemented.

Any employee who wishes to collect for a charitable cause should place a notice on the appropriate department or office/shop bulletin board.

The notice should identify the charity and the employee(s) who are accepting contributions for the charity.

Employees are asked not to use inter-office mail for the purpose of soliciting and receiving contributions.  Very little or no work time should be used for this purpose.

Exceptions to the above practices are those charities that are officially endorsed by the PHA such as United Way and the Community Solutions Fund.

Executive Communication #3

Qualified Internal Candidates, Including Residents, To Be

Interviewed For Posted Job Positions
October 6, 1987

Revised:  August 29, 2001

St. Paul PHA employees, residents and Section 8 participants will be eligible to apply and be considered for job vacancies posted as “internal only.”

The Human Resources staff will continue to advise the hiring supervisors as to which internal applicants meet the minimum qualifications for the vacant position.

The hiring supervisor should interview the following:

· All PHA employees who meet the minimum qualifications, and

· A minimum of three PHA residents and/or Section 8 participants who meet the minimum qualifications.  (If a smaller number of resident applicants meet minimum qualifications, interview all who do.)

The hiring supervisor will determine which applicants should be tested (if testing is applicable).

The PHA will continue to honor all related provisions in applicable bargaining unit contracts.

Executive Communication #4

Law Enforcement Investigations: Cooperation; Notice To Supervisors; Search Warrants

April 27, 1988

Reviewed:  March 22, 1995

Revised: December 21, 2006

From time to time PHA staff are asked by local, county, state or federal law enforcement personnel to provide information about PHA residents or to assist in other ways with investigations into suspected criminal activity.  

Such investigations are usually for the benefit of the PHA and its residents, at least indirectly, and we want to cooperate as much as the law and our agency policies permit.  This memo is to clarify our procedures in such situations.

1.  Warrants.  If a law enforcement official (properly identified) presents the original copy of a search warrant granting access to PHA property or records, the employee should comply with the request and immediately notify appropriate supervisors.  (A search warrant is a court order, so even private and confidential data must be released if it is listed in the search warrant.  A subpoena for documents is not the same as a court order; see below.)  Staff should photocopy the warrant for our files and record all other pertinent information such as time and date served, by whom, etc.  Also see Item 5 below regarding search warrants for leased units and arrest warrants.

2.  Data Privacy Issues.  Often the information requested is classified as “private” or otherwise “nonpublic” by the Minnesota Government Data Practices Act.  In addition to search warrants and other court orders, specific provisions in state or federal law may authorize the requested disclosures.  A subpoena for documents or testimony is not sufficient authorization to release private data.  The agency’s “responsible authority” for Data Practices matters (currently Al Hester, Housing Policy Director) and legal counsel (currently Michael Driscoll, Assistant City Attorney) should review the requests if there is any question about data privacy.

3.  Notice to Supervisors.  All supervisors who have a “need to know,” including the Department Director and Executive Director, should be notified of the investigation as promptly as possible.  This must not compromise the confidentiality of the investigation, but it is essential for coordination of agency response, prompt resolution of any policy issues, etc.

4.  Identification of Investigators.  Anyone claiming to be a representative of a law enforcement agency should produce appropriate identification and permit PHA staff to copy or write down their full name, identifying number, etc.  This should be standard procedure for PHA employees, so we have an accurate record of what we have disclosed to whom.  Again, we must not compromise the confidentiality of the investigation, so use discretion in handling all information about the investigation.  Memos or documents related to the investigation and sent to other PHA locations should be in sealed envelopes, and addressed specifically and marked confidential.

5.  Warrants to Search Resident’s Unit or for Arrest of Resident.  When a law enforcement officer requests a key to a resident’s unit and shows an arrest warrant or search warrant, PHA staff should have the officer sign for the key and notify supervisors as described above, AND arrange to get the key back immediately.  Staff are not required to accompany the officers when the warrant is served.

NOTE:  Legal Counsel advises that a search warrant is not valid more than ten days after it is signed.  An arrest warrant does not have a time limit.

6.   Other Situations.  One memo cannot cover all of the situations which will arise, so we will always rely on staff’s good judgment in these matters.  In general, if a request for assistance is unusual (borrowing PHA equipment, extensive use of vacant unit, etc.), it should be discussed with the Department Director and the Executive Director before approval.  Housing Managers need and have latitude in working with law enforcement personnel to solve problems in their housing areas.  Other staff should work with their supervisors closely in these matters.

Executive Communication #5
Authorization For Staff To Execute Certain Documents
June 11, 1993

Revised October 1, 1998,

December 21, 2006

1.  Pursuant to Resolution No. 77-9/21-5, adopted on September 21,1977, in accordance with PHA By-Laws regarding authorization of execution of certain instruments by staff at the direction of the Executive Director, I hereby authorize the staff members as identified on Authorization to Execute Purchasing Documents, to execute the identified documents on behalf of the Public Housing Agency.  The Authorization to Execute Purchasing Documents will be periodically revised and re-issued.

2.  In addition, a second document, Authorization to Execute Certain PHA Documents will be periodically revised and re-issued, and I hereby authorize the staff members identified to execute the documents identified therein on behalf of the Public Housing Agency.  The Authorization to Execute Certain PHA Documents will be periodically revised and re-issued.

3.  The Construction Program Manager/Procurement position description includes the Contracting Officer responsibilities.  Contracting Officer responsibilities shall be carried out in accordance with PHA By-Laws and HUD regulations.  In the absence of the Construction Program Manager/Procurement, the Controller shall be the first alternate Acting Contracting Officer, and the Maintenance Director shall be the second alternate.

4.  PHA Policies and Department Procedures manuals should be referred to for additional information on review and approval procedures or for documents not addressed in this communication.

See the Purchasing Procedures Manual or the current Authorization to Execute Certain PHA Documents , which will be re-issued periodically.

Executive Communication #6
Authorization Of A Minority Issues Council
March 20, 1989

Revised:  December 21, 2006

The formation of a minority issues council was authorized in 1989 to give racial and ethnic minority employees an opportunity to voice any concerns to the Executive Director.  The group, which adopted the name “AHANA Alliance” in 2002, has expanded its purpose to include networking and discussing common issues with each other.

The minority issues council/AHANA may meet with the Executive Director on a quarterly basis, on PHA time.  Meeting notices will be posted on Agency bulletin boards and e-mailed to all employees. 

Executive Communication #7

The Things Every Good Supervisor Makes Sure His/Her Employees Know
February 12, 1990

The following information is to be discussed by the immediate supervisor with every newly hired or promoted employee in his or her unit, within the employee’s first two weeks on the job.  The supervisor is to initiate these discussions.  The supervisor may cover the entire list in one session, or take two or three shorter sessions.

	
	Date

Discussed
	*Initials of

Supervisor

And Employee

	1.
What is the mission of the PHA. (Discuss the Strategic Plan).
	
	

	2.
What are the goals of your department this year and how do they relate to the goals of the Agency.
	
	

	3.
What the employee’s position description says.
	
	

	4.
What the specific performance standards and objectives are for this employee.
	
	

	5.
How performance will be measured by the supervisor.
	
	

	6.
How good job performance will be rewarded.
	
	

	7.
The consequences to the PHA of the employee’s unsatisfactory job performance.
	
	

	8.
The consequences to the employee of the employee’s unsatisfactory job performance.
	
	

	9.
How to communicate or resolve workplace problems.
	
	

	10.
What career opportunities exist within the PHA. (Discuss the Employee Career Development Plan).
	
	


When all topics have been discussed and initialed, the supervisor sends the white copy of this form to Human Resources for the employee’s personnel file.

Separate from the above checklist is the supervisor’s ongoing responsibility to regularly communicate how much progress the newly hired or promoted employee is or is not making toward accomplishing performance standards or task assignments.  This feedback should occur often during the six month initial or promotional probationary period, and could include informal discussions as well as written evaluations

* Acknowledges that the item was discussed with the employee by the supervisor.

