
 
 
 
 

 

REPORT 
 
 
DATE ISSUED: May 25, 2004                 ITEM 107 
 
REPORT NO.: HCR04-48  
   For the Agenda of June 4, 2004 
  
SUBJECT: FY05 REVISIONS TO MEMORANDUM OF UNDERSTANDING 

WITH S.E.I.U. LOCAL 535 AND REVISIONS TO PERSONNEL 
POLICIES  

 
 
SUMMARY 

Issue:  Should the Housing Commission approve and forward for Housing Authority adoption 
the union/management negotiated Memorandum of Understanding for represented employees, 
and extend salary and benefit changes to non-represented and management employees?  

Recommendation:  Recommend Housing Authority adoption of the following: 

1. Memorandum of Understanding (MOU) between the Housing Commission and Service 
Employees International Union, Local 535 (Union) for FY05, FY06, and FY07, including 
salary and benefits discussed in Attachment 1, Executive Summary of Major Proposed 
Changes to Memorandum of Understanding (green pages). 
 

2. Revisions to Personnel Policies (PO102.000) including salary and benefits for non-
represented employees consistent with union-represented employees except as noted and 
discussed in Attachment 2, Executive Summary of Major Proposed Changes to Personnel 
Policies (pink pages) and specific policies, pay, and benefits for the Executive and 
Management Service.  

 

Fiscal Impact:  The cost of the FY05 proposed recommendation for salary and all negotiated 
benefits is estimated to be approximately $217,982.  Funding for these changes is included in 
the FY05 Budget  

Previous Related Action(s):  On August 31, 1998, the Housing Commission approved a new 
classification and compensation plan and approach to employee benefits, compensation and 
policies, effective January 1, 1999. 
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The Commission approved changes to the Personnel Policies and Memorandum of 
Understanding for FY02, FY03, and FY04 on June 1, 2001.  On June 1, 2001 the Housing 
Commission delegated authority to the Chief Executive Officer to select and enter into 
future benefit plan contract agreements consistent with contract authority, budget 
authorization, and union negotiated agreements.  The Employee Group Benefit plan 
selections for FY05 and subsequent fiscal years are included in the MOU. 
 
FUTURE ACTIONS 

If approved by the Housing Commission, this matter will be docketed for adoption by the 
Housing Authority at its June 15, 2004 meeting. 
 
BACKGROUND 

On August 31, 1998, the Housing Commission approved the current approach to compensation 
and salary administration policies designed to link pay and performance with a new 
Classification and Compensation Plan effective January 1, 1999.  The Commission, as the 
employer, is concerned about 1) providing an attractive salary and benefit program that allows 
recruitment and retention of qualified employees at all levels; and 2) the increasing cost of 
implementing salary and benefits programs given limited Federal, State and Local public 
funding, diminishing available resources and resulting budgetary constraints.  The FY05 
negotiation process considered the anticipated costs of medical and related health care 
administrative expenses, organizational restructuring to improve efficiency and streamline 
processes, effective use of automated technologies, the Commission’s current and future ability 
to fund program operations while considering employee needs, legal rights of employees, and 
the right of employees to bargain for an Agency Shop provision and binding arbitration.   
 
The Housing Commission and the Union negotiate primarily on salary increases with minimal 
changes to fringe benefits.  Over the last ten years, negotiations resulted in salary increases 
from 2% to 4%, with an average of 2.8% for the period.  The current multi-year (3 year) 
negotiated contract included salary increases as follows: FY02 (3.5%), FY03 (3.25%), FY04 
(2.5%) with implementation of a 4-day furlough without pay.   
 
This year, both parties addressed the new office facility and the anticipated cost of parking, a 
defined benefit retirement plan (such as CalPERS) as a means of addressing the Commission’s 
concern for the security of its long term career employees, streamlining business practices, and 
partnering to seek creative solutions to achieve multi-year objectives. 
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DISCUSSION 

Proposed recommendations were negotiated in good faith with the Union following a series of 
Union-Management sessions to address matters of mutual interest.  The results of these sessions 
is a multi-year (three-year) contract with the Union reserving the right to review benefit plan 
options for FY06 and FY07, and recommended modifications to the Memorandum of 
Understanding and Personnel Policies that are contained herein as Attachments 1 and 2.  The 
Memorandum of Understanding covers fiscal years FY05, FY06, and FY07 for salary, benefits 
and related articles.  One item discussed during recent negotiations was potential Housing 
Commission participation in a defined benefit retirement system through CalPERS (California 
Public Employees Retirement System) for all future new hires, with optional participation for 
current employees, as an alternative to the Housing Commission’s Defined Contribution Plan.  
If efforts to participate in CalPERS are not realized, there was agreement, subject to approval 
by the Housing Commission and Housing Authority, to re-open to renegotiate wages for FY05.  
There was no agreement for an Agency Shop provision or to provide binding arbitration. 
 