Employee Signature

Date


Supervisor Signature

Date

PHA4 Rev. 10/00     

 White: Personnel file        Yellow:  Employee             Pink: Supervisor

Executive Communication #8

Contacts With Media
October 27, 1992

Revised:  October 1, 1998,

December 21, 2006

Events involving PHA properties or operations sometimes attract the attention of the news media:  newspapers, television, and radio news operations.

If you are contacted or approached by representatives of the news media, please do not make any statements or comments.
During business hours, please ask news media representatives to call the Executive Assistant (651-292-6086) at the Central Administrative Office.  Depending on the nature of the inquiry and the availability of staff, s/he will direct the call to the Executive Director, Housing Policy Director or a specific Department Director.

After business hours, please contact your supervisor or your Department Director.  The Department Director will decide whether to respond directly or to contact the Executive Director or the Housing Policy Director.

In general, news media contacts on major events will be handled directly by the Executive Director.  Most other news media contacts will be handled by the Housing Policy Director or the specific Department Director.

If you observe any members of the news media (camera crews, reporters, etc.) at PHA properties please contact your supervisor, Department Director, or Housing Policy Director as soon as possible.  Please identify the channel or station name and the name of the reporter if possible.

Following these procedures will help the Agency avoid releasing information that is protected by data privacy laws or Agency policies.  It will also allow the PHA to prepare responses to questions that may be raised by the news media.  In that way we can help the media provide complete, balanced news reports and accurate accounts of PHA events and issues.

Executive Communication #9

Work Schedules
June 6, 1994

This communication applies to AFSCME and S & C Employees:
It is the PHA’s policy to permit some flexibility in the working hours of administrative employees.  However, the PHA also has a responsibility to have staff available to provide services to our applicants and residents and to interact with the general public.

The designated time range for scheduling starting work hours for all full time administrative employees is to be no earlier than 7:30 a.m. and no later than 8:30 a.m.  The end of the scheduled work day is to be no sooner then 4:00 p.m. and no later than 5:00 p.m.  The Department Directors have the authority to establish and approve hours other than above with the approval of the Executive Director

In approving work hours and lunch schedules, each supervisor (and each Department Director) is responsible for making certain that all offices, departments or subgroups of departments are adequately and continuously staffed between the hours of 8:00 a.m. and 4:30 p.m.  Each supervisor is expected to make certain that these hours are observed and enforced.  Due to extenuating circumstances supervisors may have to adjust break schedules temporarily to ensure the office is adequately staffed between 8:00 a.m. and 4:30 p.m.

If you have any questions regarding your current work schedule you should talk to your immediate supervisor.

Executive Communication # 10

Personal Use Of PHA Communications And Office Equipment
March 25, 1996

Revised:  September 12, 2003,

December 21, 2006

The PHA purchases and maintains communications equipment and other office equipment in order to carry out its business purposes.  This Executive Communication consolidates and clarifies previous memos about employees’ personal use of PHA equipment.

The Agency’s intent is to strike a reasonable balance between the general prohibition on spending public funds for private benefit (See PHA Policy on Conflicts of Interest), and commonly accepted workplace conveniences like using an office telephone for a local personal telephone call during an employee’s break or lunch period.

The list below is separated into permitted personal uses, permitted/reimbursable uses, and prohibited uses.  Remember that even the permitted and reimbursable uses are still subject to “reasonableness” limits as to frequency, duration and timing of the use.  Prohibited uses are just that; violations can be the basis for employee discipline.

A.   Permitted personal uses.  Since there is little or no direct cost to the PHA for occasional employee use of this equipment, reasonable use on personal time is permitted (before or after work hours, during breaks or lunch period).

1. Office telephones.

a)
Making or receiving local telephone calls.

b)
Making long distance calls using a personal credit card or calling card.

c)
Receiving long distance telephone calls.

2. “Beepers” or “pagers” which do not carry a charge per use.

3. Office personal computers (PCs)

a)
PHA PCs and installed computer software (Microsoft Word, Excel, etc.) may be used on personal time.  Employees are not permitted to install any software on PHA PCs without specific approval from the MIS Manager.

b)
E-mail should be used primarily for appropriate workplace communications, and only incidentally for purely personal messages. 

4. PHA-Provided Cellular Phones.  

a) Incidental personal use of PHA-provided cellular phones is permitted.

b) Second Line for Personal Use:  An employee who is provided a PHA cellular phone which has a “second line option” may contract directly with the cellular phone company for a second phone line solely for personal use.  Charges related to the second line shall not be billed to the PHA; and the employee is responsible for paying those charges.  The employee must remove the second line service from the PHA-provided cellular phone or return the phone if requested by his or her supervisor.

B.   Permitted/Reimbursable Uses.  To cover the expenses to the PHA for paper, purchase and maintenance costs for the following equipment, all non-PHA uses must be reimbursed at $0.10 per page.

1. Photocopiers.

2. Computer printers.

3. Fax machines (receiving or sending faxes).  Employees may not send long distance fax transmissions, since it is not possible to use a personal credit card or calling card.

Reimbursement for personal use of this equipment should be sent promptly to the Accounting Operations Manager at the CAO.  Send a check payable to the PHA, along with a brief explanation.  If the reimbursement amount is too small to write a check, please give the cash to your supervisor for delivery to the CAO at their earliest convenience.

C.   Prohibited Personal Uses.  Since using this equipment results in direct, substantial charges to the PHA, no personal use by employees is permitted. 

1. Long distance telephone calls charged to the PHA.

2. Office postage meters (or stamps).

Executive Communication # 11

Contract Document Management
August 14, 2006

In order to achieve consistency in management of PHA contract documents, the following steps relating to document preparation and management are to be implemented immediately.  

CONTRACT NUMBERS.

Maintenance Contracts clerical staff will assign all contract numbers for all formal and informal contracts, including letter contracts, service contracts and Requests for Proposals (RFPs).  Before a contract number can be issued, staff requesting the number must execute a Bid Document Routing Sheet and forward it to the Maintenance Contracts clerical staff.  Questions regarding the proper execution of this document may be directed to the Procurement Manager.  

Note: Purchase Order numbers will continue to be issued by staff in each Department.  A Bid Document Routing Sheet is not required.

CONTRACT DOCUMENT STORAGE

Location:  The following documents for each PHA contract must be filed in the Maintenance Contracts office at 261 E. University Ave:

· Original bid documents including addenda

· All signatory documents including Forms of Contract, Agreements, Bonds, Insurance Certificates, Field Orders, Change Orders.  

Note:  One original copy of each Form of Contract and Change Order must be kept on file in the office of the Finance Department.   

Filing original contract documents in a central location will ensure that they are accessible to staff and others, including auditors, HUD officials, PHA legal representatives and the general public (by appointment).  No contract files or contents may be removed without being “signed out” according to a system to be established and maintained by Maintenance Contracts staff.
Paper Filing system:  All documents are to be filed by contract number.  The five-digit numbering system indicates the fiscal year in which the contract was issued (the first two digits) and the consecutive order in which the contract was issued (the third, forth and fifth digits).  For example, contract No. 05034 was the 34th contract issued in fiscal year 2005 and contract No. 00134 was the 134th contract issued in fiscal year 2000.  Documents for all active contracts, and all contracts that have been closed for approximately two years or less will be kept on file in the Maintenance Contracts Office.  Contracts that have been closed for longer than that will be filed in the PHA archives at Ravoux Hi-rise.  Contact the Maintenance Contracts staff for access to the archives.  

Electronic Filing System:  Electronic copies of all contract documents produced by the PHA are to be stored at a single location on the PHA computer network.  

Maintenance Contracts staff will maintain the Procurement database (in Access) listing all PHA contracts.  This database will be accessible on the PHA Intranet and searchable by categories such as type of work, service or item being purchased, date range, and contractor name.  For a list of staff who have access to the Procurement database, or for assistance in using this database, contact Maintenance Contracts.

Executive Communication # 12
Electronic Data Management; Data Privacy

November 9, 2006
In order to protect private data as required by federal and state law, and to make efficient use of the PHA’s resources, the following steps relating to electronic data management are to be implemented immediately.  The PHA’s MIS Manager and the Responsible Authority for Data Practices may issue additional guidance in this area.

Portable Data Storage Devices:  Staff who use laptop computers or portable electronic data storage devices (sometimes called flash drives, pen drives, etc.) to store or transport PHA data must take precautions to prevent unauthorized disclosures of private (non-public) data.  At a minimum, employees should “password protect” any files that contain private data and that are stored on such devices and carried outside of PHA offices.  Greater security is provided by encrypting files and/or using security software installed on the laptop computer or data storage device.  All staff who save private PHA data on portable data storage devices should use these safeguards, whether the equipment belongs to the PHA or to the individual staff member.  Ask MIS staff for assistance with data security if necessary.  

Whenever the PHA purchases a portable electronic data storage device for an employee’s use, MIS staff should install or activate appropriate security software.  

Note that portable electronic data storage devices should not be used for long-term storage.  They are not designed for that purpose and the stored data may be lost.

Remote Access:  There is a risk of unauthorized disclosures of private data whenever an employee accesses such data from any remote location, for example by emailing files over the Internet or remotely accessing PHA emails or files from another location.  Regardless of the form of the data or the location from which the data is accessed, staff are responsible for employing appropriate security measures to protect private PHA data.  

Personal Data (Photos, etc.) Stored on PHA Computers or Networks:  Staff are permitted to use PHA PCs and installed computer software on personal time, within reasonable limits (Executive Communication # 10, Personal Use Of PHA Communications And Office Equipment).  However, to conserve the PHA’s finite computer resources, staff should not store large personal documents, images or other files on network drives (like J: or K: drives).  Photographs and video clips in particular consume large amounts of storage space and can impede the necessary backups of PHA business data.  

Staff may store reasonable amounts of personal information temporarily on the hard drive of their PC (C: drive), if such use does not interfere with business processes.  Staff should understand that data on C: drives is not backed up and may not be recoverable if the hard drive crashes.   MIS staff will not transfer personal data on C: drives to a new PC during upgrades.  

All business or personal data stored on PHA computer equipment, portable devices, networks, etc., including all emails sent or received on the PHA’s systems, may be inspected by PHA supervisors, subject to reasonable privacy limitations. 

Executive Communication # 13
Service of Process; Staff Authorized to Accept Legal 
Documents for the PHA

December 12, 2006
Whenever a Summons and Complaint, subpoena or other legal document is formally served on the PHA, the authorized staff person who accepts it must immediately fax or deliver a copy to the PHA’s attorney.  This will protect the PHA’s interests if the time to respond is short.

Summons and Complaint Served:  

Documents Served (Delivered) Personally:  

· Only the Executive Director and the Department Directors are authorized to accept “service of process” on behalf of the PHA, when the documents being served are a “Summons and Complaint” initiating a lawsuit against the PHA.  

· The authorized staff person who accepts the documents on behalf of the PHA should write legibly “Service accepted by [name—not initials] [date and time]” on the cover letter or the top page.  

Documents Served (Delivered) by U.S. Mail:  

· Date stamp the cover letter, making sure that the stamp is legible and that it does not cover any of the text.  Write your name legibly under the stamp.

· Save the envelope with the documents.

All Documents (Served Personally or by U.S. Mail):   

· Immediately fax or deliver copies of all pages to the PHA’s attorney and to the Executive Director.  If the Executive Director is absent, the copy should go to the Executive Assistant.  The Executive Assistant will notify other staff as necessary.

· Mail the original documents to the PHA’s attorney. 

Subpoenas Served:  In addition to the Executive Director and Department Directors, a Manager in any department may accept service of a subpoena for records or testimony concerning the work of that department. 

· The authorized staff person who accepts the documents on behalf of the PHA should write “Service accepted by [name—not initials] [date and time]” on the cover letter or the top page.  

· Immediately fax or deliver copies of all pages to the PHA’s attorney and to the Executive Director.

(Attorneys and other people who want to serve legal papers on the PHA are responsible for determining who is authorized to accept “service of process” on behalf of the PHA.  If they mistakenly deliver the documents to someone who is not authorized, they will have to make another trip to give the papers to another staff member who is authorized to accept them.)

Executive Communication #14

Celebratory Events
May 8, 2007
Celebratory events that are not work-related must be held during non-working time.  Non-working time would include after normal work hours, the 15-minute break period and/or the lunch period.

The Agency encourages appropriate informal celebrations that help create a positive work environment or recognize employee accomplishments.  Examples may include acknowledging an employee’s length-of-service to the Agency, congratulating an employee for achieving a significant milestone (the birth of a child, a marriage, etc.), or saying good-bye to an employee who is leaving the agency for another job, retirement, or other reason.

However, when scheduling such events, we need to remain aware of both our role as a publicly funded agency, and of personnel policies that regulate the appropriate use of work time.  Consequently, employees will not be allowed to schedule these private, non-work activities during normal work time.

This procedure will allow staff to appropriately use their non-work time to celebrate the accomplishments of a fellow employee, while being mindful of our responsibility to our clients and to taxpayers for the appropriate use of public funds.

Administrative

Procedures
Criminal History Background Check

On-Going Positions

To further ensure the safety and security of Public Housing Agency residents and property, and be in compliance with State Law, a criminal history background check will be done on all new PHA employees.

The criminal history background check will be done after an individual has been approved for hire and a job offer is made.  The job offer will be contingent upon satisfactory review of the criminal history background check (as well as any other requirements such as physical examination).

Temporary Positions
A criminal history background check will be done on temporary employees, regardless of length of expected employment.  This applies to temporary employees hired directly by the PHA and those hired through temporary employment agencies.

General
The criminal history on a given applicant may be reviewed the Human Resources Director, Equal Opportunity and Diversity Director, Department Director of the hiring department, and the Executive Director.  A determination will be made by this group as to whether the information in a criminal history background check is covered under the Law (“Kari Koskinen manager background check act”), such that an applicant would not be approved for the position.

The PHA will conduct the criminal history background check by requesting the records of the Minnesota Bureau of Criminal Apprehension (BCA), the St. Paul Police Department, and the City or County of residence of those applicants who reside in Minnesota.  For applicants who reside in another state at the time of their application for employment, or has resided in another state within the previous ten years, the records of that state’s equivalent of the Minnesota BCA and the applicants, current or past city of residence will be used.

In order to conduct the criminal history background check, the applicant will be required to sign an Authorization to Release Information, authorizing the PHA to request and receive information concerning any record of arrests or convictions of the applicant.  The refusal of an applicant to sign a release form will be grounds for withdrawing the offer of employment.

Damage and/or Loss Of PHA / Resident Property

PHA employees in the course of performing their daily job assignments could possibly damage and/or lose PHA or resident property.  In those cases where negligence or carelessness is involved, disciplinary action may be appropriate.  If disciplinary action is appropriate, refer to the Guide to Conduct.  Specifically refer to A3, 7 and 8, and B1.

PHA Property

The “Property in Possession” form must be completed for each current employee and all new employees.  This allows the PHA to know what has been issued to each employee and authorizes the PHA to deduct the value of lost or failure to return property from an employee’s payroll check.

All employees have, at the minimum, an employee badge.  Supporting documentation needs to be attached for any other item listed as “other”.

This form must be updated and sent to Human Resources each time an employee is given additional PHA property or property is removed from their possession.  

The most current form in an employee’s file will determine what PHA property an employee must return when they terminate employment.

Note:  This form is also located on the intranet under HR Forms.

Resident Property

Supervisors and employees should be aware of the PHA liability policy coverage in regard to damage to tenants’ property and the requirement that a claim and incident report needs to be completed.