City of San Diego policies were used as a reference, whenever possible, to negotiate changes to a 
number of articles. 
 
The cost of the FY05 proposed recommendation for salary and all negotiated benefits is 
$217,396, which is a decrease of approximately 48% below the FY04 salary and benefits 
package.  Projected costs for FY06 and FY07 are calculated based on the current FY05 staffing 
plan and do not include movement along the pay plan. 
 
The proposed increase in salaries and flex credits for FY05 and the extension into FY06 and 
FY07 are shown on the chart below. 
 
Salary Increase By Fiscal Year: 
 
     Budgeted Proposed Proposed  % of 
      Salaries  Increase    Total           Changes 
 
FY05 – 1.50% salary increase  11,825,391 217,396 14,710,480 1.50% 
FY06 – 2.00% salary increase  14,710,480 294,210 15,004,690 2.00% 
FY07 – 2.50% salary increase  15,004,690 375,117 15,379,807 2.50% 
 
Flex Benefit Increase By Fiscal Year: 
 
     $ Budgeted Proposed Proposed  % of 
            Increase Flex Benefit  Increase    Total           Changes 
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FY05 from $4,824 to $5,164  $340 1,173,015 81,090  1,254,105 6.91% 
FY06 from $5,164 to $5,494  $330 1,254,105 78,705  1,332,810 6.28% 
FY07 from $5,494 to $5,834  $340 1,332,810 81,090  1,413,900 6.08% 
 

 Other Key Provisions: 
 
Four-day mandatory furlough without pay from Christmas to New Year for each year of the contract 
term. 
 
An additional mandatory two-day furlough during each year of the contract as follows: FY05: 
November 12, 2004 and April 1, 2005; FY06: July 1, 2005 and May 26, 2006; FY07: July 3 and 
September 1, 2006. 
 
Mileage reimbursement reduced from 40 cents per mile to I.R.S. approved rate each year.  The FY05 
estimated decrease in mileage is approximately $5,200. 
 
Annual leave accrual increased by one day (total of 28 days) beginning the 16th through the 25th 
year and an additional two days beginning the 26th year.   
 
An increase from $1,000 to $2,000 for educational incentive. 
 
A Shared Savings Plan that distributes savings realized in administrative expenses with all 
eligible employees.  If implemented in a fiscal year, savings would be distributed 50% to Housing 
Commission reserves and 50% equally among all regular employees. 
 
ALTERNATIVES 

1) Provide direction to the Chief Executive Officer regarding specific salary and/or benefits for 
employees; 2) Accept only selected items of the Report for implementation; or  3) Take no 
action.  
 
 
Respectfully submitted,    Approved by, 

 
 
 
Carrol Vaughan     Elizabeth C. Morris 
Chief Operating Officer    Chief Executive Officer 
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Attachment 1: Executive Summary to Memorandum of Understanding (Green) 
Attachment 2: Executive Summary to Personnel Policies (Pink) 
 
Distribution of these attachments may be limited.  Copies available for review during business 
hours at the Housing Commission offices at 1625 Newton Avenue.
 
 



  

 

  
 

Attachment 1 
 

Memorandum of Understanding 
 

EXECUTIVE SUMMARY 
 
Social Service Employees International Union, Local 535, is the exclusive employee 
representative for approximately 147 employees in 30 different classifications.  The current 
contract expires on June 30, 2004. 
 
In December 2003, the Commission notified Local 535 of its desire to open negotiations for a 
new contract agreement.  Since that date, Staff and the Union held 14 negotiation meetings.  On 
May 17, 2004, the parties reached agreement on a three-year Memorandum of Understanding 
effective July 1, 2004 through June 30, 2007, for salaries and benefits with the Union reserving 
the right to discuss, modify or revise benefit plan options to maximize approved flex credit 
dollars.  Local 535 ratified the Memorandum of Understanding (MOU) on May 24, 2004. 
 