PUBLIC HOUSING AGENCY OF THE CITY OF SAINT PAUL

Property in Possession

I have taken into my possession the following items:

	Issued
	Description
	Value
	Returned

	(employee - 
check & initial)
	
	(fill in or circle applicable)
	(supervisor -
check & initial)

	 FORMCHECKBOX 
 _____
	Toolbox (see attached list of tools)
	$_______________
	 FORMCHECKBOX 
 _____

	 FORMCHECKBOX 
 _____
	Employee ID Card or Badge
	$10.00
	 FORMCHECKBOX 
 _____

	 FORMCHECKBOX 
 _____
	Access card
	$10.00
	 FORMCHECKBOX 
 _____

	 FORMCHECKBOX 
 _____
	Keys (per attached list)
	$10.00 per key
	 FORMCHECKBOX 
 _____

	 FORMCHECKBOX 
 _____
	I-1000 Cellular Phone (other phones)
	$250.00 ($50.00)
	 FORMCHECKBOX 
 _____

	 FORMCHECKBOX 
 _____
	Numerical Pager (voice pager)
	$40.00 ($250.00)
	 FORMCHECKBOX 
 _____

	 FORMCHECKBOX 
 _____
	Other:  ________________________
	$_______________
	 FORMCHECKBOX 
 _____


I understand that any item issued to me as checked above has the value as stated above and is issued as a loan to me by the Public Housing Agency of the City of Saint Paul (PHA), that I am responsible for its safekeeping.  I understand that upon my termination from the PHA, or if my position no longer requires me to have an item checked above, I must return it to the PHA.  I also understand that if I fail to return an item for any reason, the PHA may deduct the value of the item from my payroll check(s).

	______________________________
	______________________________

	Employee Signature / Date
	Supervisor Signature / Date


PHA Form 2 (rev 4/02)

Copy to employee, supervisor, and Human Resources upon any addition, change or deletion.

Data Practices Act

(Minnesota Statutes, Chapter 13)

The Government Data Practices Act, often called the Data Privacy Act, is a state law which applies to the PHA and other government agencies (State, County, City), and private agencies and companies under contract with the PHA.

The Act has at least three purposes, which relate to the PHA’s work:

1. To protect citizens’ privacy by limiting the rights of government and public agencies to collect, store and use information (data) about citizens;

2. To grant public access to most information held by government agencies, so news media and anyone else can examine it; and

3. To protect specific kinds of information:

a) information about people who receive welfare and housing assistance;

b) most information about public employees;

c) information gathered as part of an active investigation; 

and other kinds of information described in the Act.

Penalties:  To protect the rights stated in the Act, it provides penalties:

1. An employee who willfully violated the Act can be disciplined, even fired;

2. The employee can be found guilty of a misdemeanor and sentenced;

3. The PHA can be sued and ordered to pay damages to someone whose privacy rights have been violated; and

4. The PHA can be ordered to pay up to $10,000 penalty for each willful violation.

The PHA employee appointed to answer Data Practices Act questions is called the “Responsible Authority.”

I.
Employee Data (MN Statutes Sec. 13.43)


A.
Public Data

1. Job title and description, work location and phone number

2. Salary

3. Employee dates

4. “Complaints or charges”, disciplinary action


B.
Private Data

1. Home address

2. Home phone number

3. Social security number


C.
Confidential Data

1. Investigations

II.
Applicants / Resident Data (MN Statutes Sec. 13.31)

A. Public Data - Almost nothing (Only statistics, etc.)

Exception: Most information about Section 8 landlords is public, except when it identifies assisted households.

B. Private Data

1. Applied for or received Public Housing or Section 8 assistance

2. Name

3. Exact address

· SCATTERED SITE ADDRESSES ARE PRIVATE!!

4. Personal information:  Family size, race, etc.

C. Confidential Data

1. Investigations

III.
Authorized Disclosures

A. To the “Data Subject” (except confidential data)

B. With “Informed Consent” of subject:

1. Written and signed

2. Specifies what information can be released

3. To whom

4. For what purpose

5. For how long (maximum 1 year)

C. When required by law

1. HUD

2. Law enforcement (limited)

D. By court order

E. “When necessary to the administration of the Public Housing / Section 8 Program

1. PHA staff who “need to know”

2. Contractors who “need to know”

3. Others - ask supervisors or Al Hester (Responsible Authority) or 

4. Mike Driscoll (City Attorney)

IV.
Unauthorized Disclosures

A. Telling someone

B. Providing original documents or copies for inspection or copying

C. Leaving originals or copies where unauthorized people can see

D. Allowing access to computers or diskettes

E. Discarding documents in regular trash

1. Bad copies, extra copies

2. Phone messages

3. Notes

4. Old resident lists, printouts

F. Allowable methods of disposal

1. Confidential trash containers

2. Shredder - machine or manual

3. Marker or white-out

V.
LAST WORDS

A. The law allows a reasonable time to respond to requests

B. When in doubt, ask your supervisors or Al Hester (Responsible Authority) or Mke Driscoll (City Attorney)

Dates:  
Seniority Date, Achievement Date, Benefit Date

Master Seniority Date:  When the employee is covered by the terms and conditions of a union contract or the S & C policies.  This would include regular full time, regular part time and temporary employees who work beyond 67 working days.

Job Seniority Date:  Length of time in position.  See appropriate Union contract.

Achievement Award Date:  When employment begins with the PHA.

Benefit Date:  When a regular full time, regular part time or temporary employee is eligible to start benefits.

Emergency Shutdown Of PHA Offices
A state of emergency which requires the PHA to close down or to curtail operations can result from a number of causes ranging from weather conditions to civil disturbances.  Emergencies often occur with little or no warning, and this means that the PHA should have a procedure in place to handle such situations.  This plan defines the general process the PHA will follow, although it retains flexibility to adjust to the specific needs of each situation.

Non-Weather Related Emergencies:  Only the Executive Director or appointed designee shall determine that a state of emergency (unrelated to weather conditions) exists which adversely affects PHA operations.

Absences which occur as a direct result of a state of emergency (other than weather related) will be analyzed by Human Resources to determine how these absences will be recorded.

Weather Related Emergencies Beginning Prior to the Start of the Workday:  A state of emergency due to weather conditions may exist prior to the start of a normal workday.  An announcement on radio / TV that the City of Saint Paul Offices will be officially closed shall also apply to the Public Housing Agency.  We will interpret such an announcement to mean that a weather related state of emergency exists, and our offices will also be closed to the general public.

If you are an administrative employee, you may elect to stay home on a day when City (and PHA) offices are closed to the public.  In such an event, you should try to call your office to let your supervisor know you will not be coming in.  Administrative employees must make their own decision as to whether they can safely come to work during a weather related emergency.  Everyone’s situation is somewhat different.  Some employees use public transportation, and their ability to get to and from work is dependent on the bus company’s service during a weather emergency.  Some employees do not have good access to the public transportation system and may not be able to use their private vehicles.  Others may be close enough to their office to walk to work.  The decision as to whether you can get to or from work without jeopardy to yourself is yours to make.

Maintenance employees:  

1. Resident Caretakers are expected to work their normal schedules.

2. Some other maintenance employees are essential during any weather related emergencies.  Their supervisors will notify them before or during the winter weather season, so those employees will know they must make every effort to get to work during snow and ice related emergencies, even though PHA offices may be officially closed to the public.  Maintenance supervisors shall also determine when each weather emergency occurs whether other maintenance employees will be essential and the supervisors will contact those employees.  (For example, very heavy snowfall requires extra crews.)

3. All other maintenance employees (those who have not been told by their supervisors that their presence at work is essential during a weather related emergency) must decide for themselves whether they can safely come to work during a weather related emergency. Those who decide not to come in must call their maintenance shop to tell their supervisor.

Leave Request Required:

1. All administrative and maintenance employees who elect not to come to work during a weather related state of emergency must submit a “Leave Request” form and use vacation time, floating holiday, compensatory time, administrative leave or be charged for an unpaid absence.

2. Subject to the approval of the supervisor and the Executive Director, employees may be allowed an opportunity to work additional hours to make up for the lost time.

Weather Related Emergencies Occurring After the Start of the Workday:  Should a weather related state of emergency be declared by the City of Saint Paul during normal working hours, the Executive Director or an appointed designee shall determine which of the PHA operations will be closed to the general public.  This announcement will be made by the Executive Director or an appointed designee in a call to each of the affected offices.