Attached is a copy of the revised MOU Articles (Attachment 1-A) showing deleted language 
and bolding of new language. 
 
Following is a summary of proposed changes to each MOU Article: 
 
• Renegotiation (Article 3) – Meet and Confer shall begin no later than February 5, 2007.  If 

neither party has proposed a change to an Article by April 15, 2007, the Articles remain in full 
force.   

 
• Union and Employee Security (Article 5) – Clarifies implementation of Union dues and 

agency fees. 
 
• Out of Class Assignment to Higher Classification (Article 13) – Deletes all reference to out of 

class assignments and simplifies implementation of temporary assignments as an alternative. 
 
• Seniority and Layoffs (Article 17) – Clarifies layoff order for regular employees serving in 

temporary assignments. 
 
• Pay Plan (Article 19) – Revised to include up to $1,000 for Short Term Awards. 

 
o Implements normal step increases effective the start of the pay period in which the 

performance review date falls. 
 

o Deletes obsolete reference to review merit pay plan and short term award 
programs, and subsequent re-numbering. 

 



  

 

  
 

o Introduces Shared Savings Plan for regular employees dependent on administrative 
savings at end of fiscal year and on the needs of the agency. 

 
• Overtime (Article 20) – Changes computation of overtime from 1/10 to 1/100 of an hour 

based on new HRIS/Payroll system and deletes option for paid compensatory time off with 
overtime payment in the pay period in which it is earned. 

 
• Bilingual Pay (Article 21) – Increases Bilingual Pay Differential from .40 per hour/$70 per 

month to .41 per hour/$71.07 per month for non-technical and technical from .50 per hour/$87 
per month to .51 per hour/$88.40 per month. 

 
• Mileage/Transportation Reimbursement (Article 23) – Revised to change mileage 

reimbursement from 40 cents per mile to the rate per mile approved by the Internal Revenue 
Service.  Upon moving to the new facility at 12th & C Street, employees using their personal 
vehicle as a primary means of performing duties will receive free parking.  Increases 
reimbursement for purchase of monthly passes for monthly transportation from 75% to 80%.  
Provides one-half the parking cost or $65, whichever is greater to employees who chose to 
park in the facility parking garage. 

 
• Benefits (Article 25) – Implements flex credits beginning the first payday in July in each year.  

Commission’s contribution to the Flex Benefit Plan will increase by approximately 6.42% per 
year per employee for term of contract to cover cost of benefits. This is slightly below the 
contract term ending June 30, 2004.  In that contract three year flex credit increase was 6% 
each year.  Changes include: 

  
o July 1, 2004 – From $4,824 to $5,164 (6.91%) (+$340) 

 
o July 1, 2005 = From $5,164 to $5,494 (6.28%) (+$330) 
 
o July 1, 2006 = From $5,494 to $5,834 (6.08%) (+340) 
 
o Renew Kaiser HMO Medical Plan (no changes) 

 
o Replace PacifiCare HMO medical with Sharp Health Plan 

 
o Increases maximum LTD benefit maximum from $6000 to $7500 at no additional 

cost. 
 
• Retirement System (Article 27) – Provides guidelines for notification to the Union at any time 

changes or modifications are proposed to its retirement system. 
 
• Annual Leave (Article 29) – Adds one day beginning of the 16th through 25th year and adds an 

additional two days beginning the 26th year.  Clarifies language for temporary benefited and 
non-benefited employees and adds language to allow employees to request annual leave up to 



  

 

  
 

one year prior to date scheduled.  Clarifies leave available as leave posted to the employee’s 
account as of the last day worked preceding leave, and other minor revisions for clarification 
purposes.  Increases required annual leave usage prior to request for pay in lieu from 3 to 5 
days. 

 
• Court Leave (Article 32) – Employees may retain fees collected for jury service. 
 
• Leave Without Pay (Article 33) – Revises reasonable notice for leave without pay from 15 to 

5 calendar days.  Revises the number of unpaid days that shall delay and extend period of 
satisfactory service for pay step advancement from 30 workdays to 180 calendar days. 

 
• Educational Incentive (Article 36) – Increases Tuition Reimbursement maximum from $1000 

to $2000 per fiscal year. 
 
• Counseling and Discipline (Article 40) – Clarifies rights of employees upon notice of 

disciplinary action and appeal with evidentiary hearing. 
 

o Renumbered for clarity. 
 

o Replaces hearing before a panel of three persons with an independent neutral 
hearing officer appointed by mutual agreement of the parties. 

 
o Provides for full evidentiary hearing process for all actions impacting pay. 

 
o Adds language to include reasonable accommodation prior to nondisciplinary 

termination. 
 
• Non-Disciplinary Separation (Article 41) – Clarifies separation from employment for 

disabilities that cannot be reasonably accommodated. 
 
• Union Management Committee (Article 46) – Increases union representatives from three to 

five persons. 
 
• Resident Manager (Article 49) – Revises on-call pay from $120 per month to $121.33 per 

mo/.70 per hr.  Eliminates obsolete language. 
 
• Term (Article 48) – Terms of this Agreement are effective July 1, 2004 to June 30, 2007. 

 
• Salary Schedule (Article 50) – Published MOU to reflect the following salary range increases 

effective July 1 (start of pay period on which the first day of the fiscal year begins) and the 
deletion of the Resident Manager I classification: 

 
o 1.50% salary increase effective July 1, 2004 

 



  

 

  
 

o 2.0% salary increase effective July 1, 2005 
 

o 2.50% salary increase effective July 1, 2006 
 

o Continuation of furlough between Christmas and New Year for each year of 
contract. 

 
o An additional mandatory two-day furlough during each year of the contract as 

follows: FY05: November 12, 2004 and April 1, 2005; FY06: July 1, 2005 and 
May 26, 2006; FY07: July 3 and September 1, 2006. 

 
• Letter of Understanding – Agreement to re-open wages subject to participation in CalPERS 

retirement system. 
 



  

 

  
 

Attachment B 
 

Revisions to Personnel Policies 
 

EXECUTIVE SUMMARY 
 
The Housing Commission will enter into agreements for employee health, dental, basic and 
supplemental life and long-term disability insurance plans as offered through the Commission’s 
Section 125 Flex Benefits Plan. 
 
The Commission currently contributes Flex Benefits Credits of $4,824 per employee per year to 
the Flex Plan.  Employees may apply this money to the cost of benefits on a pretax basis or elect 
to receive any unused portion as taxable salary.  Flex Benefits Credits are subject to the meet and 
confer process and have been historically reviewed annually for all employees.  It is 
recommended the Commission increase this benefit by approximately six percent each year 
beginning the first pay day in July to $5,164 per employee effective July 1, 2004, $5,834 effective 
July 1, 2005, and to $5,834 effective July 1, 2006 consistent with the agreement reached through 
the negotiation process for union-represented employees. 
 
It is also recommended that current salary ranges for all non-represented employees on the “S” 
Salary Schedule, and EMS ranges on the “M” Schedule be increased (at the start of the pay period 
in which the first day of the fiscal year begins) by 1.5% effective July 1, 2004.  It is further 
recommended the ranges be increased 2.0% effective July 1, 2005, and 2.5% July 1, 2006 to be 
consistent with union-represented employees. 
 
A comprehensive Classification and Compensation Study was conducted by the Reward Strategy 
Consultants in 1998 to review all employee salaries.  The consultants reported many comparable 
benchmark classifications for non-management employees with specific recommendations 
approved by the Board.  Public agency pay ranges for non-management employees typically 
include several steps within a range (5 to 9) with percentages within each step (typically 5%).  
The consultant recommendations were implemented to a greater extent for the non-management 
staff than for management.  The management classifications at the Commission were more 
difficult to survey based on unique programs and responsibilities.  The recommendations by the 
consultants for management salaries were approved at the market median.  Recommendations for 
non-management positions were considered in relationship to the maximum of the salary ranges.   
 
Since the original study, the Commission’s management salaries had fallen significantly below 
the market median for a variety of reasons including changes in the economy, difficulty in 
retaining qualified employees, and low unemployment.  Housing Commission management 
salaries were up to 17% below market average.  In keeping with the recommendations of the 
Classification and Compensation Study Consultants that the Commission review executive and 
management salaries in two years following implementation, the Chief Executive Officer initiated 
a survey analysis of management salaries.  The Reward Strategy Consultants resurveyed 
benchmarked positions for salary comparability and to modify the Commission’s pay structure, if 



  

 

  
 

needed, based on internal salary relationships.  The consultants reported that agencies utilized a 
variety of incentives to attract and retain qualified managers, including competitive salaries, 
hiring bonuses and additional “perks” to compensate for performance expectations while faced 
with the challenge to seek creative, innovative and cost effective solutions to streamline and 
improve operations. 
 