Once the Executive Director or an appointed designee has determined that a weather related state of emergency exists during normal working hours, administrative employees must make their own decision as to whether to continue to work or to go home early because of worsening travel conditions.  Even if no state of emergency has been declared, an administrative employee may request approval from their supervisor to leave work if the employee believes worsening weather conditions may make for a hazardous trip home.

The Maintenance Director or an appointed designee shall make the determination whether any or all maintenance employees may be released from work.  This determination will be based on work force needs, the health and welfare of the PHA residents and the need to safeguard PHA employees and property.

Evening Meetings

All S & C (except Department Directors and Executive Director) and AFSCME employees will be paid for travel time from their home to and from an evening meeting.  Mileage will not be paid from their home to and from an evening meeting.  (Mileage will continue to be paid if an employee travels directly from his/her work location to the location of the evening meeting).

Flexible Hours

It is the PHA's policy to permit some flexibility in the working hours of administrative employees.  Therefore, the PHA will permit employees to work flexible hours if approved by their supervisor, department director and executive director.  

Some examples of flexible work schedules that employees can work:

· Exempt Employees:  Each pay period:  work eight – 9 hour days and one – 8 hour day (total of 80 hours in 9 days), off on the 10th day.

· Non-Exempt Employees:  Work four days a week – 9 hours and one day – 4 hours (total of 40.0 hours in 5 days).

Note:  A flexible schedule for non-exempt employees cannot exceed 40 hours in a week (over 40 hours/week requires time and one-half overtime pay).

Basic guidelines to follow:

· Adequate supervision must be provided; number and specific employees participating should be considered.

· Employees who do not adhere to their work schedule or are repeatedly tardy will be required to return to a regular 8 hour work day. 

An employee who wishes to work a flexible schedule must complete the attached form and submit it to their supervisor, department director and the executive director for signature.

REMINDER:  For full-time employees working a flexible schedule, Regular Holidays, Floating Holidays and Administrative Leave always count as 8 hours.

Request For Flexible Work Schedule
Employee:  _____________________________________________________

Work Location:  _________________________________________________

Current Work Schedule


Requested Work Schedule

____:____  to  ____:____
Monday
____:____  to  ____:____ Monday

____:____  to  ____:____
Tuesday
____:____  to  ____:____ Tuesday

____:____  to  ____:____
Wednesday
____:____  to  ____:____ Wednesday

____:____  to  ____:____
Thursday
____:____  to  ____:____ Thursday

____:____  to  ____:____
Friday

____:____  to  ____:____ Friday

____:____  to  ____:____ Saturday
____:____  to  ____:____ Saturday

____:____  to  ____:____ Sunday
____:____  to  ____:____ Sunday

Requested Start Date:  



End Date:  














(if applicable)

Employee Signature






Date
Approved By:

Supervisor








Date

Department Director






Date

Jon Gutzmann, Executive Director




Date

Send to Human Resources (HR will file the original and return copies to employee, supervisor and department director).

Fragrance Free Environment

The PHA is requesting that employees refrain from wearing scented products while at work.  These products include, but are not limited to, cologne, perfume, and aftershave lotions.

Many employees are physically or medically sensitive or are just uncomfortable around strong smells.  At the same time, some employees wear strong smelling colognes / perfumes / aftershave lotions / etc., or just use a large amount.  

Your cooperation in refraining from using scented products will allow all employees to feel comfortable in their work environment and avoid physical / medical problems for those with extreme sensitivities.

Insurance Coverage Guidelines

Eligibility When Hired:

Health & Dental Insurance – 

· Employees are eligible if work 20 hours or more per week

· Effective after 30 days' employment and begins the 1st of the following month

Example:  Hired 5/16 - insurance starts 7/1; hired 5/1 - insurance starts 6/1

Leave Without Pay

Health / Dental Insurance –


Commencing Leave:

Must work (or be on approved paid leave) for 40.0 hours in the month to receive the Agency paid portion of coverage for the following month.


Returning:

Must work (or be on approved paid leave) for 40.0 hours in the month to receive the Agency paid portion of coverage for the following month.  Employees may need to double up on insurance premiums (for 2 party or family) when returning.

Termination:

Health / Dental Insurance – 

Must work (or be on approved paid leave) through the last working day of the month to receive the Agency paid portion of coverage for the following month.

Health Insurance for Newborns, Adoptions and Step Child:


Newborns are covered on date of birth.  If born on the 15th or before the premium is due for that month; after the 15th, premium is due 1st of the next month.  The employee is required to add the newborn (submit a change form) to their medical insurance within 30 days from birth.


i.e.  Baby born 2/25, effective date/premium due 3/1;  baby born on/before 2/15, effective date/premium date 2/1.


Adoption and stepchild - If added within 30 days from date of acquiring child no health history is required.  After 30 days, a health history is required.  Premium due dates same as above.

Job Shadowing

Requests to Job Shadow should be made in writing through the employee’s supervisor.  Employees should indicate the specific position they wish to shadow.  The supervisor sends the request to Human Resources.  Human Resources in turn will work with a supervisor that has the requested Job Shadow position and the requesting employee to schedule a time.

Job Shadowing is not intended to “train” staff in another employee’s job responsibilities, but rather provide an opportunity for those with an interest, to observe another employee “at work”.
Timesheet Procedures 

(How to Complete the Timesheet)
Timesheets, leave requests and overtime requests are in Excel.  To open in Excel, go to File then New and double click on the appropriate document.

Employee ID.  Put your employee ID number, which is 6 digits at the top of your pay stub under “File”.

Recording Your Time.  Use quarter hour increments

ex: quarter hour = .25; half hour = .50; three fourths hour = .75; one hour = 1

Regular Worked.  Fill in the number of hours worked for each day.  For example:  if you worked a standard 8 hour day, write 8 in the regular worked row.

Standard OT (Caretakers).  For Caretaker use only.
Time Off (vacation, sick, comp time used, administrative leave and floating holiday).  Fill in the number of hours used for that day in the appropriate row.

Regular Holiday.  Fill in this row when there is a designated paid holiday.  For example:  Martin Luther King Day, Memorial Day, etc.

Leave Without Pay.  Fill in this row if any part of your work day is unpaid.

Other Leaves.  This row is used for Jury Duty, Travel Status or Military Leave.  Indicate on the timesheet which leave is being used.
Out-Of-Class Hours.  Fill in the hours worked out of class in the appropriate row.  Refer to appropriate union contract for the minimum required hours.

Out-Of-Class OT Hours.  Fill in the hours worked on-call, with a minimum of 2 hours or the actual number of hours worked if it exceeds the 2 hours.
Over Time Hours (for payment).  Fill in the actual number of hours worked in the appropriate row (round to the nearest quarter hour). Ex:  If you worked from 6:00 to 7:30 p.m., write 1.5 in this row.  

Comp Time Earned (for accrual).  Fill in the actual number of hours worked in the appropriate row (round to the nearest quarter hour).  For example:  If you worked from 6:00 to 7:30 p.m., write 1.5 in the appropriate row.  For Maintenance employees on call you would record the 2 hours minimum or the actual number of hours worked if it exceeds the 2 hours.

Time Sheet Completion.  Total both rows and columns (double checking your math; if using the excel timesheet, this is done for you), sign and turn in to your supervisor the Monday following the end of the pay period.  (Tuesday if Monday is a holiday.)

Note:  

· Each day should total the number of hours you worked plus any paid time off.

· Part-time employees are not paid for their lunch break.  They are entitled to a 1/2 hour lunch break, which is not paid.

· Full time employees are entitled to a 45 minute lunch break, 15 minutes of which is paid.

Supervisor:

Submitting Timesheets.  It is the responsibility of each supervisor to ensure that a timesheet is sent to Accounting for each employee they supervise. 

The Monday following the end of the pay period (Tuesday if Monday is a holiday), review all timesheets for accuracy.  (Each regular full time employee should have 80 hours of time logged each pay period.)  In addition, overtime hours paid or accumulated, and out of class hours worked must be recorded on the timesheet, along with time used (such as vacation, sick, etc.).  Part time employees are not paid for their lunch break.

If an employee is unable to submit a timesheet due to illness or other unexpected absence:

· Supervisor should complete the sheet and send a copy to Accounting by the due date.

· Supervisor should follow-up with the employee when the employee returns, have employee sign off on the original timesheet, and send to Accounting.

Attachments.  Staple all leave request slips (and overtime request slips for administrative employees) to the timesheets.

Faxing.  Only in an emergency should timesheets be faxed to 228-3139.  The original timesheet with the appropriate signatures and the attachments must be sent to Accounting the date of the fax.

Sending Timesheets To Accounting.  Timesheets are to be sent to Accounting in the payroll pouch that the paychecks were received on the previous Friday.  Central Administrative Office and Rental / Re-Exam Office supervisors are to send the timesheets to Accounting in a green folder.  

Timesheets Must Be Submitted And Received In Accounting By 4:00 P.M. On The Wednesday Following The End Of The Pay Period.

Note:  For employees that are on Worker’s Comp, the time should be prorated between paid time (vacation, sick or comp), and leave without pay.  For example:  2.5 hours sick and 5.5 hours leave without pay for a normal 8 hour day.

The time sheet, leave slip and overtime slips are available in Excel.  To access one of the documents, open Excel and click new and double click on the appropriate document.

Insert timesheet

Insert leave slip

Insert overtime slip

Travel And Training Requests And Guidelines
Use form PHA 120:  Conference and Other Out of Agency Training Request for travel and training requests (or conferences or other PHA business).  No commitments or reservations should be made until PHA-120 has been fully processed and all required approval signatures are provided.  Unless otherwise requested by the applicant, Accounting will submit the registration form with the required fees, and will then provide the applicant with a copy of the approved form.

Authorization:

PHA-120 should have the following information shown or attached:


Registration form for the training requested (if applicable):



Plan ahead so that the registration can be submitted in a timely manner to take advantage of any available discounts.  (Avoid last minute changes that may result in extra cost.)


Estimate of travel costs:



See below.


Runzheimer Cost Index (get a copy from Accounting) for the destination city:



This index is used to estimate total allowable expenditures for meals and lodging.

Account Number:

The correct account number for the department or fund being charged should be filled out completely.

Arrangements:

Generally the PHA will pay costs associated with registration, transportation, lodging and meals for authorized travel.  Side trips, unnecessary layovers, etc., will not be reimbursed by the PHA.  Allowable amounts are subject to pro-ration per specific travel arrangements.  Preliminary information must be obtained and attached to PHA-120 for approval prior to making reservations or other commitments.

PHA staff must submit a PHA leave slip in advance of departure:  under “other” enter “travel status.”

Transportation:

Contact the Executive Assistant for assistance in arranging travel through a travel agency.

Air Travel:  

The PHA will pay round-trip coach airfare.  If you choose to drive, the PHA will reimburse mileage at the current per mile rate plus parking at the destination to a maximum of what airfare would have cost.  Efforts should be made to obtain the least expensive airfare possible.  Contact the Executive Assistant for arranging air travel.

The airfare savings when requesting staying over Saturday night should be compared to the extra costs for extra lodging and meals that may be required.  If costs can be reduced or stay the same, you may submit the arrangement with the PHA-120 for approval.

Upon approval of PHA-120, promptly order the tickets to receive the best price.  Upon receipt, approve the original itinerary for payment and route it to Accounting.

Driving to the destination:
Mileage is reimbursed in accordance with the rate indicated in the current bargaining unit contract for the most direct route.  Only the driver of the vehicle will be reimbursed.  If a PHA staff person chooses not to carpool with other PHA persons attending the same event (outside the Metro area), that person will be reimbursed at a one-way rate.

Ground Transportation at the destination:

The PHA will pay for the most economical means:  taxi, courtesy van or shuttle, or rental car.  Documentation will be required to demonstrate the most economical means.  Receipts must be submitted upon return.

Lodging:
Lodging is generally at the hotel where the training is being held.  If excessively costly, or if a room is not available, select a cost-effective alternative.  Include rate information on PHA-120.  Receipts must be provided upon return.

Upon approval of PHA-120, the Executive Assistant will contact you for arrangements. A check request may be submitted for prepayment of hotel costs, which should be promptly mailed to the hotel to secure the reservation. The Executive Assistant may also reserve the room on an agency credit card. Staff may also use a personal credit card, in which case a request should be submitted for either a travel advance, or for reimbursement upon return using the check request form for both situations.  Check requests should be submitted at least 10 days prior to departure to allow time for processing.

Meals and Beverages:

Reimbursement will be made for the lesser of actual cost, including tips and taxes, or the average daily amount according to the Runzheimer Guide.  No reimbursement will be made for alcoholic beverages.  Receipts must be submitted for all meals.

Miscellaneous expenses:

· Local business calls at the destination are reimbursable.  Note calls on expense report.

· PHA travelers placing a call to the PHA central office should call collect.  (Upon return, log the call on form PHA-37, long distance call log sheet.) 

· Personal long distance personal calls will be reimbursed to a maximum of $5.00 per day. Documentation is requested.  Note calls on expense report.

· Tips for baggage handling, hotel service, etc., are reimbursable:  Note on expense report.

· Necessary supplies or class materials are reimbursable with receipts.

Overtime:

Exempt employees will not be compensated for overtime while traveling for the PHA.  Non-exempt employees MAY be eligible for overtime, but it must be pre-approved using the overtime approval form PHA-9 prior to travel.

Travel Expense Report:

Within one week of return, a travel expense report, form PHA-121, must be submitted to Accounting.

Daily expenses must be entered and receipts must be attached.  Accounting will issue a check for reimbursement if the travel advance (if any) was insufficient.  If the travel advance was in excess of actual costs, a reimbursement check should be submitted to Accounting with the travel expense report.

Voting/Election Judge

Voting
In compliance with Minnesota State law Section 204.C04, employees may take a reasonable amount of work time off to vote on the morning of the election without any deduction or loss of pay.  Employees must notify their supervisor of their intent to take time off to vote.  The following is Minnesota Statutes 1997:

204C.04 Employees time off to vote.

Text:

Subdivision 1. Right to be absent. Every employee who is eligible to vote in an election has the right to be absent from work for the purpose of voting during the morning of the day of that election, without penalty or deduction from salary or wages because of the absence.  An employer or other person may not directly or indirectly refuse, abridge, or interfere with this right or any other election right of an employee.

Subdivision 2. Elections covered.  For purposes of this section, "election" means a regularly scheduled state primary or general election, an election to fill a vacancy in the office of United States senator or United States representative, an election to fill a vacancy in the office of state senator or state representative, or a presidential primary as described in section 207A.01 unless it is conducted by mail.

Subdivision 3. Penalty. A person who violates this section is guilty of a misdemeanor, and the county attorney shall prosecute the violation.

HIST: 1981 c 29 art 5 s 4; 1988 c 578 art 1 s 3; 1991 c 245 s 1; 1995 c 20 s 1

Election Judge

In compliance with Minnesota State law Section 204B.195, employees are allowed to take work time off to be an Election Judge without any deduction or loss of pay.  Any fee, exclusive of expense fees, collected by an employee during such period while regular compensation continues, shall be surrendered to the PHA.  

Minnesota Statutes Section: 204B.195 Time off from work to serve as election judge.

Text:

An individual who is selected to serve as an election judge pursuant to section 204B.21, subdivision 2 may, after giving an employer at least 20 days' written notice, be absent from a place of work for the purpose of serving as an election judge without penalty.  An employer may reduce the salary or wages of an employee serving as an election judge by the amount paid to the election judge by the appointing authority during the time the employee was absent from the place of employment.  

The written request to be absent from work must be accompanied by a certification from the appointing authority stating the hourly compensation to be paid the employee for service as an election judge and the hours during which the employee will serve.  An employer may restrict the number of persons to be absent from work for the purpose of serving as an election judge to no more than 20 percent of the total work force at any single worksite. 
Safety
Safety Instructions

1.  Safety First

Your health and welfare are most important.  Under no circumstances are you to risk injury in carrying out your assigned work.  Ask your supervisor about anything you do not understand.  Do not take chances.