Based on turnover and difficulty in recruiting and attracting well qualified candidates for 
management positions in a tight labor market, and other public and private agency practice of 
providing higher salaries, the consultants recommended increasing the control points (range 
maximums) for management positions on the Executive and Management Pay Schedule, (“M” 
Schedule) to be consistent with other public agency practice.  The range between the minimum 
and control point was increased from 25% to at least 35%.  According to the consultants, most 
public agencies have a 60% or broader span between the minimum and maximum of the range.  
Despite this continuing issue, no change to the central point is recommended at this time.  Staff 
will re-visit management salaries and other targeted classifications for salary comparisons 
consistent with market trends and retention and recruitment issues in keeping with the agency 
Business Plan, and will propose recommendations during the appropriate budget review. 
 
The Chief Executive Officer will consider FY05 salary increases for EMS incumbents, including 
performance pay recognition based on specific job performance.  As in years past, EMS salary 
increases and pay recognition based on performance, are granted at the discretion of the Chief 
Executive Officer as provided for in the FY05 Budget.  Policy provisions (Policy 102.104) 
describe the discretion of the Chief Executive Officer to recognize and reward performance.  In 
recognition of additional span of control and absorption of increased responsibilities resulting 
from rightsizing, all remaining manager positions will be re-titled to director to more 
appropriately reflect their expanded duties. 
 
EMS incumbents receive the same basic Flex Benefits Credits as other employees.  In addition, 
Executives, Managers, and EMS employees receive specifically approved Management Flex 
Benefits, which according to the consultants, are slightly conservative in comparison to other 
agencies.  Although the Consultants have previously recommended additional fringe benefits 
typically offered to public agency management staff, no change to Management fringe benefits is 
proposed this year other than a provision for a car allowance for designated management staff as 
provided for similar executive level positions at the City of San Diego.  The Chief Executive 
Officer currently receives a car allowance, consistent with the City Manager.  The Board 
approved a car allowance of $300 per month for the executive staff in FY02.  With the deletion of 
two executive division positions, certain director positions are regularly required to drive to field 
locations and attend outside meetings on a daily basis and are also recommended to receive a car 
allowance of $300 per month. 
 
A number of public agencies utilize various forms of work furloughs to control personnel costs as 
an alternative to salary reductions or layoffs.  Over the last six years, the Commission authorized 
the Chief Executive Officer to implement a mandatory work furlough (with or without 
discretionary day(s) off) requiring all employees to take four days (32 hours) off without pay 



  

 

  
 

between Christmas and New Year.  This year, in addition to a four-day furlough, the addition of 
two additional furlough days for FY05, FY06, and FY07 included in the proposed MOU for 
represented employees, is also extended to all other employees.   
 
The ability to staff at appropriate levels to fully meet the business requirements of the 
organization depends greatly on the ability to attract qualified staff and compensate flexibly 
within the confines of the budget and a fluctuating and competitive labor market.  To recognize 
the contribution of employees within a merit pay principles and pay structure, revisions to 
policies reflect the ability to appoint employees immediately below or above the designated “E” 
classification range (simply stated as an expanded “E” class).   This provides for the ability to pay 
for varying skills and is similar to recommendations by the consultants to pay on a broad band 
basis.  The application of the extended range is proposed to include Non-Union represented 
classes listed as “E” classes in Attachment B.   
 
Following are the highlights of proposed changes to Personnel Policies.  Most of these proposed 
revisions correspond with proposed changes in the MOU for union-represented employees in this 
report and address operational efficiencies consistent with good business and pay practice.  A 
copy of each of the policies is included as Attachment B-1 showing deleted language and bolding 
of new language.  Minor housekeeping changes were made to organize, streamline, and clarify 
language. 
 
Addendum A:  Classification and Pay Plan 
 

• Effective July 1, 2004 (start of pay period in which the first day of the fiscal year 
begins), employees on the “S” Salary Schedule and “M” Salary Schedule will receive 
a 1.5% salary range increase, a 2.0% salary range increase effective July 1, 2005 and a 
2.5% salary range increase effective July 1, 2006. 

 
• Designated Management positions will receive a $300.00 per month car allowance. 

 
• Deletes language no longer applicable and adds language previously included in 

Personnel Policies, and new language for pay practices. 
 