If a fellow worker is working unsafely, talk with him or her about it.  This act may save a life or prevent an accident.  Call your supervisor’s attention to any unsafe conditions or practices immediately.

Refusing to use required safety equipment, failure to report accidents or the creation of an unsafe condition will subject the employee to disciplinary action.  You are required to comply with all written and posted safety rules.  Violations of safety rules are considered unsatisfactory job performance and will be treated accordingly.

Safety is your responsibility.

2.  Housekeeping

A) Each employee is responsible for housekeeping within his/her assigned area.

B) Keep floors clean and free from anything that may cause someone to slip, trip or fall.  Example:  nuts, bolts, pins, miscellaneous office furniture or equipment, scrap material, brooms, tools, etc.  Clean up slippery spots on flooring immediately.

C) Never block aisles, passageways, electrical panels, fire doors, fire extinguishers or sprinkler control valves.

D) Dirty lockers create a health hazard for yourself and fellow employees.  Keep them clean. 

E) Do not deface signs, material, bulletin boards or buildings.

F) Keep locker rooms, lunchrooms, and restrooms clean.  Use trash containers.

3.  Office Safety Rules

A) Do not tilt back in a straight chair or lean too far backward in a swivel chair.

B) Exercise caution when using office supplies with sharp edges or points (e.g. pins, thumbtacks, razor blades, scissors, pens and pencils).

C) Use handles when opening and closing file and desk drawers.

D) Keep desk drawers, file drawers, cabinet doors, and locker doors closed when not in use.

E) Tape telephone or electric cords to the floor if they stretch across walkways and inform your supervisor so that suitable permanent floor wire guards can be installed.

F) Do not rearrange or try to repair office equipment unless authorized.

G) Do not use your fingers, screwdriver, etc. as a staple remover.

H) Keep heaviest items in lower file drawers.  Open only one file drawer at a time.

I) Inform your supervisor of conditions such as noise, poor lighting and overcrowding which you feel may endanger your well-being.

4.  Stairs

A) When going up or down stairs, use the handrails.  

B) Keep stairways clean of rubbish.  

C) WALK - do not run on stairways.

5.  Conduct

A) Employees have the responsibility to follow local laws and not to endanger their personal well-being or that of other employees.  Possession, or use of fire arms (loaded or unloaded), weapons or explosives of any nature on PHA property is not permitted.

B) Your safety and that of your fellow employees is important.  Reporting for work under the influence of alcohol or drugs is a hazard to the user and his co-workers.  Employees suspected of being under the influence of intoxicating liquor or drugs will not be permitted to work.

C) Alcohol or drugs shall not be brought onto, sold, given or consumed on PHA property.  (See Drug-Free Workplace Policy)

D) Do not change work places without instructions from your supervisor, or wander away from your assigned work station.  You can be easily injured in unfamiliar surroundings.

E) As an employee you have an obligation to ensure proper use of PHA property.  Deliberate and malicious abuse or destruction of tools, equipment or property cannot be tolerated and could result in disciplinary action.

F) Do not mark signs, material, buildings or bulletin boards.

G) “Horse play” is strictly forbidden at any time while on PHA property.

6.  Fire Prevention

A) “No smoking” restrictions must be carefully observed.

B) “Strike Anywhere” type matches are not allowed on PHA premises.

C) Combustion is a chemical process accompanied by heat.  In order for a fire to exist three factors must be present:  a) oxygen, b) fuel and, c) heat (a temperature at which the fuel will burn).  Fires may be extinguished by eliminating any one of these factors.  Fires are extinguishable by depriving oxygen supply (smothering) or by lowering the temperature (cooling).  It is more difficult to eliminate the fuel supply; if it can be done safely, it is THE PREFERRED METHOD for immediate control of the fire.

D) When fighting fires the first few moments are the most important.  The proper and prompt use of extinguishers at the start of a fire will often control the fire and avoid heavy losses.  Be sure you do not allow the fire to get between you and the exit.

E) All extinguishers must be turned in for refill after each use.  Do not hang a used extinguisher back on its mounting bracket.

F) Do not run when your clothing is on fire.  Running fans the flames.  If possible, wrap yourself in a blanket or coat.  Protect your face and neck first.  Drop to the ground and roll slowly.  If there is nothing to wrap in, lie on the ground and roll slowly; try to avoid inhaling the heat and smoke.

G) Do not block or obstruct electrical panels, aisles or fire lanes, fire escapes, extinguishers, stairs or exits.  Fire doors should not be blocked or tied open.  Keep all aisles open.

H) In the event of fire, attempt to extinguish the fire (except caretakers who must follow the procedure set forth in the caretaker’s manual).  If you find you cannot extinguish the fire, go to the nearest telephone and call “911” and direct the fire fighters to the scene of the fire.

7.  Injuries

A) Should it be necessary to report an emergency or accident, be sure that all specific information is given.  Report area, type of emergency, the number of people involved, etc.  If you have call “911” for help, stand by to direct those arriving to handle the emergency.

B) If you see that employees are in danger of being injured, do not hesitate to inform them.  Careful employees recognize dangerous conditions.

C) Report all on-the-job injuries to your supervisor immediately.  The PHA is required by worker’s compensation laws and the Occupational Safety and Health Act (OSHA) to keep accident records.

D) If you feel ill to the extent you cannot properly perform your work, report this to your supervisor.

E) To prevent recurrence of accidents, an investigation is made to obtain the facts and determine the true cause.  Give the facts when asked.  An untruth invites a recurrence.  THE LIFE YOU SAVE MAY BE YOUR OWN.

Employee On-The-Job-Injury
The PHA uses an Occupational Clinic to treat employee on-the-job-injuries.  If an employee is injured on-the-job, he/she has the right to see a physician of their choice.  The PHA prefers that employees who are injured on the job receive medical attention at the Occupational Clinic for the following reasons:

· The PHA has established a working relationship with the Occupational Medicine physicians and nursing staff.

· The PHA will, if necessary, arrange the employee’s appointment.

· These physicians have met with Human Resources staff and are familiar with our Agency and the physical requirements of our jobs.

· Human Resources will fax a copy of the employee’s job description including physical demands so the physician can work with the PHA and the employee to decide alternative work.

· The Clinic has been very quick in getting information about employee’s physical restrictions back to us so we can work with the supervisor to arrange any accommodations that need to be made.

· All billing is handled directly between the Clinic and the PHA so the employee does not get billed.

An “Authorization for Examination or Treatment” slip should be used in the event of an employee on-the-job injury in the following manner:

1. Supervisor fills out slip, authorizing medical visit.

2. Slip is given to employee.

3. Employee presents slip to medical staff at time of visit.

Authorization forms may be reproduced or additional forms may be requested from Human Resources or Mt. Airy Maintenance Administration.

The PHA has retained the services of W.C.M.C. (Workers Compensation Modifier Controllers, Inc.) to assist in the management of on-the-job injuries.  If an employee has an injury on-the-job, a representative from W.C.M.C. may contact the employee to get additional information regarding the injury and medical restrictions.

Detailed and accurate medial information will allow W.C.M.C. to work with the supervisor to design a temporary alternative job within the employee’s physical restrictions.  The compensation for the temporary job will be appropriate for the work performed.  The goal of this program is to return each employee to his or her normal duties as soon as possible.
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Supervisor Report of Employee Injury
When notified of an injury, immediately complete as much information as you can and fax to Human Resources at 651-228-3139.
Employee: 


Date of Injury: ______________ 

	To be completed by Human Resources

Social Security #: 


	

	DOB: _________________ Single/Married (circle one) Phone: ____-____-


	

	Address:   



	


	
 
  City





  State


Zip

	Hire Date: 
 Job Title: 


	

	Wage: ___________________   Full or Part Time Employee (circle one)


First Day of Lost Time: ________________ Return to Work Date: 


Date Employer Notified of Injury: 

Type of Injury: 


Time of Injury: ______________ am/pm Time Shift began: _______________am/pm

Employee’s Activities When Injured: 



Injury Site (w/address): 


Hospital/Clinic: 


Witnesses: 


Completed By: ________________________ Phone: 


Supervisor: 

 Public Housing Agency of the City of Saint Paul

Resident Accident or Property Damage Report
(General Comprehensive Liability Insurance)

To:
Accounting Operations Manager, Finance Department
Today’s Date: 


Mike Driscoll, City Attorney’s Office

Date Reported: 


(to Housing Manager): 

FC#  







Date of Incident: 


Time: 


        a.m.  
    p.m.  


Name of claimant: 






Phone: 


Claimant Address 










 

              
 (Include apartment number, zip code)
If non-resident, why was person on PHA premises?: 





Incident location: 










Accident/Incident Description: 








Describe Alleged Injuries: 









         and/or



(Be explicit)

Extent of Property Damage: 










Medical Assistance Rendered: 








If property damage, does resident carry tenant rental insurance? Yes 
  No



Date of visit with claimant: 


  Date site of incident was checked: 


Witness Name: 




Witness Name: 



Address:





Address:




Phone:






Phone:






Name of Manager reporting:




  Title: 




Date report signed: 




  Phone: 




cc: Resident File: R.S. Senior Manager: Maintenance Manager: Finance Director: R.S. Director: Actg Manager

PHA-10 (Revised 12/06)
INCIDENT/CLAIM REPORT

PHA PROPERTY ONLY

Send To:
Accounting Operations Manager, Finance Department

Date Of Loss:    


FC #


Name:



Location:



Type Of Loss:


Probable 


Cause of loss:

Items Damaged:



Estimated Amount Of Loss:
$



Materials:

$



PHA Labor:

$



PHA Truck Time:

$



Fire Department Notified?
YES   

     NO   




Police Department Notified?
YES   

     NO   




Reported By:









Title:









Additional Information:











PHA FORM 69

Revised 12/06
Miscellaneous
PHA Employee Recognition Program

October 1991

Rev. January 1998
To help create an environment and culture which acknowledges the efforts and hard work of staff, the PHA has designed a Reward and Recognition Program.  The program recognizes both formal and informal efforts.  Through the program, the PHA hopes to ensure that recognition is practiced regularly as a part of everyone’s daily responsibilities.

The program has two elements: formal and informal recognition.

Formal Recognition consists of years of service awards.

Years of service awards will be given to all employees as they complete five year increments of employment.  Awards will be as follows:

5 Years - Certificate of Recognition

10 Years - Certificate of Recognition Plus a $20 Gift Certificate

15 Years - Certificate of Recognition Plus a $30 Gift Certificate

20 Years - Certificate of Recognition Plus a $40 Gift Certificate

25 Years - Certificate of Recognition Plus a $50 Gift Certificate

30 Years - Certificate of Recognition Plus a $60 Gift Certificate

35 Years - Certificate of Recognition Plus a $70 Gift Certificate

40 Years - Certificate of Recognition Plus a $80 Gift Certificate

45 Years - Certificate of Recognition Plus a $90 Gift Certificate

50 Years - Certificate of Recognition Plus a $100 Gift Certificate

All gift certificates will be for use at the vendor of each employee’s choice within Ramsey County.  (No liquor store gift certificates, however, will be permitted.)

Annually a special agency-wide event will be planned to honor employees plus the recipients of the years of service awards.

Informal Recognition will continue to be encouraged throughout the agency.  Special attention will be given to training supervisors to consistently acknowledge their staff’s accomplishments in both intangible and tangible ways.  Supervisors will be able to use up to $15 per employee per fiscal year to express appreciation in other ways for work well done.  PHA publications will be used to provide public recognition of employees.  Because informal recognition is specifically not designed as a highly structured program element, it can be more creative and timely in acknowledging good efforts.  It is also the form of recognition which is accessible by more employees.

Hatch Act

The Hatch Act as referred to in the Personnel Policies For All Employees “J.  Political Activity”, is a federal law that governs political activity by local employees of agencies receiving federal monies.  The following is a summary of the act by Mike Driscoll, PHA Attorney:

PHA employees cannot improperly use his or her position as an employee to affect the outcome of an election nor can a PHA employee be a candidate in a partisan election for public office.  However, there is no prohibition against being a candidate for election in a nonpartisan race.  

A PHA employee may “engage in political activity to the widest extent consistent with the restrictions imposed by law and this part” and “may participate in all political activity not specifically restricted by law and this part, including candidacy for nonpartisan election and candidacy for political party office.”

The thrust of the law and the regulations is to prohibit some, but not all, kinds of partisan (political party) political activity and misuse of one’s position or authority for a political purpose.  Aside from these, they do not appear to prohibit or affect participation in the broader political arena.

For a copy of the HATCH Act please contact Human Resources.

PHA Abuse Reporting Procedures

Anyone can report abuse with no liability:  The PHA encourages every staff person who witnesses or learns of the abuse or neglect of a child or vulnerable adult in public housing to report it promptly. 

What’s abuse?  Actual or threatened injury to a child or “vulnerable adult” (an adult with a physical or mental disability; frail, elderly, etc.). 

What’s neglect?  Inadequate food, clothing, shelter or medical care; abandonment; “exposure to threatening or endangering conditions,” etc.
(Neglect is what a parent or other caretaker does NOT do, rather than what he or she DOES.)

Who should report?  All PHA staff are encouraged to report.  Residents’ safety is everyone’s concern.

When should staff report?  As soon as possible.  Staff who carry cell phones or 2-way radios should report immediately.  In cases of child abuse, Ramsey County Child Protection staff will send a police squad car.  They usually won’t respond to a late report.  If you wait, it may be too late!

If a child or vulnerable adult is in immediate danger or is abandoned, call 911.  

(If you have a 2-way Nextel radio, just dial “9”.)
What should be reported?  Be as specific as possible:  Who, when, where, what occurred.

Report to whom?  

· Maintenance staff should report to a Maintenance supervisor, who will call the County.

· Other staff should report to any supervisor, who will call the County.

· After PHA business hours, call the After Hours Maintenance number, 291-6795.

· Staff may also report directly to Ramsey County Child Protection (266-4500) or Ramsey County Adult Protection (266-4012).  

Are staff who report protected from liability?  Yes.  Minnesota law protects anyone who reports suspected abuse or neglect in good faith, even if the report turns out to be incorrect.  If a lawsuit is filed, it will be dismissed promptly.  The PHA’s insurance will pay legal costs for defending a lawsuit against the PHA or an individual employee for reporting abuse.

What about Data Privacy?  No problem.  Although most information about public housing residents is “private data on individuals” under the MN Government Data Practices Act, the law makes an exception to allow reporting suspected abuse or neglect of a child or vulnerable adult.

Is any follow-up necessary?  After calling the County, promptly report the incident to Resident Services Housing Management staff, who should note in the resident’s file that the report was filed.  County staff may contact the eyewitness for details of the incident, if someone else called in the report.

Lost Master Key Procedures for Staff
In the event that a PHA staff person loses their master key (or if it is stolen) or receives notice of a master key loss from a contractor, vendor or service provider, the following steps are to be taken immediately.

1. Notify their immediate supervisor, the appropriate area Property and Maintenance Managers and their Department Director as soon as the incident happens.

2. Document in writing, the loss of the key(s) within 24 hours to their immediate supervisor and the Department Director.  Written documentation will include known specifics about the loss of the master key (i.e., lost on PHA property, off site, etc.).  This can be either through e-mail or a written memo.  This information is very important because it will aid the Department Directors and Executive Director in making the appropriate decision as to the need for re-keying.

3. Designated Maintenance staff will take primary responsibility for lock changes and notify affected supervisors, Property and Maintenance Managers, and Department Directors of progress in a timely manner.

Loss of master keys can affect the safety of our residents so it is imperative that this procedure be followed.

� This is an attachment to the PHA’s Policy Prohibiting Violence In The Workplace, which is part of the  Personnel Policies For All Employees. 


� Adapted from “Reporting Child Abuse and Neglect; A Resource Guide for Mandated Reporters,” Family and Children’s Services Division, Minnesota Department of Human Services, April 2000.
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