• Reflects new and deleted classifications and title changes as described under 102.104 
for Executive and Management Service as follows: 

 
From  To  
M44 Budget Manager S42 Budget Officer 
M44 Human Resources Manager S42 Human Resources Officer 
M44  Information Systems Manager  S42 Information Technology Officer 
S41 Sr. Systems/Database Administrator S42 Re-titled and upgraded. Information 

Technology Officer 
S41 Housing Construction Supervisor S42 Re-titled and upgraded. Housing 

Construction Officer 



  

 

  
 

S41 Asst Rental Assistance Manager S41 Re-titled. Asst Director of Housing 
Programs 

S41 Asst Resident Initiatives 
Manager 

S41 Re-titled. Asst Director of Housing 
Programs 

S39 Sr. Program Analyst (Policy and 
Planning) 

S41 Re-titled and upgraded. Policy Advisor 
to the President & CEO 

S38 Sr. Information Systems Analyst S38 Re-titled.  Sr. Information Technology 
Analyst 

S37 Information Systems Analyst S37 Re-titled.  Information Technology 
Analyst 

S32 Sr. Administrative Assistant 
(Purchasing) 

S34 Re-titled and upgraded.  Financial 
Services Specialist  

S27 Information Systems Technician S27 Re-titled.  Information Technology 
Technician 

S22 Courier-Driver Deleted 
S22 Stores Assistant Deleted 
S22 Resident Manager I Deleted 

 
 
102.104:  Executive and Management Service 

 
• Updates classification titles with Executive and Management Service and increases 

annual leave accrual as for union and non-represented employees. 
 
• Classifications: 

 
 From To 

M50 Chief Executive Officer President & Chief Executive Officer 
M48 Chief of Staff Executive Vice President & Chief 

Operating Officer 
M47 Director Housing Programs Deleted 
M47 Director Operations Deleted 
M44 Budget Manager Re-titled to Budget Officer (S-42) 
M44 Community Relations Manager Director of Communication & Strategy 
M44 Equal Opportunity & 

Compliance Manager 
Director of Business Services 

M44 Accounting & Financial Services 
Manager 

Director of Financial Services 

M44 Housing Finance & 
Development Manager 

Director of Housing Finance & 
Development 

M44 Human Resources Manager Deleted  
M44 Information Systems Manager Deleted 
M44 Policy & Planning Manager Deleted 
M44 Rental Assistance Manager Director of Rental Assistance 



  

 

  
 

M44 Asset Management Program 
Manager 

Director of Facilities 

M34 Secretary to the CEO Secretary to the President & Chief 
Executive Officer 

   
 
 

102.105:  Types of Appointment 
 
• Simplifies language to differentiate between regular and temporary employees and 

temporary assignments. 
 
• Deletes reference to Out of Class Assignments.  Deletes reference to types of 

appointments already present in the Classification and Pay Plan. 
 

• Adds definition of benefits eligible employees. 
 
102.106:  Assignments and Employee Status 
 

• Subject title revision to Hours of Work. 
 
• Deletes redundant language regarding new hire and new class probation found 

elsewhere. 
 
102.203: Probationary Period 
 

• Clarifies, streamlines and reorganizes provisions of probationary employees. 
 
102.204:  Performance Evaluations 
 

• Minor clarification regarding pay increases and deletes obsolete title references. 
 
102.205:  Class Specifications and Position Classification Practices  
 

• Clarifies class specifications are developed by the Chief Executive Officer subject to 
budget approval process. 

 
102.209:  Selection and Examination 
 

• Minor clarification to selection procedures. 
 
102.210:  Changes in Status 
 



  

 

  
 

• Clarifies voluntary demoted employee to a class previously held requires no 
probationary period. 

 
• New:  Employees may apply for change in status opportunities at any time. 

 
• Clarifies days for pay/step increase to be calendar days; cross references 102.301. 

 
• Clarifies salary range adjustments to be “across the board”; and placement of 

incumbents on the closest pay/step when allocated to a new range. 
 

• Clarifies effective date of changes of status to be the start of the pay period in which 
the action falls. 

 
102.301:  Pay Plan – Step Increases and Special Pay 
 

• Increases Short Term Award amounts up to $1,000. 
 
• Revises normal step increase effective date to start of pay period in which review date 

falls. 
 

• Duration of unpaid leave impacting employee’s anniversary date is revised from 30 
workdays to 180 calendar days. 

 
• Clarifies language for Special Merit Pay Awards to be granted only while in the class 

for which it was awarded. 
 

• Introduces Shared Savings Plan for regular employees dependent on administrative 
savings at end of fiscal year and on the needs of the agency. 

 
• Creates Extended Range “E” Classes where appointment by the Chief Executive 

Officer may be made to the range directly above or below the designated range of a 
classification based on the individual’s qualifications and duties assigned.  E Classes 
are as follows: 

 
Supervising Project Manager 
Housing Construction Officer 
Information Technology Officer 
Human Resources Officer 
Budget Officer 
Asst Director of Housing Programs 
Financial Specialist 
Accounting Supervisor 
Associate Project Manager 
Community Liaison 



  

 

  
 

Organizational Training Specialist 
Principal Accountant 
Principal HR Analyst 
Senior Budget Analyst 
Senior Program Analyst 
Sr. HR Analyst 
Sr. Info Technology Analyst 
Supv. Resident Initiatives Coord. 
Sr. Information Technology Analyst 
Community Relations Specialist 
Housing Supervisor 
Information Technology Analyst 
Senior Accountant 
Sr. Resident Initiatives Coord. 

 
 
102.302:  Hours of Work 
 

• Inserted flexible schedule language from section 102.106 (Assignments and 
Employment Status). 

 
102.304:  Overtime and Premium Pay 
 

• Changes computation of overtime from 1/10 to 1/100 of an hour based on new 
HRIS/Payroll system and deletes option for paid compensatory time off with overtime 
payment in the pay period in which it is earned. 

 
102.310:  Tuition Reimbursement 
 

• Increases Tuition Reimbursement from $1,000 to $2,000. 
 
102.311:  Transportation Incentive 
 

• Revise reimbursement for public transportation from 75% to 80%. 
 
102.312:  Resident Manager Compensation 
 

• Revises on-call pay from $120 per month to $121.33 per mo/.70 per hr.  Eliminates 
obsolete language. 

 
102.402:  Annual Leave 
 

• Adds one day beginning of the 16th through 25th year and adds two days beginning the 
26th year.  Clarifies language for temporary benefited and non-benefited employees 



  

 

  
 

and that employees may request annual leave up to one year prior to date scheduled.  
Clarifies leave available as leave posted to the employee’s account as of the last day 
worked preceding leave, and other minor revisions for clarification purposes.  
Increases annual leave usage prior to request for pay in lieu from 3 to 5 days. 

 
• Clarifies temporary benefited and non-benefited status and other minor clarifications. 

 
102.406:  Court Leave 
 

• Employees shall retain fees collected for jury service. 
 
102. 407:  Leave Without Pay 
 

• Revises reasonable notice for leave without pay from 15 to 5 calendar days.  Revises 
the number of unpaid days that shall delay and extend period of satisfactory service 
for pay step advancement from 30 workdays to 180 calendar days. 

 
102.411:  Discretionary Leave 
 

• New:  Permits management to grant up to 3 calendar days of paid discretionary leave 
for exceptional performance and/or extraordinary work on behalf of and in pursuit of 
the Commission’s mission. 

 
102.502:  Discipline and Representation 
 

• Clarifies rights of employees upon notice of disciplinary action and appeal with 
evidentiary hearing. 
 
o Renumbered for clarity. 

 
o Replaces hearing before a panel of three persons with an independent neutral 

hearing officer appointed by mutual agreement of the parties. 
 

o Provides for full evidentiary hearing process for all actions impacting pay. 
 

• Adds language to include reasonable accommodation prior to nondisciplinary 
termination. 

 
102.503:  Non-Disciplinary Actions 
 

• Adds language to include reasonable accommodation prior to nondisciplinary 
termination. 

 
102.603:  Non-Disciplinary Actions 



  

 

  
 

 
• Clarifies separation from employment for disabilities that cannot be reasonably 

accommodated. 
 
102.605:  Layoffs 
 

• Revisions made consistent with the MOU to re-order and clarify. 
 
Attachments: A-1 Revised Memorandum of Understanding  (Distribution of the attachments 

is limited.  Copies are available for review at the Housing Commission, 
located at 1625 Newton Avenue, and at the Office of the City Clerk, 2nd 
Floor, 202 C Street.) 

 B-1 Revised Personnel Policies and Pay Plan (Distribution of the attachments is 
limited.  Copies are available for review at the Housing Commission, 
located at 1625 Newton Avenue, and at the Office of the City Clerk, 2nd 
Floor, 202 C Street.) 

 


